InflectionHR Setup

1. Login using the link in the email

A New Account has been Created Inbox x s 2

Inflection HR noreply@inflectionhr.com via sa.. Jan 10, 2022, 10:01 AM (2 days ago) *ﬁ -~
tome «

&InflectionHR

New, your account has been activated in Recreation Resource Management of America's payroll portal.

Access Link: Login ?

Username: New.Employee
Password:

After you have clicked on the link, you will need to enter your username and temporary password to begin
the activation process.

Check out our mobile app, UKG Ready, currently available in the App Store for the iPhone and Google
Play for Android devices.

To access your mobile account, enter Company Code IHR0742 and your username and password.

Sent on behalf of Recreation Resource Management of America

This e-mail has been sent from an automated system. DO NOT REPLY. If you have any questions,
contact your organization's administrator for assistance.

©1993-2020 Inflection HR LLC, All Rights Reserved.

4 Reply ®» Forward

2. Use the Username and Temporary Password from the email to login
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Log In 2:49 PM [ America/Phoenix ]

Username

new.employee

Password

(O remember Username

Forgot your password?

3. Use the Temp Password from the email in the Old Password field (blue) and then
create a new password you will remember in the other fields (green)

a. New Password must contain 4 of the 4 following character types: lower case
alpha, upper case alpha, numerical and symbol.
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Change Password

['O1d Password

b r

p
New Password @

" o

rCDnﬂrm Mew Password

. .

4. On the Virtual Code Settings screen, verify the information provided is correct and
correct it if it is not. The information provided on this screen is required to send you
a security code to login to your Inflection account. Then hit Save.

a. Text Message is the most Reliable method

b. On the next screen it will ask you to send a code to one of the configured
methods and will require you to enter that code.
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Configure Virtual Code Settings

Please verify that your contact information below is correct. If it is
incorrect, enter in a valid Mobile, Phone and/or Email in order to
receive a token code fCIrIfLiJ"E login.

At least one of the three methods below is required. A= 3 best
practice, enter in as many of these three a5 possible.

For the purposes of providing increased security the phone number

entered will be shared with a third party to transmit a multi-factor
authentication token.

Text Message #

v
Voice Phone #
v
Email
@gmail.com v

Save

5. After you enter the code and login, open My Checklists > click New Hire
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03:16 PM {Arizona) WORK SMART, BE FRIENDLY, HAVE FUN Q ‘ P @

1l
»

Today's Tasks

NE New Test Employee
Employee ID: 10003 \ Hired Date: 01/01/2022 (11 Days)

‘ i~ @ED Edit Mode
% Start

My Information

You're all caught up!

2 My Pay ©® Announcements A My Mailbox

” My To Do Ttems @)
days till next payment @  NoData to Display

3 REFRESH

10f1 1 Rows

New Hire

New Test Employee

Created Jan 12, 2022, 3:16 pm
0% complete

6. Select Open Checklist
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A My Mailbox

My To DoItems @ My Checklists €

¢« New Hire
Update to add to new employees once live in the system.

@ New Test Employee (10003)

Mot Started ( 0 out of 8 )
0%

Created Jan 12,2022, 3:16 pm

1] OPEN CHECKLIST

7. Click on “Try New Checklist” if it appears, then click Personal Information Update

Personal Information Update

Complete these item:

Select the ink tofl

ersonal information, then Submit to complete this frst step.

8. Please enter as much information as you are comfortable including, all fields with an
* symbol are required fields and cannot continue without being completed. Once
done click SUBMIT in the bottom right.
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a. Please note at the Bottom of the page (not pictured), 1 emergency contact is
REQUIRED.

« Personal Information Update

>>>>>

aaaaaaaaaaa

sssss

9. On the following screen, select ADD NEW in the top-right, and CREATE 19 in the
popup window it prompts.

10. In the 19 digital form, please verify all existing information and submit any changes
needed. If a field is required but does not apply to you (such as the Other Last
Names Used field) fill them with N/A

a. After hitting SUBMIT 19 in the top-right, you will have to enter a digital signature
and submit with “I AGREE”

11. In the Left-Hand sidebar, Mark the document as COMPLETE
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v Group #1 139

@ Personal Information Update

Complete Authorization to work

Select the link to View 19 forms and then

Add New to create and complete your
authorization to work. Once submitted

Show Mare

Due Date: 01/04/2022 (Overdue)
Waiting On: John Test Smith

Notes: [=]

MARK AS COMPLETE

Upload Documents

Complete Tax Withholding Forms
Add Direct Deposit

Sign Handbook Acknowledgement
Review Fleet Safety Policy

Uniform Request Form

12. On the Upload Documents page please upload any combination of 2 of the
acceptable documents, listed on page 4 of the 19 and give them an appropriate
Display Name.

a. Once all relevant documents are uploaded, select SUBMIT in the bottom-right
of the page.
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Upload File X

File*
o tc
poc

13. On the Complete Tax Withholding Forms page, select ADD NEW in the top-right
then select +Add on each relevant document in the pop up and follow the
instructions on the resulting page, select SUBMIT when done and then the back
arrow in the top left to return to the previous screen and upload more
documents.

a. Each form submission will ask you for your account password that we set at the
beginning of this document.

b. Once all forms are submitted (you can see submitted forms after returning from
a form) select MARK AS COMPLETE on the left-hand sidebar.

* Add New Withholding X

2022 -

S =S N

W Arizona (1)
Employee’s Arizona Withholding Percentage Election A4 o + Add

v Federal (1)

Employee’s Withholding Certificate W-4 o + Add

14. On the Add Direct Deposit Screen select +Add in the top-right and enter relevent
information in the new pop-up leaving the dates fields alone and hit SAVE and
then SUBMIT in the bottom-right
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a. If you do not have a Checking or Savings Banking account please contact Wally
DeWitt and you will be provided with a Global Cash Card

Add New Direct Deposit X
Name Description

| John Smith ‘ ‘ Checking ‘
Active From* Active To *

| 011212022 m | | 123172099 = |
Deposit Type Bank Account Type *

| Direct Deposit v ‘ ‘ Checking v ‘

Calculation Method *

| Entire/Remainder hd ‘

Account #* Reenter Account #*

ABA # / Bank Routing #*

| |

®

15. Sign Handbook Acknowledgement sign the Signature Page with the Sign Button
near the middle-top of the page (Found on Page 37) verifying you have read and
agreed to the Employee Handbook. Then select SAVE and SUBMIT in the top-
right.

a. A copy of the Handbook if you have not read it can be found in the left-hand
sidebar under “Documents: Host Handbook”

16. Sign Vehicle Fleet Safety Policy document using the same method

a. A copy of the Policy if you have not read it can be found in the left-hand sidebar
under “Documents: Vehicle Safety Policy”

b. THIS PAGE WILL NOT AUTO-CONTINUE, YOU MUST CLICK “UNIFORM
REQUEST FORM” IN THE LEFT-HAND SIDEBAR TO CONTINUE
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17. Uniform Request Form - Please read the limitations at the top of the form before

ordering, then enter your order using the fields on the Right-Hand side similar to the
below example

a. SS = Short Sleeve | LS = Long Sleeve

b. Jackets and Sweatshirts are optional at a cost to the Employee
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RRM of America Uniform Requisition

Up to 3 styles of Uniform per employee. You can order up to 3 t-shirts (either long or short
sleeve) OR up to 3 khaki's (either long or short sleeve) or any combination thereof. You can
also order the vest and any style hat. Jackets and sweatshirts are optional. Please print below
how you'd like your name to appear on your name tag.

Campground: Administration

Name: New Test Employee

Name Tag: [John Smith ]

Item Size  Quantity Backordered Qty. Shipped Remarks

Khaki shirt L5 Kha...| |2

Khaki Shirt 5

T-shirt 5

T-shirt LS NEDN

Vest MED | |1

Hat - Mesh

Hat-Cloth ~ ©n® i John Smith

Sweatshirt and jacket purchases are purely optional. Lead time is 2 weeks. Jackets will be embroidered
with your name. Indicate the name in the remarks column.

Sweatshirt

Jacket

) Reset

campground

s e
[iotsshets s 3|

Khaki Shirt LS Qty Shipped

Employee Name

Khaki Shirt LS Quantity
2

Khaki Shirt LS Remarks

B

Name Tag

o —

Khaki Shirt LS Backordered

Khaki Shirt 55 Size

Khaki shirt s Quantity

Khaki Shirt 5 Remarks

Khaki Shirt 55 Backordered

Tshirt 55 Size

Khaki Shirt 55 Qty Shipped

Tshirt SS Quantity

Tshirt 55 Backordered

TShirt 55 Qty Shipped

Tshirt Ss Remarks

Tshirt LS Size

Tshirt LS Quantity

Tshirt LS Backordered

[veo -]

1

Tshirt LS Qty Shipped

TShirt LS Remarks

Vest Remarks

vest Quantty est Backordered vest ty sipped
K | \ -]
vestsize Mesh at Remarks wesh Hatsize

[veo -] \ -]

Hat Mesh Quantity

Mesh Hat Backordered

Mesh Hat Qty Shipped

[onesie -]

Hat Cloth Quantity
1

Cloth Hat Remarks
[ John smith

Cloth Hat Backordered

Cloth Hat Qty Shipped

Sweatshirt Size

Sweatshirt Quantity

Sweatshirt Backordered

Sweatshirt Qty Shipped

Sweatshirt Remarks jacket Remarks Jacket size
acket Quantity jacket Backordered Qty Shipped 9
Comments

1
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