Accellent New Hire Instructions
Accellent Openings:

1. PeopleShare will email CMG Account Manager notifying of Accellent opening.  
2. Either post a new position in Newton or repost a previous opening into Newton.  
3. Select qualified candidate and submit to opening in OpenHire (PeopleShares program)
4. Go to: https://accellent.silkroad.com/epostings/index.cfm?fuseaction=app.agencylogin&company_id=16184&version=1
5. Login:  Lincoln, Password: cheers

6. Click on opening and upload applicants resume

7. Either Accellent HR or PeopleShare rep will contact us to schedule interview with applicant.

8. Once applicant has passed interview schedule applicant to report to the office for onboarding process
Application/Paperwork:
· Applicant will come in and fill out new hire paperwork. (Located in Tina’s top desk drawer in the Accellent file, in the New Hire Paperwork folder) 

New hire paperwork packet should include:
     -ESSG New Hire Application

     -CMG Addendum to Application (3 pages)


     -Form W4


     -Form I-9, Employment Eligibility Verification


     -Application Form Waiver


     -Disclosure and Consent Concerning Consumer and Investigative Consumer Reports


     -In case of emergency form


     -Direct Deposit Authorization form (get voided check or have them fax it)

     -If they choose not to have direct deposit set them up on a pay card


     -WOTC New Hire Process


     -8850 Form (2 pages)


     -Form A Work Opportunity Tax Credit


     -Youth Self-Attestation Form

· In folder behind New Hire Paperwork there is a folder for Quest Diagnostics. Give applicant a copy of the directions and the Forensic Drug Testing Custody and Control Form. They are to leave here and go to lab. 

· While they are filling out paperwork please collect identification documents needed to complete the I9 and make appropriate copies

Background Check:

Enter applicant into CSS background screening company ***you will need a copy of applicant’s resume to complete education verification***.  
1. Go to - https://cssinc.instascreen.net/        
2. Username is lmooney, Password is Accellent1.  
3. Click on Order, check the 9 Panel Non-DOT box, click on next.  Fill out required fields only. 
4. Once you have submitted the screening, scan applicants consent form and upload to the screening for the education verification. To do this click on reports (from the top tabs) check the applicants name and add as an attachment. 

CMG Time:

        Enter employee into CMG Time
       Then take all completed paper work scan and upload to the employee’s page in CMG Time

ESSG:

Then scan the ESSG New Hire Application, W-4, I-9, background check release form, emergency contacts, the 8850 paperwork, a copy of the ID’s and direct deposit form to Meghon Baker at Meghon@employersolutionsgroup.com 
Meghon will send you over a FedEx label via email. Put all original paper work in a FedEx package, put the label on the package and mail out. If we don’t receive a FedEx label from her we need to mail it to:

Meghon Baker 
Employer Solutions Group

7301 Ohms Lane Suite 405

Edina, MN 55439
Start Date:
Once the background and drug screen are cleared, PeopleShare or Accellent HR will contact CMG            Account Manager to discuss orientation date/time. Account Manager needs to contact new hire to relay message and verify date/time works for both parties.

Invoicing & Payroll: 


*Employee is paid through ESSG*

· On Mondays we will get an email for employee hours, currently from Terri McCartney (Terri.McCartney@accellent.com) 303-761-2801.  

· If we have not had a change in the employees for Accellent since the previous week, we open the Supplier Associate Weekly Time Capture Report (TCD), which is saved in the Timesheet – Accellent folder on the corporate server. Add the employee’s hours, update the Weekending date on the s/s, type in your name, title and date in the Signature box, save it as the current PPE date.  Then email to Lily Cirafisi (Lily.Cirafisi@Accellent.com).

· If we have had a change in our employees at Accellent, at a particular location, Lily will email us a new Supplier Associate Weekly Time Capture Report (TCD), listing all of the current employee’s names.  Then follow the process above.  Save the file with the current PPE and use the following week if no changes are made to the employee list.

· We need to have the TCD to Lily by noon on Tuesday.  She is on Eastern Time.

· Always save the file in Excel as 97-2003 file format

· Remember to E-sign (type your name) and date the TCD or it will be returned

· We do not send an invoice to PeopleShare, the TCD serves as the invoice and is tied out to our Invoice Detail files.  Also, we do not send invoices or TCD’s to Accellent.

· ESG’s invoice will be sent to us and saved in the Timesheet folder

