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HUMAN RESOURCES TRANSFORMATION

The function of the human resources department is included in but not limited to the below key
areas. Business continuity and an increase in health and safety precautions implemented
through technology is mission critical to us serving our employees, who in turn serve our

citizens.
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Benefits




NEOGOV

Challenge: Traditional Paper/Manual Processes

Offices that are still processing paper are at a higher risk of spreading viruses. Using the most recent
COVID-19 research available, let's look at the life of a paper form as it's routed around the workplace and the ° Pa per p rocesses an d manua |

potential for infecting others. . .
routing have long been viewed
as a method of cost savings vs

Coronavirus can live The average US office
on surfaces for days, Q/ﬂ\)? worker annually touches a Systematic a pproach
including gooooﬁ 10,000 sheets

paper @‘B/b of paper’

* All at the expense of increased

The virus is transmitted via The average‘person A person with the virus efﬂCiency, Safety a nd
eyes, ears, nose touches their face infects an average of X .
and mouth’ 23x an hour’ 2.2 people’ continuity.
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NEOGOV

Intelligent HR

r : : . L
g ﬁ Talent in the public sector is maximized
VISION R resulting in better service for citizens




NEOGOV

Who We Are:

BUILT FOR THE PUBLIC SECTOR

OPEN

ESTABLISHED
IN 2000

With a vision to provide government
with the most comprehensive and
easiest to use HR software

1[I

FOCUSED ON
GOVERNMENT

Our technology meets
compliance standards and
unique process requirements
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30 - 150k FTE

Serving over 6,000
Agencies Nationwide at all
levels of government



NEOGOV

| OPEN

20 YEARS

Of Public Sector
Experience

S

60,000+
Employees Onboarded

Who We Are:
MARKET LEADER

@R i
N Mlin

37 MILLION 125+ MILLION
Job Seekers Applications
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250,000+ 2+ MILLION

Evaluations Completed Courses Delivered
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2.5+ MILLION
Hires

@

$300+ BILLION
Payroll Processed



NEOGOV

RECRUIT MODULE

ATTRACT | SCREEN | HIRE

The Recruit Module accelerates time to hire by centralizing the process of attracting
applicants, screening them, and landing a qualified hire that’s productive on day one, while

ensuring compliance.




NEOGOV Onboard

Critical Need: ONBOARDING

STIMULATE PRODUCTIVITY

by empowering new hires to

BE PRODUCTIVE BEFORE DAY ONE

* Complete and submit all forms online allowing for multiple
contributors and ensuring safe circulation and completion of forms

* Integrated E-Verify for contactless I9 verification

e Paperless + contactless onboarding, inboarding and offboarding
capabilities — end to end automation

* Fully integrated with NEOGOV’s Learning Management System
for fully virtual new hire experience

@)

e Starting a new job remotely can be isolating but assigning a
mentor through Onboard helps new hires feel more connected
and get up to speed quicker

LOWER EMPLOYEE
TURNOVER

Effective onboarding
© 2020 NEOGOV Proprietary and Confidential lowers the employee
turnover rate by 29%




NEOGOV Onboard

Critical Need: ONBOARDING

PRODUCTIVITY

+64%

Onboard provides employees with a pre-start date checklist EFFECITVE ONBOARDING IN PUBLIC SECTOR
driving visibility and new hire engagement TURNOVER

-29%

* Allow new hires to complete administrative tasks from anywhere,
such as reading the employee handbook or privacy policy and for
HR, track completion.

* Configurable Employee Portals allow you to communicate
relevant information and share the agency’s mission and values
with all employees

-« NEOGOV'’s Global Form Bank allows you to leverage forms from
public sector agencies across the country
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NEOGOV

@ ONBOARD

Onboard Welcome Portal

Onboard

Onboard’s welcome portal gives new hires an introduction to your culture and assigns and provides access to forms and tasks they need complete during their first days so they can hit the ground

running.

00 < > M

NEOGOV

ON Onboard v

Employees Pre-Hires Reports

Q Onboard

Completed Forms Portals Checklists Positions Administrative

Onboard Welcome Portal
Connect with new employees & complete check-list items

Mentors and Helpful Links
Connect with Mentors and get up to speed quicker

New Hire Forms

Mary Anderson Welcome to the team, Mary Electronically create and complete new hire forms
n ANALYST — ——— (Integrated with E-Verify)
City Wide Portal ~ Human Resources Portal
- NEOGOV Community Forms
Onboarang Welcome to the City of Sunnydale Team! Checklist © Preview Checkist Timeline Leverage NEOGOV’s community by accessing shared forms

Manager

Mary Anderson, welcome to the team! | am looking forward to being your new supervisor and working with
you. Your first day of work Is 01/31/2020, and | want to give you some Information to heip you get ready.
Please report to our office at 6789 Maln Street. Mary, Lynn, Ryan, and Paul are all excited that you are joining
our team, and one of them will come to the lobby to greet you. | will meet with you sometime after you get
settied In your new workspace. We expect your first day to end at 5:00 pm.

1 hope that this information Is helpful. If you have any questions, call me at (213) 555-9412 or emall me at
hilaryjacks@sd.gov. Otherwise, see you on the 0/31/2020!

[ Review the Employee Handbook
[ Setup the employee's work station
[ Complete the Parking Form

[ Complete the Direct Deposit Form

A 1week past due

£\ 1week past due

A 1week past due

A 1week past due

Offboarding Portal

Track processes related to employee’s exit from agency

; o s [ Complete W-4 @ A 1week past due Manager Dashboard

O Sovinie B Actsseenin Managers & contributors can easily stay on top of their tasks
. Anti Training for @© A 1week past due
I Job Duties vIEW >

City of Sunnydale Mission Statement

The City of Sunnydale is pleased to present its official mission statement for the city and its business
units. The purpose of having one mission statement is to clearly define and communicate the primary

Bloodborne Pathogens
> Watch the Welcome video!

[ Review your Job Description with your Manager

0}
0}

A 1week past due

A 1week past due

£\ 1week past due

VIEWALLRS >

Forms Export
Print or export any forms for archiving or reporting

Impersonate Users
Easily troubleshoot issues without IT’s involvement

direction for the entire city, its business units and for the various transportation products and services we
provide throughout the State. This unified mission statement will be our guiding light to the public we

© 0 0 0 0 0 0 0

Mentors
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NEOGOV

m ONBOARD

Mentors and Helpful Links

Onboard

Connect with your new employees easily via mentor chat to answer any questions and get them help immediately. Provide instant access to any helpful documents or links new employees may need.

eve < >

NEOGOV ©N

Employees Pre-Hires

Mary Anderson

HR ANALYST

Employee

Onboarding

Manager

Onboard v

Reports +

Q Onboard

Completed Forms Portals Checkli Positi v A

business units and for the various transportation products and
services we provide throughout the State. This unified mission
statement will be our guiding light to the public we serve each

and every day.

Get To Know The Area

We are all excited to have you join our team. Get to know some
familiar faces and the area. Let us know if you have any

questions!

Helpful Links

&

¢" City of Sunnydale - Home

(/ﬂ City of Sunnydale - Residents

9

¢ City of Sunnydale - Your Government

Alafid Maciimaand~

Q Search E,.” @CaseyAkers v

2 + 0O
Mentors
° Casey Akers

HR Manager

@ Pat McDonald

HR Analyst

Emily Black

Park Ranger

MESSAGE ALL

Casey, Patand 1

@ “ others

Helpful Videos

o
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o
T
-
x
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<
@
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w
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Welcome

tothe City Welcome to the City of Sunnydale!
of

Sunnydale!

Top Things To Do in Sunnydale! 08:50
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Onboard Welcome Portal
Connect with new employees & complete check-list items

Helpful Links
Helpful links get employees up to speed quicker

New Hire Forms
Electronically create and complete new hire forms
(Integrated with E-Verify)

NEOGOV Community Forms
Leverage NEOGOV’s community by accessing shared forms

Offboarding Portal

Track processes related to employee’s exit from agency

Manager Dashboard
Managers & contributors can easily stay on top of their tasks

Forms Export
Print or export any forms for archiving or reporting

Impersonate Users
Easily troubleshoot issues without IT’s involvement



Onboard

NEOGOV

m ONBOARD

New Hire Forms

NEOGOV provides and maintains the Federal 19 and W4 forms and integrates with E-Verify. NEOGOV’s form builder allows you to create new or convert existing paper forms into an electronic format for
your new hires to complete.

o Onboard Welcome Portal

Connect with new employees & complete check-list items

® ® < > 1H] Q Onboard ®) w g (m]

NEOGOV ©8 Onboard v

Employees  Pre-Hires  Reports - Completed Forms Portals  Checklists  Positions Administrative B + @ O MentOI‘S and Helpful LinkS
T — Connect with Mentors and get up to speed quicker
* Fields are required.
B New Hire Forms
Electronically create and complete new hire forms
(Integrated with E-Verify)
Form W-4 (2019) eyt g d bl Specific Instructions

Future developments. For the latest
information about any future developments
related to Form W-4, such as legislation
enacted after it was published, go to
www.irs.gov/IFormW4.

Purpose. Complete Form W-4 so that your
employer can withhold the correct federal
income tax from your pay. Consider
completing a new Form W-4 each year and
when your personal or financial situation
changes.

Exemption from withholding. You may
claim exemption from withholding for 2019
if both of the following apply.

* For 2018 you had a right to a refund of all
federal income tax withheld because you
had no tax liability, and

* For 2019 you expect a refund of all
federal income tax withheld because you
expect to have no tax liability.

If you're exempt, complete only lines 1, 2,
3, 4, and 7 and sign the form to validate it.
Your exemption for 2019 expires February
17, 2020. See Pub. 505, Tax Withholding
and Estimated Tax, to leam more about
whether you qualify for exemption from
withholding.

General Instructions

If you aren’t exempt, follow the rest of
these instructions to determine the number
of withholding allowances you should claim
for withholding for 2019 and any additional
amount of tax to have withheld. For regular
wages, withholding must be based on
allowances you claimed and may not be a
flat amount or percentage of wages.

have a working spouse, more than one job,
or a large amount of nonwage income not
subject to withholding outside of your job.
After your Form W-4 takes effect, you can
also use this calculator to see how the
amount of tax you're having withheld
compares to your projected total tax for
2019. If you use the calculator, you don't

Personal Allowances Worksheet
Complete this worksheet on page 3 first to
determine the number of withholding
allowances to claim.

Line C. Head of household please note:
Generally, you may claim head of household
filing status on your tax return only if you're
ied and pay more than 50% of the

need to any of the for
Form W-4,

Note that if you have too much tax
withheld, you will receive a refund when you
file your tax retum. If you have too little tax
withheld, you will owe tax when you file your
tax retumn, and you might owe a penalty.
Filers with multiple jobs or working
spouses. If you have more than one job at
a time, or if you're married filing jointly and
your spouse is also working, read all of the
i i i ing the it ions for

the Th iple Jobs

before beginning.

Nonwage income. If you have a

amount of nonwage income not subject to
withholding, such as interest or dividends,
consider making estimated tax payments
using Form 1040-ES, Estimated Tax for
Individuals. Otherwise, you might owe
additional tax. Or, you can use the

s . 3 ”

and
Income Worksheet on page 3 or the
calculator at www.irs.gov/W4App to make
sure you have enough tax withheld from
your paycheck. If you have pension or
annuity income, see Pub. 505 or use the
calculator at www.irs.gov/W4App to find
out if you should adjust your withholding
on Form W-4 or W-4P.
Nonresident alien. If you're a nonresident
alien, see Notice 1392, Form

costs of keeping up a home for yourself and
a qualifying individual. See Pub. 501 for
more information about filing status.

Line E. Child tax credit. When you file your
tax return, you may be eligible to claim a
child tax credit for each of your eligible
children. To qualify, the child must be under
age 17 as of December 31, must be your
dependent who lives with you for more than
half the year, and must have a valid social
security number. To learn more about this
credit, see Pub. 972, Child Tax Credit. To
reduce the tax withheld from your pay by
taking this credit into account, follow the
instructions on line E of the worksheet. On
the worksheet you will be asked about your
total income. For this purpose, total income
includes all of your wages and other
income, including income eamed by a
spouse if you are filing a joint return,

Line F. Credit for other dependents.
When you file your tax return, you may be
eligible to claim a credit for other
dependents for whom a child tax credit
can't be claimed, such as a qualifying child
who doesn't meet the age or social
security number requirement for the child
tax credit, or a qualifying relative. To learn
more about this credit, see Pub. 972. To
reduce the tax withheld from your pay by
taking this credit into account, follow the

i ions on line F of the worksheet. On
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NEOGOV Community Forms
Leverage NEOGOV’s community by accessing shared forms

Offboarding Portal

Track processes related to employee’s exit from agency

Manager Dashboard
Managers & contributors can easily stay on top of their tasks

Forms Export
Print or export any forms for archiving or reporting

Impersonate Users
Easily troubleshoot issues without IT’s involvement



NEOGOV Onboard

ONBOARD
NEOGOV Community Forms

NEOGOV'’s Global Form Bank provides your agency with access to forms created and shared by other Onboard customers so that you don’t have to start from scratch.

o Onboard Welcome Portal

@00 <> O Q onboard B B Z o Connect with new employees & complete check-list items

NEOGOV N Onboard v
Global Form Bank Cancel

O Mentors and Helpful Links

Connect with Mentors and get up to speed quicker

These forms were not created by NEOGOV staft. Please be sure to review the form and make any edits priof to using it in your account. All permissions from the original form will be copled as well as any logo or agency name used on the form. Please review the

form in It's entirety and make necessary changes before assigning to a checkdist

Number of Times Copled $ | Name $ | Type % | Agency Name ¢ | Actions o N eW H i re FOI‘mS
a0 Emergency Contact Form Oynamic Kevin Oconnor's roduction Account Do Electronically create and complete new hire forms
28 Employee Handbook Acknowledgement F..  Dynamic City of Hamilton, Ohio Do (I nteg ra ted Wlth E_Ve rlfy)
25 Emergency Contact Form Dynamic City of Kelso Do N EOG OV Co mmun ity Fo rms
23 DE4 EDD STATE WITHHOLDINGS FORM Background Town of Windsor De Leverage NEOGOV,S Communlty by aCCeSslng Shared forms
22 Payroll Direct Deposit Background City of Beverly Hills Do
22 Exit Interview Dynamic City of Carisbad De
2 CalPERS Self-C Form . City of Murrieta De Offboa I‘d i n g PO I‘ta I
” o o oy S Do Track processes related to employee’s exit from agency
18 Direct Deposit Authorization Form Dynamic City of Hamilton, Ohio De
" CalPERS Health Benefits Enroliment Form (.. Background City of Murrieta Do
Manager Dashboard
<2 2 e s 5.5 hemspurpue [0 1=10/01 152 Herns Managers & contributors can easily stay on top of their tasks

Forms Export
Print or export any forms for archiving or reporting

Impersonate Users
Easily troubleshoot issues without IT’s involvement

O O o0 O
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NEOGOV Onboard

m ONBOARD

Offboarding Portal

Complete exit interviews, exit surveys, knowledge transfers and more. As well as, ensuring all agency property is collected and accounted for.

o Onboard Welcome Portal
%0 <> O Q Oonboard = B3 I3 = Connect with new employees & complete check-list items

NEOGOV ©N Onboard v Q Search

Sigiooss: ok Pagort GoeglbedBome = Poile, Gholiki Bodbinee, A @+ ® O Mentors and Helpful Links
Connect with Mentors and get up to speed quicker

Q© New Hire Forms
Electronically create and complete new hire forms

‘Will Haines
- Integrated with E-Verif
wiy CITY - : s sl : (integ Y)
— . - — i : o NEOGOV Community Forms
Onvosrang We're sad to see you go, Wil Leverage NEOGOV’s community by accessing shared forms
Offboarding

Offboarding Portal
Track processes related to employee’s exit from agency

Manager Dashboard

Good Luck In The Future! Checklist B reiben Checkdit Tinsfine Managers & contributors can easily stay on top of their tasks

Dear Will Haines, d

Thank you for your contributions to our team here at the City of Sunnydale. We wish you the best of luck in all
[ Assist employee with Knowledge Transfer to successor () + Completed

of your future endeavors. Please be sure to complete all of your offboarding tasks prior to your last day of =
i Pl o5 aowc ot HB b ke o s ~ _ Forms Export
[ Return your ID Badge to IT Services © ® canceled
Thank you for bringing your positive attitude to work every day. Projects become easier to execute, changes P ri nt or expo rt a ny fo rms fo r arc h |V| n g orre po I’tl n g
become easler to implement and problems become easler to solve. Thank you for showing all your [ Complete the Exit Interview Form © @ canceled
colleagues that the pursuit of excellence is the best way to ¢limb up the organizational ladder in this . =7
[ Review the Exit Interview Form © @ Ccanceled
company.
Good Luck! [ Ensure all city property is returned © @ Canceled Im peI’SOﬂate USGI‘S
[ Return your Parking Card to Building Services @O @ canceled o

Easily troubleshoot issues without IT’s involvement
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NEOGOV Onboard

ONBOARD
Manager Dashboard

Managers and HR administrators can view the onboarding progress of their new employees to ensure that everything is on track and the new hire has a great 1st impression, helping drive retention.

o Onboard Welcome Portal

090 < > O Q onboard S % O a Connect with new employees & complete check-list items

NEOGOV [ Onboard v

Employees  PreHies Repors <  CompleedForms «  Pors  Checkists  Posions < Admisotive - B+ ® O Mentors and Helpful Links
Connect with Mentors and get up to speed quicker

My Tasks
Q© New Hire Forms
Subject : | DueDate % | RelatedTo s ns A .
Casey Akers Electronically create and complete new hire forms
HR MANAGER ‘'omplete the Employer Portion of the Parking Form A 021027 iane Bail . .
Complete the Employer Porti f the Parking F 02/02/2019 Diane Bailey B (Integrated Wlth E—Verlfy)
Complete I-9 for employee A\ 02/04/2019 Diane Bailey
N Compets 9 oranpioyes R — o NEOGOV Community Forms
Empioyee Complete the Employer Porton of the Parking Form A 02282015 Biake Beny E] Leverage NEOGOV’s community by accessing shared forms
Onboarding Complete I-9 for employee N\ 03/02/2019 Blake Berry
Welcome Call to new hire A 03132019 Christine Malloy = .
- o Offboarding Portal
@ Order appropriate supplies A 0313/2019 Christine Malloy = , .
Track processes related to employee’s exit from agency
Direct Reports. Order appropriate supplies A 0v24/2020 Leslie Noble =
o b&' o ﬂ 1-80of 8 items

O Manager Dashboard

Managers & contributors can easily stay on top of their tasks

Onboard Progress Report

;
B8

Full Name = = % | Department Name
29 Mary Anderson HR Analyst HR1 Human Resources 7%
- o Forms Export
ane Baile al luman Resources a4% H HVH H
s lane Bolley ER Arsiat = Hemee; e— Print or export any forms for archiving or reporting
7 Carl Baker Park Ranger PRI Parks and Recreation 54%
O
7 Blake Berry HR Analyst HR1 Human Resources 29%

o Impersonate Users
1-4otd tem Easily troubleshoot issues without IT’s involvement
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NEOGOV Onboard

m ONBOARD

Forms Export

Electronically store and bulk export new hire forms to PDF and excel formats. Apply filters and select configurable fields to pull the desired captured data.

o Onboard Welcome Portal

%20 < > O Q Onboard S W ¢ g o + Connect with new employees & complete check-list items
NEOGOV ON Onboard v Actions done
Employees  PreMies Repors <  CompletedForms ~  Porsls  Checkists Positons «  Administative - T — O Mentors and Helpful Links
Connect with Mentors and get up to speed quicker
Direct Deposit Form (a3 Ewortocsy
Version  Direct Deposit Form v @ Bepottie poe .
Q© New Hire Forms
Oeparmers @ Actve a spectc - Electronically create and complete new hire forms
Sotus @) Actve A Arcrwed (2 Ewontobce (Integrated with E-Verify)
Associated Employee Status @ Active A Inactive @ S—— o NEOGOV Community Forms
@M Shackic e fange FORM BULK ACTIONS Leverage NEOGOV’s community by accessing shared forms
Fields are required. €| Lock forms
T vt o Offboarding Portal
Track processes related to employee’s exit from agency

@ Custom View 2 Bulk Actions

Stk Bery asmzazsss P asmmasss oy of Sy o Manager Dashboard

— siriansss oy canass | Managers & contributors can easily stay on top of their tasks

Diane Bailey 455122255 Checking 8715115558 City of Sunnydt

Emily Black 5454122225 Checking 5214411122 City of Sunnydit

Forms Export

Eric Jackson 411222884445 Checking 54122115588 City of Sunnydt Pr|nt or export any forms for arch|v|ng or reportmg

Eva Ball 5454m222 Savings 929393401 City of Sunnydi

Mike Paterson 54121145546 Checking 6585444751 City of Sunnydi

o Impersonate Users
Easily troubleshoot issues without IT’s involvement
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NEOGOV Onboard
m ONBOARD

Impersonate Users

Impersonate users to help troubleshoot issues without needing IT’s help. Save time by doing it right from your desk.

Onboard Welcome Portal
Connect with new employees & complete check-list items

0O < > (1] Q Onboard ®) % &z m)

NEOGOV ©N Onboard v
Impersonate user Cancel m

Mentors and Helpful Links
Connect with Mentors and get up to speed quicker

*Fields are required.

Search*

I Q Mary Anderson

Mary Anderson
% o Yiew emalovee detalls
\ HR Analyst

New Hire Forms
Electronically create and complete new hire forms
(Integrated with E-Verify)

NEOGOV Community Forms
Leverage NEOGOV’s community by accessing shared forms

Offboarding Portal

Track processes related to employee’s exit from agency

Manager Dashboard
Managers & contributors can easily stay on top of their tasks

Forms Export
Print or export any forms for archiving or reporting

Impersonate Users
Easily troubleshoot issues without IT’s involvement

O o0 o0 o0 o0 o0 o0 O©0
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NEOGOV

Why choose NEOGOV'?
THE NEOGOV ADVANTAGE

@

EXCLUSIVELY FOR PUBLIC A ROBUST LIVE CUSTOMER SUPPORT
SECTOR USER COMMUNITY AND TRAINING

“We like the networking and information sharing among clients through the
NEOGOV Community. It supports the public sector culture in serving others.”

- Julie Broome, HR Director - Union County, North Carolina

© 2020 NEOGOV Proprietary and Confidential






