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I. Adding New Hire 

Login to Centrally HR (CHR) and go to My Teams 

  

 

 

 

 

 

1. Go to HR 

2. Go to HR Actions 

4. Click on Start. 

3. Click on Available tab 
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5. Choose 

Effective date.  

Note: Effective 

date is when this 

profile can be 

accessible, and 

may be prior to 

hire date.  

6. Enter hire date. 

7. Click on down arrow to 

choose Employer ID Number  

8. Enter 

employee 

date of birth.  

9. Enter employee SSN 
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10. 
Enter 

first 

and 

last 

name. 

11. Enter 

employee 

email. 

12. Start 

date is 

same as 

effective 

date. 

13. Enter employee 

address 

14. Click Add to 

enter compensation.  

After SSN is entered, the system will verify if SSN already exists. 



CENTRALLY HR (CHR) NEW HIRE PROCESS 

 

Page 4 of 26 
 

 

 

 

                                 The completed box should look like this: 

 

 

 

15. Enter hire date.  

16. Enter wage amount. It 

can be per hour, week, or 

month.  

18. Enter #  

of pay period 

– 12, 24, or 

26 19. Click on down arrow and 

choose BOTH. 

20. Click SAVE.  

17. You may 

change your total 

hours here.  Ex. 

1950.  



CENTRALLY HR (CHR) NEW HIRE PROCESS 

 

Page 5 of 26 
 

Base Compensation line will populate as below. 

 

 

 

 

 

 

21. Click on down arrow to 

choose default cost center, when 

applicable.  
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22. Search for your 

EIN and then choose 

applicable cost 

center 

23.  Click Save. 
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24. Click on Managers tab.  

25. Type or search for Managers.           

Note: Manager 1 approves Timesheet, and Manger 

2 is the Location HR/Finance Manager. It can be the 

same person for some locations.  

 26. Click Save.  
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27.  
Click Search for Pay 

period profile; ex. Bi-

weekly, Semi-

Monthly, or Monthly  

28.  Click Apply.  
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New hire process is completed. 

29. Security 

Profile is defaulted 

as Employee.  
 

30. Click Save.   

 
31. Click Submit   

32. Click Submit. 
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II. Adding to New Hire Employee Profile 

 

 

III. Adding Base Compensation on Employee Profile 

1. Go to My Teams 

and click on Employee 

Information.  
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2.  Look up employee name and click 

on employee information icon.  
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3. Under Main tab, go to Base   

Compensation. 
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Base Compensation line will populate as below. 

 

 

 

4. Click on Add. 

5. Choose Effective date.  

6. Type in 

wage, per 

hour/month

/year 
7. Choose Pay Period (#s) – 12, 24 

or 26  

8. Click Save. 
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IV. Entering Payroll Info 

A. Earnings  

 

 

 

 

Other earnings to add as applicable:  

Other earnings to add as applicable:  

 

1. Click on Payroll Tab. 
2. Click on Earnings. 

4. Click on Down Arrow, and 

choose Regular.  Other 

earnings to add as applicable, 

ex. Stipend, Housing Benefit, 

etc.  

 

3. Click on New Earning. 

5. Click OK. 
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Completed Scheduled Earning will populate as below. 

 

 

 

 

 

 

 

6. Enter hire date, or when earnings should start.  
8. Enter amount per pay period.  
9. Enter pay frequency.  

7. Enter amount type, ex. Flat 

amount, per hours, etc.   
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B. Deductions 

 

 

 

 

 

 

 

 

 

 

 

1. Click on New Deduction.  

2. Click on Down Arrow, and 

applicable Deductions, ex. 

Health Insurance, Daycare 

Tuition, 403B, Employee 

Loan,etc.   

 3. Click OK.  
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4. Enter Date.  
5. Enter Amount Type, ex. Flat 

Amount, etc. Click down arrow for 

options.  
6. Enter Amount.  

7. Choose Frequency.  

8. Employer Settings is required 

but amount can be set up to 0.00 
9. Frequency is same as Step 7. 

10. Click Save and Add. 
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Deduction line should populate as follows: 

 

 

 

 

 

 

 

 

C. Tax Information  

Federal Tax 

 

 

1. Click and Add. 
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Completed Federal Tax Info. 

 

2. Enter start date. 
3. Enter Yes.  

4. Enter all pertinent information 

as completed in W4 form.  
5. Click Add.  
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D. Direct Deposit 
 
 
 

 
 
 
 

6. Click on State Tax.   

7. Click on View Tax Jurisdiction.  
8. Click on down arrow and 

choose “Block W/H” to enter 

additional withholding.  9. Click Save.  

1. Click Add.  
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2. Enter Start Date.  

4. Enter Bank Account Type. 
3. Enter End date or 

keep default.  

6. Enter Frequency.  5. Click 

on down 

arrow to 

choose 

Calculation 

Method:  

Entire/Rem

ainder; Flat 

Amount, 

etc.  

7. Enter Bank Account # (twice) 

and Routing #.   
8. Click Save.  
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E. New Hire Employee Profile printout  
 

  

 

 
 

1. Click Download PDF  

2. Scroll down to check or customize which data to 

include in the print settings.   
3. Click download and print or save.  
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This printout replaces the “New Hire sheet” form, and can be submitted to Diocese 
for record keeping.
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F. Terminating an employee 
 
 
 
 

 
 

 
 
 

2. Click on Dates.  

3. Click Terminate button.   

1.  Look up employee name and click 

on employee information icon.  
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2.  Enter Termination Date.   
3.  Choose Reason and make notes 

(optional)  
4.  Enter end dates for Benefit 

Coverage, if applicable.   

5.  Click Terminate.   
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6.  Choose Skip.   

7.  Click Terminate.  


