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Step 1: Hover over the + icon underneath your name. Click on Employee in the drop-down menu. 

 

 
 
 
Step 2: Complete only mandatory fields accented with an asterisk (*).  It is required to enter the Position Start 
Date.  Please leave “Direct Manager” section blank. 

➢ Employee # - Due to duplicate numbers in NeoGov, it is preferred that we use the employees’ effective 
date in front of the last 4 digits of the Person ID listed in the Contact Information on the application.  For 
example, 81320210000.   

➢ Email – Always verify email address with employee, sometimes a different one is preferred than what is 
used on the new hire’s applicant profile.  

➢ Click Choose Position.  Use one or more search fields to narrow down options. Select the applicable 
position by clicking on the Position Code.  If the position is not found or title needs to be updated, 
please contact HRMD Compensation Team 
 

 

mailto:HRMD_Compensation_Team@traviscountytx.gov
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Step 3:  After all required information has been entered, Click “Save.”   

 

 
 

➢ A confirmation status bar will appear across the top of the screen. 

 If the confirmation status bar does not appear, double check the new hire’s email address. 

Please reach out to HRMD Compensation Team for trouble shooting. The person may be a 
Travis County rehire or may have a NeoGov account elsewhere. 
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Step 4:  Click on Employees to display the Employee List. Select the applicable employee (use search fields as 

needed). 

 

 
 
 
 

 
Step 5: Click the icon, then click Assign Checklists in the drop-down menu, and select Assign Checklists. 
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Step 6: Check the box next to the applicable checklist (any additional forms such as parking permit, etc. can also 
be selected if needed), then click Assign. 

 

 
 

 

Step 7: Click OK to confirm the selected checklist or Cancel to reassign.  A confirmation bar will appear. 
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➢ Scroll down to view all checklist items now visible under Tasks. 

 

 
 

 
 

Step 8: Click Send Activation under Employee Details.   
 
 

 
 

 

➢ A confirmation status bar will appear across the top of the screen. 
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❖ Click Onboarding to view Checklist status for the individual. 
 

 
 

OR 
 

❖ Click NEOGOV, then My Dashboard to view your Onboard Progress Report for all new hires. 
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Step 8: Once New Employee has been added to NEOGOV, please make sure to add all pertinent information 
needed such as copy of application, SSC, I-9 documents, etc. under “Notes and Attachments.” Click on (+), then + 
Attachment to upload documents.  After New Hire has completed all essential forms, and all required 
documents have been submitted under “Notes and Attachments, a PAF can be submitted by department, and 
processing can take place.    
 

➢ Completing_Section_2_of_Form_I-9_in_NeoGov_Onboard.pdf (traviscountytx.gov) 
 

 
 

 

https://traviscentral.traviscountytx.gov/files/hr/docs/Completing_Section_2_of_Form_I-9_in_NeoGov_Onboard.pdf

