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WELCOME TO THE NEW DASHBOARD 2.0 AND THE UPDATED TS*ONBOARD 2.0!  PLEASE FEEL FREE TO CALL OUR 

SUPPORT LINE AT 877-824-0044 OR LOG A TICKET AT HTTP://TRAITSET.DESK.COM  FOR ANY 
ASSISTANCE. 

HOW DO JOB SEEKERS APPLY? 

TEXT-TO-APPLY 

 One of the easiest methods is to use our unique locations specific or zip finder keywords 
most in the form “JOBSXXXX” where XXXX is a number assigned to that specific location and 
text them to 411-669 as shown on the screens below: 

 

http://traitset.desk.com/
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In a few seconds, the next screen with the link appears: 

 

 

Click on the link and the job positions and descriptions for that location appear: 



 pg. 4 

 
 

Click on the “Apply” button and the application begins.  It takes 5-10 minutes to complete 
the application and questionnaire.  Two sample screens follow. 
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Once the application/questionnaire combo is completed, the job seeker now applicant will 
receive a brief “Thank you” email such as this: 
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ZIP FINDER 

The job-seeker can also apply via Indeed at indeed.com or at the Dayton Ohio BK TOMS King 
zip finder, www.bktomsking.com shown below: 

 

 

http://www.bktomsking.com/
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The job-seeker just enters their zip code and clicks on “Search” and they will be presented 
with the locations within 25 miles of the zip code in order or closest to the zip first to 
furthest away.  They can also click on “View Map” (see below) to see exactly where the store 
is located. 
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VIEWING AND HIRING APPLICANTS IN YOUR TRAITSET® DASHBOARD 

 

LOGGING IN AND FIRST VIEW 

Enter your TraitSet login URL (web address) in your browser: 

 

Enter your Username and Password here.  If you’ve forgotten your Password, use the 
Forgot Password option.  If you do not know either Username or Password, call our 877 
support line number shown above. 

The default screen that will appear is like below especially if you are a new customer: 
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SELECTING THE DATE RANGE - DATE SELECT 

 

 

By default, your Dashboard will open to the Date Select:  Today or the last 24 hours.  If 
you are not showing any records of completed Applicants, change the Date Range to 7 
Days, 30 Days, 60 Days, 90 Days, Year to Date, Last Year, Last Two Years, Last Three Years,   
All Time or use the Custom Date Range as shown below: 



 pg. 11 

 

TOURING THE DASHBOARD BUTTONS AND SUPPORT CENTER 

SUPPORT CENTER: 

 

This picture on the upper right corner of your Dashboard is to provide you with a quick and 
easy link to our Support Center at http://traitset.desk.com  

http://traitset.desk.com/
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On the right side under “Contact Us” are three ways to reach the TraitSet® Support Team: 

1. Post a Public Question – to any topic or add your own. 
2. Email Us – it will make a ticket on our support center help desk for my team to reply 

to. 
3. Phone Us at our support line, 877-824-0044 to speak to a member of our support 

team. 

THE BUTTONS ON THE DASHBOARD: 

 

 - The Main Dashboard button will return you to the main activity screen 
where all of your applicants are listed by date range under Date Select. 
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 - When you click on Incomplete Applications, you are taken to a list 
that is searchable of application/questionnaires that are not yet completed.  
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You can use Re-notify to email the applicant a link to finish up their application or use Delete 
to remove them from the queue especially if it is a duplicate. 

 - You can use this button to send a link for a job position to a referral or 
walk-in job applicant if they cannot use the text-to-apply keyword for your store.  It opens 
to the following screen: 

 

 - Clicking on this button will take you to your store home page in TS*Onboard.  
You would use View Current Employees to see the status of your current new hires. 
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 DO NOT USE “Add New Employee” TO ONBOARD A NEW HIRE!  Always go through the Send 
Onboard Email link in the Onboard column.  Click “View Current Employees” to see a list of 
hired and in process employees: 

 

 

In the above list of Current Employees those with  in the far left column and highlighted 
in the dull yellow are new hires who have not yet activated (logged in) their TS*Onboard 
account.  They may need help finding the onboarding email that may go to a Junk/SPAM 
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folder in their email.  You may need to use the blue “Regenerate Password” button to 
resend the email.  You can also use the red “Edit” button to change their email but be sure 
to use the Update at the bottom of the screen after you change their email address.  Click on 
“More Options” below the Password fields to see the “Resend Account Activation Email” 
button. 

 

 

 - This button may or may not be available depending upon your company 
organization.  The owner or upper management may not want the individual locations to be 
able to turn off/on the various positions being advertised on Indeed, Text-to-Apply or other 
social media. 
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The light green button “View Positions” allows you to see the web page as an applicant 
might with the jobs for your store listed and their Job Descriptions.  Feel free to let the 
TraitSet® Support team know if anything is incorrect or needs changing. 

You will note that ALL screens have the main buttons with the GREEN Main Dashboard 
button to get back to your main screen. 

 - Use this button to LOGOUT of your Dashboard if you are going to be away from 
your desk/office for any length of time.  Our Logout prevents anyone not knowing your 
password from getting into the Dashboard and viewing personal information. 
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THE OTHER SEARCH AND FILTER OPTIONS 

 

SEARCH BY ANY FIELD: 

Use this field to do a dynamic search on ANY column in the table of Applicants.  You can see 
below where the manager just started to type “thor” in the Search by Any Field and 
immediately, only the “tho” applicants (those with “tho” in their names, job positions, etc.), 
were filtered. 
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POSITIONS: 

Use the Positions drop down to filter to view ONLY the job position you want to look at or go 
back to “All” to view all positions.  
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HIRING STATUS: 

 

Use this drop down field to filter Applicants by Hiring Status.  All Applicants having just 
completed the application/questionnaire are in “Screening Pool” status, which is listed just 
under the Position they applied for in the Position column.  Here are the possible Hiring 
Statuses: 
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RATING: 

 

Use this drop down field to sort Applicants by their GYR rating: 

Green – Interview; Yellow – Consider; Red – Decline 

VIEWING/CONTACTING/INTERVIEWING/HIRING  

 

For our purposes, we will use TEST Notify as our possible applicant to new hire since he was 
a “green – interview” from his Work Ethic/Integrity assessment. Directly under “Notify, 
TEST” in the Applicant column are two links.  The first link is to the “Details” page, top half 
shown below: 
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At the top of the page across from Applicant Details title is the “Print Applicant Page” 
button, which makes it easy for you to print out all of the contact information. 

 

If you view this page on a cell phone, the above 3 buttons will all work.  From a computer, 
you CAN use the “Send Email” button. 

 

The “Change Position” drop down allows you to switch them to a different job position than 
the one they applied for.  Select from the drop down and click the icon to the right to 
update. 

 

The “Change Status” is to change their Hiring Status.  Again, select from the drop down and 
click the icon to the right of the box to update. 
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 The “View Application” button is the same as the link under the 
Applicant’s name.  It will open up a separate window in your browser where you can view 
the person’s application and assessment reports. 
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The “Send Additional Questionnaires [View Questionnaire Key]” allows you to send the 
applicant an additional questionnaire/assessment if needed for the job position.  You select 
from the drop down (Use the Questionnaire Key link to view what the abbreviations mean.) 
and click on “Go.”  A screen will appear already completed for you.  You can just edit the 
body of the message as you want. 

 

From the “ADD NEW NOTE,”  you can enter notes on calls, texts or interviews as well as 
hiring decisions.  ONLY those with logins to the Dashboard for your location can view those 
Notes. 
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From the “View Application” link, you can view the completed 
application and questionnaire as show also on the Details screen.  You will also receive an 
email when a job seeker has completed his/her application and questionnaire.  The email 
will have a link to this same report. 

HIRING 

 

Now you are ready to hire!  Go to the Onboard column in line with the Applicant’s name and 
click on “Send Onboard Email. ” 
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The following pop-up will appear: 

 

If your new hire will be using a smartphone, we suggest that you type in an easy 7 character 
password such as “burger3” or “steak22”.  Passwords as noted above must have at least 1 
number and 1 letter.  They do not need special characters or a mix of upper and lowercase 
letters. 

Once you add the password (if you do), click on the Send Onboard Email button.  This will 
send out the email to your new hire.  Let your new hire know that they will be getting an 
email with their sign in information from support@tsonboard.com.  Make sure they know to 
check their Junk/SPAM email folders. 

You will see the message below and can now close the pop-up. 

 

 

 

 

mailto:support@tsonboard.com
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The New Hire/Applicant’s status in the Onboard column will now show as “Awaiting 
Applicant”. 

NEW HIRE 

The New Hire will receive an email much like that below: 

Hello Daisy Duck,  
 
This is an automatic message sent by Store #1 – ABC Compay to notify you that an account has been created for you on the 
TS*Onboard web site. With TS*Onboard, you can complete the HR paperwork for your employer, including all required forms, 
benefits forms and status changes. You must activate your TS*Onboard account before logging in for the first time. Please follow 
these instructions to activate your account: 
 
Begin by clicking on the link below and follow the instructions to activate your account (if the link is not highlighted, copy the ENTIRE 
link into your web browser address bar). 
 
1) Your username is: dduck071318 
 
2) Your temporary password is: 0PNm7dMU 
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3) Click on the link below to activate your account. You will be asked for the password listed above. We recommend you copy and 
paste the password into the website to keep the confusion between letters and numbers to a minimum. Please make sure not to 
copy any spaces on either side of the password. 
https://www.tsonboard.com/content/account/account_validate.cfm?un=dduck071318 
 
Sincerely, 
TS*Onboard Administration 
https://www.tsonboard.com/user/dduck071318  
 
 
If you have any questions about activating your account, please contact ABC Store #1 or visit 
https://www.tsonboard.com/content/support/ to request technical assistance. 
 
This is an auto-generated system message. Please do not reply to this message. Messages received through this address are not processed. 
If you have any questions regarding your account, please visit https://www.tsonboard.com/content/support/ to request technical assistance  

Once the New Hire has completed and signed all forms, they will see a screen similar to this: 

 

 

STORE MANAGER HIRING PROCESS 

While the New Hire is working on their paperwork, clicking on the “Onboard in Process” link 
in the Dashboard in line with their name will show the following data: 

 

 

https://www.tsonboard.com/content/account/account_validate.cfm?un=dduck071318
https://www.tsonboard.com/user/dduck071318
https://www.tsonboard.com/content/support/
https://www.tsonboard.com/content/support/
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 You can also click on View Employee Folder to view their exact progress or to go in and 
approve their forms: 

 

 You can select an Action item from the drop down or scroll down to View/Manage 
(Approve) their forms. 
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 Click on “Manage” to view, approve, shred or email each form. 

 

If you have E-Verify, Background Checks or Integrated Payroll, those icons will appear on 
the RIGHT below the list of forms.  Uploading files is now on the LEFT just below the list 
of forms. 

 

MANAGING AND APPROVING FORMS 

 When you click on the “Manage” button to the far right of a form, the following screen 
will appear.  Scroll down to see all of your options. 
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When all forms are approved and you completed any Payroll Transfer, Background Check 
and E-Verify, your Employee Folder will look like this: 
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E-VERIFY 

The completeness and accuracy of the I-9 are essential to the E-verify process that your 
company requires. 

COMPLETING APPROVAL OF I-9 AND BEGINNING E-VERIFY: 

It is very important that this process take place immediately following the approval of the I-
9.  After entering either an “A” document or a “B” and “C” documents and other important 
information such as first day of paid employment and signing on the box for electronic 
signature, you will click the “Save Information” button on the lower right.  The below screen 
will appears: 

 

You should immediately click on the above button to begin the E-Verify process.  

The next screen to appear is the following: 
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You will note the blue “Begin E-Verify Process” button and also the PDF of the I-9 form you 
just approved alongside the E-Verify screens.  As you go through the process you also have a 
scroll bar down the right side of the I-9 to be able to page through to the Employer’s Section 
when you need to view that info as you will see in the following screens. 

Click “Begin E-Verify Process.” 

 

Check that you have all the information displayed by E-Verify above correct and click the 
blue “Continue” button. 
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Note that you always have the blue “Back” button at the top left of the screen and a “Close 
X” in the very upper right corner of the E-Verify box. 

Confirm that the correct citizenship status is showing from E-Verify by viewing the first part 
of the I-9 opposite. 

Click the “Continue” button. 

 

The E-Verify side will now show the above so scroll the I-9 down to confirm and then click 
“Continue” again. 
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You now need to choose which “B” document is showing on the I-9 including the Issuing 
Authority and type as shown above and in the below two screen prints: 

 

 

Under “List C Documents” on the E-Verify screen the box is outlined in RED meaning it needs 
input.  Choose the correct “C” document from the drop down to match the I-9. 
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Once you have done that the Continue button will no longer be grayed out and you can 
proceed with the E-Verify: 
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This is the last screen before you submit the information to E-Verify by once again clicking 
the “Continue” button. 

Most likely you will get back information within a minute or less that your new hire has 
been authorized to work and a Case number.  

IF YOU GET ANY OTHER MESSAGE, DO NOT CLOSE THE CASE, CONTACT YOUR HR OR 
TRAITSET SUPPORT. 

You then need to use the “Close Case” button and as the reason choose “The employee 
continues to work after receiving an authorized status.”   

Once you do that, you can use the “X” in the upper right corner of the box to close it. 

At the bottom of your screen, you should see an E-Verify box as shown below.  The Green 
denotes that the new hire has been authorized. 
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NOTE! If you see any other color but green, like a yellow/gold or red, you may contact the 
TraitSet Support Center at 877-824-0044 or contact your designated corporate HR person for 
assistance. 
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