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|. INTRODUCTION

1.Purpose
This document will provide the guideline for client user how you could use the portal for features:

Account Access

My Account Management

Homepage
Chatbot

Task

Legal FAQs
Resources

Law Comparison
Product Support

2.Assumptions and Constraints

Assumption

N/A

Constraints

N/A

ILWORKFLOWS
1.Login

Login

1.

2.

Access URL https://member.virgilhr.com/

Provide the

Username

HR Compliance
Made Simple.

VirgilHR is an easy-to-use interactive technology that lets you ask
your important HR compliance questions in real time.

a

NI

GI:’S
a
-

Determine legal requirements for your day-to-day HR
tasks with our Chatbot

Quickly and affordably create a compliant Employee
Handbook for your organization

Easily compare laws in different jurisdictions with a side-
by-side state comparison chart

Get guidance on any HR topic area from an expert.

Stay compliant with a comprehensive federal & state
library, notifications about legal changes, FAQs, and policy
& form templates.

1 am loving the system so far! | have used the chatbot a few
times for a termination and leave request that | was.
handling for a client and the time | was able to save was >
priceless!

Branden Nelson — Chief HR, BN THE HR GUY

and

@ virgil

duong.testprod.1@yopmail.com

@

® Forgot password

&. Create an account

Password.


https://member.virgilhr.com/

Note: Password must follow the rule to have at least 8 characters including at least 1 special
character, 1 uppercase letter, 1 lowercase letter and 1 numeric.
3. Click "Sign In” button to access the portal

HR Compliance
Made Simple.

VirgilHR is an easy-to-use interactive technology that lets you ask
your important HR compliance questions in real time. *

virgil
Determine legal requirements for your day-to-day HR 3 HR
tasks with our Chatbot.

Quickly and affordably create a compliant Employee duong.testprod1@yopmail.com
Handbook for your organization.

eessnnncen fod

> GEETIND

@ Forgot password

Easily compare laws in different jurisdictions with a side-
by-side state comparison chart.

Get guidance on any HR topic area from an expert.

Stay compliant with a comprehensive federal & state
library, notifications about legal changes, FAQs, and policy
& form templates.

8. Create an account

| am loving the system so far! | have used the chatbot a few
times for a termination and leave request that | was
< handling for a client and the time | was able to save was >
priceless!

Branden Nelson — Chief HR, BN THE HR GUY

.
.
Click here or press CTRL + K + Talk to Virgil 5
ome -3
Q Bigln Compliance Calendar
& Thi th © Al states and National v
@ 22 3members @ 6of 6chat(s)used (@ from 04/22/2024 e mont states andationa
= B
°ar' Here's how to make the most of VirgilHR Don't show this again < May 10, 2024
® Progress Only Alabama
© Alabama
o=
°=
View Task(s)
test1 £
5] test1 Only NY
© New York
o} 1 Contact an Expert o :
. View Task(s)
ﬂa},_el lirenca/ Manth =
@
May 1,2024
& ®) Recent Actions Chats  LegalFAQs  Resources  Handbooks test UAT
® National, Alabama, Colorado, South Dakot
il & a #00006 View Task(s)
G Leave + Leave
2 You
sz}
Z a #00005 £ Latest News Seeg

()

re not 3 law i S DTS for an ation
Terms of Use and Privacy Policy . |

1 its features is g d by our

r Terms and Conditions

Forgot password
1. Access URL https://member.virgilhr.com/



https://member.virgilhr.com/

2. Click “Forgot password” button to go to Forgot password page

HR Compliance
Made Simple.

VirgilHR is an easy-to-use interactive technology that lets you ask
your important HR compliance questions in real time. ’

{,— Determine legal requirements for your day-to-day HR
B

Quickly and affordably create a compliant Employee Emall
Handbook for your organization.

virgil_

Password @

Easily compare laws in different jurisdictions with a side-
by-side state comparison chart,

Get guidance on any HR topic area from an expert.

@ Forgot password

Stay compliant with a comprehensive federal & state

library, notifications about legal changes, FAQs, and policy
& form templates.

&. Create an account

1am loving the system so farl | have used the chatbot a few
times for a termination and leave request that | was
< handling for a client and the time | was able to save was >
priceless!
Branden Nelson — Chief HR, BN THE HR GUY

3. Input email address to get a Reset Password email

® virgil
HR
Forgot password

Emer registered email below to continue

dueng.testprod.1@yopmail.com

€ Backto log in

re nota law
Terms of Use =

te and its features is governed by our
ied by our Terms and Conditions.

b
nd Privacy Policy . Use of ou



4. Click “Reset Password” button in the email to go to Reset password page

VirgilHR - Reset Password inbox «

bounces yopmail.coms

VirgilHR (Forward YOPmail) <no-reply_virgithr.c

to duongtestprod.l «

DearD P,

A password change has been requested for your account
duong.testprod.1@yopmail.com

Please click on the following button to create a new passweord
within the next 1hour:

> ST

Don't recognize this email?
It's likely that someone has unintentionally entered your email

instead of their own. In this case, please ignore this email and do
not click on the button above

*Note: This is an auto-generated email. Please do not reply to this

2P0

1 minute ago)



5. Input new password to complete reset password and access to the portal

®virgil

Reset Password

Enter your new password

[ ......... | @J

website and its features is governed by our
= govemed by cur Terms and Conditions.

We are not a law firm, or 2 substitute for an attorney or a law
Terms of Use and Privacy Palicy . Use of aur products

R virgil.

Completed safely!

It's good to have you back safe and secure!

Go to Dashboard =

site and its festures is governed by our
\2d by our Terms and Conditions.

We are not & law firm, or 2 substitute for 2n attormey or a la
Tarms of Usa and Privacy Policy - Uza of our products

Create an account
1. Access URL https://member.virgilhr.com/



https://member.virgilhr.com/

2. Click “Create an account button” to go to Registration page

HR Compliance
Made Simple.

VirgilHR is an easy-to-use interactive technology that lets you ask
your important HR compliance questions in real time. ’

Determine legal requirements for your day-to-day HR
tasks with our Chatbot.

Quickly and affordably create a compliant Employee
Handbook for your organization.

Password @

® Forgot password

Easily compare laws in different jurisdictions with a side-
by-side state comparison chart.

Get guidance on any HR topic area from an expert.

Stay compliant with a comprehensive federal & state
library, notifications about legal changes, FAQs, and policy
& form templates.

1am loving the system so far! | have used the chatbot a few
times for a termination and leave request that | was
< handiing for a client and the time | was able to save was >
priceless!
Branden Nelson — Chief HR, BN THE HR GUY

3. After filling all required fields to create an account, click the button Sign Up

HR Compliance
Made Simple.

VirgilHR is an Y interactive that lets you ask
your important HR compliance questions in real time.

¥ virgil
Determine legal requirements for your day-to-day HR gHR
tasks with our Chatbot.
Let's get started
Quickly and affordably create a compliant Employee
Handboak for your organization. 5 -

Easily compare laws in different jurisdictions with a side-

by-side state comparison chart L e 2l

.......... @
Get guidance on any HR topic area from an expert.

Stay compliant with a comprehensive federal & state Create Account Now =

library, notifications about legal changes, FAQs, and pelicy
& form templates Already have an account? Sign In

Iam loving the system so far! | have used the chatbot a few
times for a termination and leave request that | was
< handling for a client and the time | was able to save was >
priceless!

Branden Nelson — Chief HR, BN THE HR GUY



HR Compliance

Made Simple.
F S

. .
VirgilHR is an easy-to-use interactive technology that lets you ask i VI rgll
your important HR compliance questions in real time. HR

. More information
Determine legal requirements for your day-to-day HR

tasks with our Chatbot (E v (847) 384-798

Quickly and affordably create a compliant Employee
Handbook for your organization. BA

Easily compare laws in different jurisdictions with a side- Bigln
by-side state comparison chart.

( 1-99 members

%)

Get guidance on any HR topic area from an expert

and Conditions and Privacy Policy
Stay compliant with a comprehensive federal & state

AP 20

€ Back

This application is an excellent op-shop tool for any
< multi-state employers. >

Deborah M — Senior Benefits Specialist, Southpoint Consulting

HR Compliance

Made Simple.
-

VirgilHR is an easy-to-use interactive technology that lets you ask Vi rgll
your important HR compliance questions in real time. HR

Create account
Determine legal requirements for your day-to-day HR

tasks with our Chatbot.

i'i Quickly and affordably create a compliant Employee
Handbook for your organization.

Easily compare laws in different jurisdictions with a side-
by-side state comparison chart

confirm: il has b
Get guidance on any HR topic area from an expert A Comm¥Imation s fiss bearsent o,
duong testprod.2@yopmail.com.
If you do not see the emailin a few minctes
Stay compliant with a comprehensive federal & state please check your “junk mail” folder or “spam
library, notifications about legal changes, FAQs, and policy folder
& form templates.

a
-l

& Backtologin

This application is an excellent one-stop-shop tool for any
< muti-state employers. >

Deborah M— Senior Benefits Specialist, Southpoint Consulting

4. Confirm the email to access the subscription plan selection page

STBAM (0 minutes ago)

‘ . .
G wrglJR

DearDP,

You have created a new account on the VirgilHR portal with this
email address duong.testprod.2@yopmal

Please help us to verify your ownership of this email by clicking the
on the fallowing butten within the next 24 hours:

Don't recognize this email?

It's likely that someane has unintenticnally entered your email
instead of their own. In this case, please kindly ignore this email
and do nat click on the button above.

*Note: This is an auto-generated emall. Please do not reply ta this
email.

By clicking "Sign Up", you agree to VirgilHR's Terms
'

library, notifications about legal changes, FAQs, and policy
& form templates.

T “




® virgil,

Congratulations! Now select the most suitable plan for you

Note that by choosing a Subscription Plan, you are agreeing to our legal policies, including our Privacy Policy, our Terms &
Conditions, and Terms of Use, for the duration of your annual plan.
Please be advised that in order to ensure you have chosen an appropriate Subscription Plan, VirgilHR may periodically conduct
an audit to determine the number of employees in your organization.

Full Suite | [F) Handbook only

@ unlimited Licenses @ Unlimited Chatbot Chats @ Muiti-state Comparison Tool

What's included in all the plans

° Legal Updates ° Unlimited Handbooks ° Custom Branding On Legal Updates and
Resources - $100 Additional Cost

° Policy Templates, Job Descriptions, Employment Agreements, and more

How many employees are there in your company?

You can select a plan they want to start their journey with us.
a. After you select Buy now and process the payment successfully, you will be taken to the
Dashboard and shown a Welcome modal that includes your benefits and a way for you
to take a walkthrough tour to understand our system.

Welcome HuongT!

VirgilHR is your smart guide to employment
and labor law empowering your HR team to
make easy and compliant employment
decisions.

What's included in this plan

+ Unlimited Licenses
+~ Unlimited Chatbot Chats

+ Unlimited Contact a HR Expert

Start a quick tour

Skip the tour

b. After you select to redeem a promotion code with plan, you will be displayed the
redeem a promotion code modal to input the code to redeem. If you input a promo
code and redeem successfully, then you will be taken to the Dashboard and shown a
Welcome modal that includes your benefits and a way for you to take a walkthrough



Redeem a Promo Code

Promo Code

p
| NEQFIANP|
N

 Your promo code has been successfully verified!

1 days free trial of our Starter version 7
plan

+ One License
~ Chat with Virgil x per Month

~ Contact Virgil 1x per month

Cancel

Congratulations! Promo code
redeemed successfully

You now have 1 days to try out our Starter
version 7 plan

Welcome Huong!
You now have 1 days to try out our
version 7 plan. VirgilHR is your sm
[t ployment and labor law
your HR team to make easy and compli
ent decisions,

Starter version 7 Free TRIAL

v One License

Skip the tour




2.Dashboard

View Interactive Walkthrough
You can click to start a quick tour when you firstly log in to Portal or you can review and follow the
interactive walkthrough in the Home page

1.
2.
3.
4.
P

@

3

®

®

@

(2]

Access URL https://member.virgilhr.com/ and login to your account

Navigate to Home page and click the icon button Expand
Navigate to the feature you want to view the interactive walkthrough

Click on “Show me how”

Home
Bigin
° P Business 2 1/1members
from 11/10/2023

Click here or press CTRL + K

(3 15/70 available chat(s)

2k Here's how to make the most of VirgilHR

Progress

e Create Account

[ Create a handbook from scratch or upload one

o0 Compare laws

Don't show this again <

' Completed

B + Talk to Virgil fo V-

@ Compliance Calendar

) This month v @ Allstates v

Search for a legal update B
Nov 20,2023
QC and BA testing
© National
Add task
£ Latest News Seeall 3

Effective Date of Joint Employer
Rule Pushed Back P

Note: You can click Don’t show this again to hide the interactive walkthrough section from the Home
page. You can reopen by clicking on the like-roadmap icon on the top right of screen

-

(2]

Home
Bigin
Q P Business 2 1/1members
& from 11/10/2023

‘® Recent Actions

o

New chat

New chat
I+ Onboarding

22 You

New chat

b Onboarding

Search for a legal update
Access URL https://member.virgilhr.com/ and login to your account

1.

2.
3.
4

© 15/70 available chat(s)

Chats

Legal FAQs

Resources  Handbooks

#00014

#00013

#00012

Navigate to Home page

n + Talk to Virgil & O 3

@ Compliance Calendar

@ Thismonth +  © Allstates +

Search for a legal update

Nov 20, 2023

QC and BA testing

@ National

Add task

Seeall (2

£ Latest News
S~

Effective Date of Joint Employer
Rule Pushed Back

r— —

—

Then you type the keyword of legal update you want to search for

Click on icon “Search”


https://member.virgilhr.com/
https://member.virgilhr.com/

& e -1 -

Blgln B Compliance Calendar
@ P Business % 1/Tmembers © 15/70 available chat(s) Y et
& from 11/10/2023
) {(Baarct tora gt cpa | o)
Nov 20, 2023
.
‘® Recent Actions Chats  LegalFAQs  Resources  Handbooks QC and BA testing
U National
o=
New chat #00014 Add task

® 2
Q New chat #00013 £ Latest News Seeall (3

e Onboardin -

= of »
v
- &“"’f’ <
T
2 o~

o Newchat #00012 D

@ Qe Onboarding Effective Date of Joint Employer

Rule Pushed Back P

Filter for a legal update

1. Access URL https://member.virgilhr.com/ and login to your account

2. Navigate to Home page

3. The System allows user to quickly search for a legal update by timeline:
a. This month
b. Last month
c. Next month
d. Thisyear
e. Custom (If you select customer, then you should input the start date and the end date

to apply for legal update)

Effective within O Reset

© This month
O Last month
O Next month

O This year

© Custom

4. Click Apply to apply the filter to return the expected legal updates
5. If “Cancel” button is clicked, all changes will be reverted

6. The System allows users to quickly search for a legal update by location including National and
other states of US


https://member.virgilhr.com/

Filter by

7. Click Apply to apply the filter to return the expected legal updates
8. If “Cancel” button is clicked, all changes will be reverted

3.My Account Settings

Update States to receive News & Alerts
1. Access URL https://member.virgilhr.com/ and login to your account
2. Click icon Profile in the top right corner of screen
3. Navigate to general information section
4. Click “Select” to select states to receive News & Alerts

4p My Account o B e > O &

Account settings  Organization  Subscriptions & payment

—
. Sold

Huong Tran ® Edit
@ & 8aatBigh

(32) 324-424-254

g ©

<0
"

@

8 @

huong.tran@bigin.vn

@ Change password

Update general information
1. Access URL https://member.virgilhr.com/ and login to your account
2. Click icon Profile in the top right corner of screen
3. Navigate to general information section
4. Click Edit to open the edit modal



https://member.virgilhr.com/
https://member.virgilhr.com/

Edit Personal Information

First name

Huong

Job title

BA

Country

Select your country

O Restore

Date of birth
Choose your birthday
Company name
Bigin
State

Select your state

Phone number

R w 32324424254 Select your time zone -

Cancel @

5. Input the information you want to update
Note: You can click on Restore to revert information changes
6. Click “Save” to save the updates

Update password
1. Access URL https://member.virgilhr.com/ and login to your account
Click icon Profile in the top right corner of screen
Navigate to security information section
Click button “Change Password”
Enter the current password
Enter the new password
Click on Change Password

Nk wnN

Change password
Current password

New password

® Forgot password

Change password

Cancel

Turn on/off the system notification
1. Access URL https://member.virgilhr.com/ and login to your account
Click icon Profile in the top right corner of screen
Navigate to Notifications section
Look for the notification you want to update
Turn on/off the toggle to manage sent notifications from system

vk wnwN


https://member.virgilhr.com/
https://member.virgilhr.com/

’ My Account Click hete or press CTRL + K B a &

Account settings  Subscriptions & payment

(6] Notifications

(]

Team Invitation

Favorite Legal FAQs Update

<
m

Favorite Policy Update

Announcement

Discussion update

Chatbot update

[ 8 @ ®

Share feature

ELELEELE:

Team Update

8l

Deactivate Account
1. Access URL https://member.virgilhr.com/ and login to your account
Click icon Profile in the top right corner of screen
Navigate to section Security Information section
Click Deactivate account
Type “deactivate my account” and click Deactivate

vk W

Deactivate account

@ "o sure? You can use VirgilHR until
11/10/2024.

What's included:
Team Unlimited Manage

collaboration chats Organization

or change to free plan here

Confirm to deactivate account, type "deactivate
my account” below

=

Deactivate

4.Manage Organization

Update Organization Information
1. Access URL https://member.virgilhr.com/ and login to your account
2. Click icon Profile in the top right corner of screen
3. Click on tab Organization between tab Account Settings and tab Subscriptions & payment
4. Click on button “Edit Information”



https://member.virgilhr.com/
https://member.virgilhr.com/

Edit Information O Restore

Organization name

Bigin

Contact email
Contact number

*@F v Example: (340) 642-1234

Invoice Email

5. Input the information to the modal
6. Click Save

Invite Team Member
1. Access URL https://member.virgilhr.com/ and login to your account
Click icon Profile in the top right corner of screen
Click on tab Organization
Navigate to section “Manage your team”
Click on button “Invite More”

vk wnN

Invite member

@ Invite your team members by entering their basic information and clicking send invite.

Email First name Last name Phone number Job title

Enter email Enter first name Enter last name A%f v  Enter phone n Enter job title

+ Add more

Cancel m

6. Input the member information
7. Click “Send Invite”

Remove Team Member

Access URL https://member.virgilhr.com/ and login to your account
Click icon Profile in the top right corner of screen

Click on tab Organization

Navigate to section “Manage your team”

Look for the user you want to remove and click on icon “Remove”

vk wnN e
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My Account Click here o press CTRL + K n X Q0 &

Account settings Organization Subscriptions & payment

Manage your team
& 1of 1 licenses activated
[ Last active e Actions

licenses
ng.tran@bigin.vn 11 minutes ago Activated Owner /
100ng212212392@yopm... — » user v 8

“

Bigin
6. Click Confirm

Update Team Member Role
1. Access URL https://member.virgilhr.com/ and login to your account
2. Click icon Profile in the top right corner of screen
3. Click on tab Organization
4. Navigate to section “Manage your team”
5. Click on user roles list dropdown and select the role you want to update for user

My Account Click here or press CTRL + K “ O &

Account settings  Organization  Subscriptions & payment

Manage your team
# 10f 1 licenses activated
1 Last active Activated Actians
licenses

ng.tran@bigin.vn 1 minute ago Activated Owner
ngtest@yopmail.com — () user v+ 8
«

& Owner

& Admin

& User-Restricted

Activate/Deactivate Team Member
1. Access URL https://member.virgilhr.com/ and login to your account
Click icon Profile in the top right corner of screen
Click on tab Organization
Navigate to section “Manage your team” and column field Activated licenses
Turn on the toggle to activate the user account/turn off the toggle to deactivate the user
account

vk wnN
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My Account

Account settings  Organization  Subscriptions & payment

Manage your team

% 1of 1 licenses activated
| Last active

ng.tran@bigin.vn 1 minute ago

ngtest@yopmail.com —

fl

Bigin

Contact email Contact number

5.Subscription & Payment

Cancel Plan

Click here or press CTRL + K

Activated
licenses

Activated

»

+ Talk to Virgll e o BE

Actions

Owner

User = 3

&. Owner
& Admin

& User-Restricted

1. Access URL https://member.virgilhr.com/ and login to your account

Click on tab Subscription & payment
Navigate to the Payment Method section

o vk wnN

Click on “Cancel Plan”

Click icon Profile in the top right corner of screen

4Ap My Account Click here or press CTRL + K

Account settings  Organization  Subscriptions & payment

Subscription plan

Current Plan Valid From Valid Until
Business ® Nov 10, 2023 Nov 10, 2024 VL) G
Invoice Email Billing Amount Mext Payment Date
o= huong.tran@bigin.vn $0.00 Dec 10, 2023
& Change email Monthly
@ Extra chat(s) Extra queries
@ + Purchase Extra Chat + Purchase Extra Que..
o]

7. Click on “Cancel Subscription”

* vann 4242

VISA +++% ++++ +443 5556

Click three dots button on the top right corner of section

pEmD - - »

N

@ Cancel plan

Make Preferred [

+ Add payment method
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Cancel Subscription

Are you sure? You won't be able to converse
@ with VirgilHR and use the resources after
Dec 10, 2023.

If you weuld like to proceed with canceling your
subscription, please select “Cancel Subscription
below.

Would you mind letting us know why? (Optional)

Let us know what's on your mind

Cancel subscription

Add Payment Method

Access URL https://member.virgilhr.com/ and login to your account
Click icon Profile in the top right corner of screen

Click on tab Subscription & payment

Navigate to the Payment Method section

Click on button “Add payment method”

Input the required information and click Save

@ Bigin (restaione

oA wWN R

GPay

Email hucng ran@biginyn
Luu théng tin the
Thang tin thé

@
Tén chd thé
hi thanh toin
Singapare v

Note: You can make the payment method preferred by clicking on button “Make Preferred”. Then, click
on button “Change Card”
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Change card preferred

Are you sure you want to change your
payment method from *
10 #¥e¥ Seee voee 55567

Close

Remove Payment Method

Click icon Profile in the top right corner of screen
Click on tab Subscription & payment
Navigate to the Payment Method section

AW

5. Click on the “Trash” icon next to the button “Make Preferred” of card

My Account Click here or press CTRL + K

Account settings  Organization  Subscriptions & payment

Subscription plan

rent Plan Valid From L

Wil Cha EEEE AEEE AREE
Business @ Nov 10, 2023 Nov 10, 2024 ) 5556

nvoice Email
huong.tran@bigin.vn

Amount Next Payment Dat

$0.00 Dec 10, 2023 VISA »=vr veve sxar 0242

© Change email Monthly

Extra chat{s)

+ Purchase Extra Chat + Purchase Extra Que.

Purchase Extra Chat

+ Add payment method

Access URL https://member.virgilhr.com/ and login to your account

pEID - o

Make Preferred [

;

1. Access URL https://member.virgilhr.com/ and login to your account

Click icon Profile in the top right corner of screen
Click on tab Subscription & payment

Navigate to Subscription plan section

Click button “Purchase Extra Chat”

vk wn

o
an
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Do

My Account Click here or press CTRL + K B &% 0

Account settings  Organization  Subscriptions & payment

Subscription plan

Current Plai Valid Fron Valid Unt .v‘, sk¥s shEE F¥EF 5556
Business @ Nov 10, 2023 Nov 10, 2024
Invoice Ema Billing Amount Next Payment Date B
huong.tran@biginvn  $0.00 Dec 10, 2023 VISA wveesresvess 4242 Make Preferred [
© Change email Monthly
Extra chat(s) Extra queries + Add payment method
+ Purchase Extra Chat + Purchase Extra Que...

6. Input the number of expected chat(s) and review the payment information
7. Click on button “Purchase extra chats”

Purchase extra chats

Continue empowering your HR team to make easy
and compliant employment decisions

Expected chat(s)

1

Payment details

Expected chat(s) 1

Price $29.00

Total $29.00

To be charged immediately + Sales tax

Purchase extra chats

Cancel

8. Review payment information and click on button “Pay”

’r Bigin TEST MODE Thanh toan bang thé

Thanh toan cho Bigin Email hueng.tran@bigin.vn

30,86 US$

Extra Chats 29,00 USS
Téng phy 29,00 USS Thanh toan a
Téng tign dén han 30,86 US$

9. You will view a successful modal displayed to inform your payment



Your purchase was successful!

Thank you for your payment! Your team can start
additional chats with VirgilHR

Purchase Extra Queries
1. Access URL https://member.virgilhr.com/ and login to your account
2. Click icon Profile in the top right corner of screen
3. Click on tab Subscription & payment
4. Navigate to Subscription plan section
5. Click button “Purchase Extra Queries”

My Account Click here of press CTRL + K B % A &

Account settings Organization Subscriptions & payment

Subscription plan

Current Pla Valid Fr Valid Unt

VI s+3x sxxs 2355 G555

Business @ Nov 10, 2023 Nov 10, 2024
Invoice Em: Billing Amount Next Payment Date -
huong.tran@bigin.vn $0.00 Dec 10, 2023 VISA wesssvessenr 4242 Make Preferred o}
© Change email Monthly
Extra chat(s) Extra querie + Add payment method
+ Purchase Extra Chat + Purchase Extra Que...

6. Input the number of expected chat(s) and review the payment information
7. Click on button “Proceed Payment”
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Purchase Extra chats

Sed ut perspiciatis unde omnis iste natus error sit voluptatem accusantium
doloremque laudantium, totam rem aperiam.

Bundle Custom

5 Chats 10 Chats 15 Chats

Payment details

&

Extra chat(s)

$29.00

Price

Total $ 14500

+ Sales tax

Cancel Proceed Payment

4

To be charged immediately

8. Review payment information and click on button “Pay’

*, Bigin | TEST MODE Thanh toan bang the
Thanh toan cho Bigin Email huong.tran@bigin.vn
30,86 US$ Thanhtoin wsa e 5556 .

Contact Expert Query 29,00 USS

Thanh todn a
29,00 USS

Téng phy

Téng tién dén han 30,86 US$

p bdi stripe



9. You will view a successful modal displayed to inform your payment

Your purchase for 1 extra query
was successful

Thank you for your payment,
Enjoy your journey with VirgilHR.

Transfer Ownership
1. Access URL https://member.virgilhr.com/ and login to your account
Click icon Profile in the top right corner of screen

3. Click on tab Subscription & payment
4. Navigate to the section Manage your team
5. Click on the Role dropdown from the Actions column and select “Owner”

L
My Account Click here or press CTRL + K B + Talk to Virgil NN

)

Account settings  Custom Branding  Organization Subscriptions & payment

Manage your team
G & 2 licenses activated
Last active l;izlei:‘as‘:: Actions
o= iconsultant@yop... about 9 hours ago Activated Owner
0212@yopmail.com 3 months ago i user v &
) y
& Owner
& Admin
3 & Supervisor
RA
br g We are not a law firr r a substitute for an attorney or a law firm. Use of our website and its feature rned by ou
Terms of Use and Privacy Policy . Use of our products and services is governed by our Terms and Conditions

6. Enter your current password and click Confirm
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Confirmation

Are you sure you want to transfer your organization
ownership to Huong Tran0212? This action will
change the primary account holder and billing

information for your subscription.

® Current password ®

Cancel

You will be logged out and displayed the screen:

Account deactivated

Your account has been deactivated. You can
contact your team's admin/owner to get it
reactivated

Back to log in

We are not a law firm, or a substitute for an attorney or a law firm. Use of our website and its features is governed by our
Terms of Use and Privacy Policy . Use of our products and services is governed by our Terms and Conditions.

Purchase Custom Branding
1. Access URL https://member.virgilhr.com/ and login to your account
2. Click icon Profile in the top right corner of screen
3. Click on tab Custom Branding and click on “Start Customizing”
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@ 8 @

2

18

)

o=
v

L
My Accou nt Click here or press CTRL + K n + Talk to Virgil 0 &

Account settings  Custom Branding  Organization  Subscriptions & payment

@ This is how the Weekly Legal Update
emails look today. Change the logo &
the color to see how the look will
change.

Well hello, Heading

Body paragraph

Hi There, You can now use your own branding in the legal update emails &
downloaded resources. Try out the feature now!

Start Customizing =

We are not a law firm, or a substitute for an attorney or a law firm. Use of our website and its features is governed by our .
Terms of Use and Privacy Policy . Use of our products and services is governed by our Terms and Conditions.

Upload the logo, add content and pick background color for your organization legal updates
header/footer and click “Proceed”

L
My Account Click here or press CTRL + K B + Talk to Virgil o, aoo

Account settings Custom Branding Organization Subscriptions & payment

[2) Draft Saved at 10/01/2024 - 11:03

Header <5
Logo Background color
° @ This is how the Weekly Legal Update
emails look today. Change the logo &
the color to see how the look will
change.
Content
Heading
B I Us W™ === =®E AL
Body paragraph
Type here for the header...
@ Press 'Proceed' to confirm your changes! @ Save as draft

We are not a law firm, or a substitute for an attorney or a law firm. Use of our website and its features is governed by our
Terms of Use and Privacy Policy . Use of our products and services is governed by our Terms and Conditions.

Review the feature pricing and click on button “Purchase Custom Branding”



Custom Branding On Legal
Resources

Pay $100.00/year to use your own branding on legal
notifications & resources. Do you want to continue?

Purchase Custom Branding

Close

6. Review payment information and click on button “Subscribe”
7. You will be redirected to Member portal and displayed successful modal displayed to inform
your payment. Now you can adjust unlimitedly your custom branding during the subscription.

Your Custom Branding
purchase was successful

Thank you for your payment.
Enjoy your journey with VirgilHR.

Close

6.Chatbot

Search for Chatbot
1. Access URL https://member.virgilhr.com/ and login to your account
2. Click on tab Chatbot in the navigation on the left of screen
3. Click icon button “Search”
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Chatbot Click here or press CTRL + K . L O &

My  Team Q New chat © Add label @ o & Details  Discussions

4 » Onboarding

. . Notes
Lol T= | Hello Huong Tran, let's begin our journey

+ Talk to How would you like Lo title this chat (e.g., MA Paternity Leave,

DC Termination)?

.
New  ooma b
o chat
a-
Onboarding + Back..
& You
i L= #00013
Creats e
A
Onboarding
12 You

Legal FAQs

4. You can select the chat status to quickly search for the chat

Chatbot Click here or press CTRL + K ' + Talk to Virgh p 13 o &

All Select a chat Details Discussions

o Completed  Closed
Gt e o © »Select a chat

D o

chats

0 result(s) ® Al

No chats found. Let's start a new
No chats found. Let's start a new chat i

No result matched

5. Typein the “keyword” to find the matched chat names
Chatbot Click here or press CTRL + K

... S

Test
o 3 i
Al Open  Completed  Closed N X © Add label @ & i Details  Discussions
chats & * Onboarding

I 19 110 UL LEST LU UISUE YIS S1IpIuYees o

independent contractors. Different government agencies and Notes

Geneel many states consider different sets of factors depending on the
context in which a worker is being classified.
1 result(s) ® Al In which of the following contexts are you classifying this
worker?
o Test #00001 '
& Onboarding + Worke.. Wage and hour (i.e., overtime and minimum wage)

28 You

General worker status

No more Tax withholdings

Workers' compensation

Unemployment benefits Legal FAQs

Discrimination laws,

Talk to VirgilHR

Access URL https://member.virgilhr.com/ and login to your account
Click on tab Chatbot in the navigation on the left of screen

Click button “Talk to Virgil”

Select scenario you want to chat
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Chatbot Click here of press CTRL + K

+ Talk to Virgil 13 o &

My  Team Q New chat © Add label @ & i Details  Discussions
@ * Unidentified chat

\/
15/71 available chat(s) .. @ All vl rg' I
HR

+ Talk to

Hello Huong Tran, | am here to assist you with

® New chat # sz End-To-End Onboarding
Unidentified chat
Background Checks B
L)
New EEO/Reasonable Accommodations
h #00014 N
‘% chat Employee Agresments o chats found. Let's start a new
Onboarding + Back. chat.
2 You Employee Classification
-8 & E-Verify
L)
New .
#00013 In-Role - Breaks, Overtime, and Payroll Frequency
2 chat
+
Onboarding b=

[PV

Mandatory Training

5. Start by typing the name you want to title the chat

Chatbot Click here or press CTRL + K & 4O &
My  Team Q New chat © Add label @ S 3 Details  Discussions
& * Onboarding
<
16/71available chat(s) .. @ All . . Notes
Hello Huong Tran, let's begin our journey.
+ Talk to Vi How would you like to title this chat (e.g., MA Paternity Leave,
DC Termination)?
L)
New
#00015
o chat
as
Onboarding + Back...
2 You
.

New

a+
Onboarding + Back...
2 You
Legal FAQs
O New
#00013 -
~  rhat [Fnter the chat title .
- N
6. Continue to answer questions asked by chatbot
Chatbot Click here or press CTRL + K ' X 0 &
My  Team Q Test © Add label @ S i Detalls  Discussions
¢ & *® Onboarding
16/71available chat(s) .. @ All How would you like to title this chat (e.g., MA Paternity Leave, Notes

DC Termination)?

+ Talk to Virgil @

.
° Test #00015 Where does this employee work?
I+  Onbearding + Back...
22 You
Alabama
.
New
hat 00014 Pls ke
& o
Onboarding « Back. Arizona
2 You
Arkansas
. New California Legal FAQs
hat #00013
o © ‘a . Colorado

Talk With Onboarding Workflow
1. Access URL https://member.virgilhr.com/ and login to your account
2. Click on tab Chatbot in the navigation on the left of screen
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3. Click button “Talk to Virgil”
4. Click on the chatbot workflow named “End-To End Onboarding Compliance" to go through all
steps relating to Employee Onboarding

4 Chatbot Clek here or press CTRL + K 4+ Taitovirgt JENNeRE S

W ETs Q New chat

o p: ® * Unidentified chat

/1 i i
Toat 0 chats virgil
) ® Al gHR

Talk to Virgil
8

.
G 1) New chat # W End-To-End Onboarding Compliance |

Add label : Details  Discussions
onsuoe () & i

Unidentified chat

8 Background Checks ED

No more EEO/Reasonable Accommodations
Q Employee Agreements No chats found. Let's start a new chat
Employee Classification
In-Role - Breaks, Overtime, and Payroll Frequency
m Leave

Mandatory Training

New Hire Documentation
G 0 . u overned b
Terms of Use and Privacy Policy f our g e y our Terms and Conditions.

5. After selecting, you will start the workflow with available steps. You are able to answer or skip
answering to the question

- Chatbot Chek hava ox praes CTRL & & PE—— g
W T Q BA [y YR o [
2 + Onbaarding
@ <
. . 1 2 ) 0 Hates
ot 3 chats s
=] o Mandatary Training
+ Talk to Virgll ™
-3 e L #a0003 cluding equal
& andidates.
Let's bagin our jouey with EEO laws, which probibit discriminating against applicants on the basis of
e | ® #00002 certain protected categories.
@ & Grioarding « Hew Hire Documentatian &
. ation in Employment Act [ADEA), which prohibits unlawfu
& e 40 and aider.
1 o000
G . . Does this employs for a peivat emplayar with 20 or more o Legal FAQS
] in sach of 20 or waks in the currant ar pr art
Click hers. I 2 here -
il B
Pinned messages
=]

6. After going through all steps, you will be shown the button "Mark as Complete" to mark the
onboarding chatbot flow as completed



4p.  Chatbot Clek b o press CTHL + K a

BA

My Team Q oamnea @ 5 1 Detais  Discussians
2 + Onboarding
[+ <
o -] (] o o Notes
(=] Wirkes Authotzation Mandatory Tining
@ job rotation {10 the axtant practicablel, which will fer employeas naw perspeatives on how tha
. company oparates and may help tha smployss becoma mare praficient in their prasent jos.
o BA 400003
e We've made It to the end of our joumey. Casefully consider your decision, taking into account any
policies or practices your srganization may have.
., 00002 To v forward with this fourney, It m guide you hrough the Staps that mary ampiayers chaose
1o take
& You Mandatory Training - Alabams - Fins| Guid
@ Mandatory Trsining - Alabma - Supplerm nce @
1 #00001
® B o tone Pisase taka 3 moment a rate our product Legal FAGs.
A and give us fesdback,
2 here 3
l Mo more.
& here 3
Vouean ime
& protected classes >
(=] + Back & Clark-Figures Equal Pay Act
” y Pakey Te .

Add chat label
1. Access URL https://member.virgilhr.com/ and login to your account
2. Click on tab Chatbot in the navigation on the left of screen
3. Click on the chat you want to add chat label

Chatbot Click here or press CTRL + K % A &

ny Q Test © Add label @ & i Details  Discussions
4 * Onboarding

16/71 available chat(s) ® Al How would you like to title this chat (e.g., MA Paternity Leave, Notes
DC Termination)?

+ Talk to Vi @

.
o Test #00015 Where does this employee work? |
I+ Onboarding + Back.
22 You
= New
chat #00014 Alacka
s
Onboarding + Back.. Arizona
2 You
Arkansas
N o cottoria Legal FAQs
hat #00013
& Colorado

P
4. Click on button “Add label” on the top right corner of chat
Chatbot Click here of press CTRL + K ¥ A&

My  Team Q Test © Add label @ & i Details  Discussions
4 * Onboarding
4
16/71 available chat(s) .. @ All How would you like to title this chat (e.g., MA Paternity Leave, Notes

DC Termination)?

+ Talk to Vi @

.
o Test #00015 Where does this employee work? |
I+ Onboarding + Back.
22 You
= New
chat #00014 Alacka
s
Onboarding + Back.. Arizona
2 You
Arkansas
L) New Calfornia Legal FAQs
hat #00013
& Colorado

A
5. Click on button “New Label” or select the available labels to add label for the chat
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Labels + Mew label

Archived

6. Input the label name and click Create & add label

New label

Color mark

Label name

E.x important

@ Less than 15 characters

Create & add label

Close

Manage Chatbot assignee
1. Access URL https://member.virgilhr.com/ and login to your account
2. Click on tab Chatbot in the navigation on the left of screen
3. Click on the chat you want to invite collaborator(s)
4. Click the below icon at the top right corner of chat screen

Chatbot x 0 3

My  Team Q Test © Add label 0 2 i Details  Discussions
5. * Onboarding

<
16/71 available chat(s) .. % All Helle Huong Tran, let's begin our journey. Notes
+ Talk to Virgil How would you like 1o title this chat (e.g., MA Paternity Leave,
DC Termination)? e
o Test #00015 @ ,\
a« %

Onboarding + Back

i You

Where does this employee work?

New #00014
Alabam
Q chat e
as + Create anote
Onboarding + Back
B You Based upon our research, it does not appear the state in which
this employee is r g
private employers to provide er

New Legal FAQs

#00013
o chat

Please revisit your prior response and try another option.

Type the username you want to invite as collaborator to the chat and click Done

b
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Invite collaborator(s/

@ Huong Tran (You) (]

Cancel

Print Chatbot
1. Access URL https://member.virgilhr.com/ and login to your account
2. Click on tab Chatbot in the navigation on the left of screen
3. Click three dots button on the top right corner of chat screen
4. Click on “Print” from the dropdown list

Chatbot T, -] -

My  Team Q Test © Add label @ 8 i Details  Discussions
¢ & = Onboarding

@ Print
16/71 available chat(s) .. % All Hello Huong Tran, let's begin our journey. Notes
@ Hint

<+ Talk to Virgil How would you like to title this chat (e.g., MA Paternity Leave, © Delete
DC Termination)?
s Test  #00015
A

Onboarding + Back
13 You

o
Bo

Where does this employee work?

New

1 #00014
& + Create anote
Onboarding + Back
e Based upon our research, it d
this employee s r
New private employ provide employees with this type of leave Legal FAQs
#00013
S chat

Delete Chatbot
1. Access URL https://member.virgilhr.com/ and login to your account
2. Click on tab Chatbot in the navigation on the left of screen
3. Click three dots button on the top right corner of chat screen
4. Click on “Delete” from the dropdown list
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Chatbot

16/71

My

Team Q

(s)

L

&

&

New
chat

#00014

New

chat

New
rhat

#00013

#00012

New chat o addavel (@)

5. *» Onboarding

Hello Huong Tran, let's begin our journey.

How would you like 1o title this chat (e.g., MA Paternity Leave,

DC Termination)?

hat tit

Click “Delete” on the confirmation modal

Create a Note
Access URL https://member.virgilhr.com/ and login to your account
Click on tab Chatbot in the navigation on the left of screen

Click on one chat you want to create note for
Click button “Create a note”

1.

2.
3.
4

Delete chat

o
-3

CTRL + K

© Print
@ Hint

@ Delete

PG - o

Details  Discussions

Notes

Legal FAQs

°
@
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Chatbot
My  Team Q
16/71available chat(s).. % Al
<+ Talk to Virgil
* New
#00014
3 chat
&
Onboarding + Back.
18 You
P New
#00013
3 chat
- Onboarding
28 You
C New
#00012

~  rhat

Click here or press CTRL + K

New chat

°
© Add label 0 &

& * Onboarding

Hello Huong Tran, let's begin our journey.

How would you like to title this chat (e. g.. MA Paternity Leave,
DC Termination)?

-
| }'l the chat title
\

5. Input the note in the textbox

Chatbot
My  Team Q
16/71 available chat(s) Al
=+ Talk to Virgil
° New
#00014
o chat
a»
Onboarding + Back.
2B You
- New
#00013
3 chat
3
Onboarding
23 You
2 New
#00012
~ rhat

Click here or press CTRL + K

New chat © Add label @ &
& * Onboarding

Hello Huong Tran, let's begin our journey

How would you like to title this chat (e.g., MA Paternity Leave,
DC Termination)?

Enter the chat title B

+ Talk to Virgil 13

[= -

Details  Discussions

»

Notes

Legal FAQs

pED + ¢ s

Details  Discussions

Notes +
e VXS
| Note 20 J
Legal FAQs

@

Legal FAQs in your
conversation will appear
here when they are
available.

6. Click the icon “Mark as Done” on the top right of textbox

View Chat details

1. Access URL https://member.virgilhr.com/ and login to your account
2. Click on tab Chatbot in the navigation on the left of screen

3. Look for and click on the chat you want to view in details
4

Navigate to the section on the right and scroll down to sub section called Chat details
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Chatbot Click here or press CTRL + K B & 0 &

My Team Q New chat © Add label @ 8 Detalls  Discussions
& » Onboarding

<
6/71 available chat(s) ... All
Falanie ens > Hello Huong Tran, let's begin our journey.

Chat details
+ Talk to Virgil How wi ou like to title this chat (e.g., MA Paternity Leave, B
DC Ter
New Topic
#00014 .
o chat Onboarding
ar
Onboarding + Back
g Sub topic
1 You
Background Checks
Country State
#00013 . .
o
ar
County City
New Created time
B MOO012 Enter the chat itk 14:41 - Nov 20, 2023

7.My Queries

Add new query
1. Access URL https://member.virgilhr.com/ and login to your account
2. Click on tab My Queries in the navigation on the left of screen
3. Click on button “New Query” on the left corner of screen

My Queries Click here or press CTRL + K B v o &

+ New Query Sort: Date Updated (Newest First) ~ Search for a query B
Test Open View
Huang Test Created By Query Type Updated O

Huong Tran Resources Nov 15, 2023 -
Michigan Offboarding - Termination - Paid Leave Open View
s paid lea n or sick leave) included as part of a Created By Query Typ Created Or
Michigan ges? Hueng Tran Chatbot Nov 12, 2023

4. Select the feature you want to contact experts

Contact VirgilHR

What kind of help are you looking for?

(3 Chatbot
& Handbook

Law comparison

[ Resources

ess Others



https://member.virgilhr.com/

Search for a query

1. Access URL https://member.virgilhr.com/ and login to your account

2. Click on tab My Queries in the navigation on the left of screen

3. Navigate to the search bar on the top left of screen

4. Type the keyword and click Search icon to find the query containing the keyword

My Queries cicknercorpress ek [ v A &
+ New Query Sort: Date Updated (Newest First) « I Search for a query B|

Test Open

View
Huong Test Created By Query Type Created On Updated On
Huong Tran Resources Nov 15, 2023 Nov 15, 2023 -..
Michigan Offboarding - Termination - Paid Leave Open View
Is paid leave (e.g., vacation or sick leave) included as part of a Created By Query Type Created On Updated On
Michigan employee's final wages? Huong Tran Chatbot Nov 12, 2023 Nov 12, 2023 -..

Update a query

1. Access URL https://member.virgilhr.com/ and login to your account
2. Click on tab My Queries in the navigation on the left of screen

3. Click on the query you want to update

4. Click button View and click Edit

My Queries Click here or press CTRL + K &L 4 5

+ New Query Sort: Date Updated (Newest First) = Search for a query 7

Test Open

View
Huong Test Created By Query Type Created On Updated On
Huong Tran Resources Nov 15, 2023 Nov 15, 2023 -..
Michigan Offboarding - Termination - Paid Leave open View
Is paid leave (e.g., vacation or sick leave) included as part of a Created By Query Type Created On Updated On

Michigan employee's final wages? Huong Tran Chatbot Nov 12, 2023 Nov 12, 2023


https://member.virgilhr.com/
https://member.virgilhr.com/

Test X
Open

Information Edit

@ Our expert will respond to your question within 1-2 business
days.

You're querying about this item

Pennsylvania - COVID-19 Leave - Supplemental
Guidance

What is your guestion or issue?

Huong Test

Attachment
Max upload file size is 20MB

Close

You can update the title, the question but not the feature item you’ve selected.

8.Task

Add new task
1. Access URL https://member.virgilhr.com/ and login to your account
2. Click on tab Task in the navigation on the left of screen
3. Click on button “New Task”

Task SUT——— - & B®E
Status: All Status ~ Assignee: All ¥ Sort: Date Created (Newest First) v Type your task keyword. B
) —

Create a task to organize your work


https://member.virgilhr.com/

4. Input the task information and click Create

Create A Task
Information
Task Title Due Date
Enter title (@ Set Due Date
Created By Assigned To
Huong Tran & Assign
Description
B I US HHRHEBIA O » 9 == == @ A £ < Expand

CIQSE m

You are able to quickly search for the created task by using the filter Status and Assignee.

. // ceneearpecre () (D ¥ O &

Status: Processing v Assignee: Huong Tran *  Sort: Date Created (Newest First) ~ B

P

Not found

The task not found.

Search for a task
1. Access URL https://member.virgilhr.com/ and login to your account
2. Click on tab Task in the navigation on the left of screen
3. Navigate to the search bar
4. Type the keyword and click Search icon to quickly find the matched task name



https://member.virgilhr.com/

Task Click here or press CTRL + K B + TalktoVirgh RN a WP
Status: Processing *  Assignee: Huong Tran ~  Sort: Date Created (Newest First) v | Type your task keyword B

p

Not found

The task not found.

9.Legal FAQs
1. Access URL https://member.virgilhr.com/ and login to your account
2. After successful login, users will be taken to the Dashboard page where you can access the Legal
FAQs page through the left navigation bar

® virgil

's how to make th

{7} Home

(2 Chatbot

® My Queries D P 1tial day left

ox Task P Starter ©@ 0/1:
View guidance writtan by
attomeys on a variety of

[B LegalFaas labor and employment law

topics

) Resources

Actions
Law Comparison

[E] Handbook

(3 Product Support

E. Log out

3. You can input the term and press enter or click the search button to search for Legal FAQs you
want to refer to or relate to your case.


https://member.virgilhr.com/

4Ap  Legal FAQs acresormesserc ) () » &

o & virgiJR

Guiding you in the journey to labor and employment law compliance.

o= All states - [ sick

e morning sickness
 sickteave

@ paid sick leave law

sick leave policy

Favorites (0) local-level sick leave

w

No favorites have been added yet.
You can add your favorite Legal FAQs to this list by clicking the star
icon next to a Legal FAQ.

nd its s gavemed by our

ur Terms and Canditions.

re ot & law fitm, of & substitute for an attomey or & [aw firm. Use of our
Terms of Use and Privacy Policy an

r Legal FAQs Click here or press CTRL = K

€ Back  sick Favorites Q

Related keywords  sickleave pto paidsickleave  supplemental guidance  confidentiality

Oregon - SicK Leave - Supplemental Guidance

E.] Remember, some organizations don't necessarily have "§igK leave” for their employees. Tools
sickleave sick leavelaw  paid sick leave  paid sick time  sick time Filter
State
8 Arizona - Siek Leave - Use Threshold All states <
Arizona's law isn't as clear on this topic as other §igk leave laws; in other words, Arizona's law partially leaves this decision up to an employer . <
by providing for an upper limit on how long an employer can prohibit an employee from using their gk leave: "an employer may require an... B
© sickleave accrued eamed paid sick time Al topics - No favorites have been added yet.
‘You can add your favorite Legal FAQS to this list by
Categary . 2
2z clicking the star icon next to a Legal FAQ.
California Si€K Leave - Berkeley - Supplemental Guidance All categories <
® Remember, some organizations don't necessarily have “§igK leave” for their employees. o

sickleave sick leavelaw  paid sickleave  sick leave policy  unused sick leave e —

Sortby:

California SicK Leave - Supplemental Guidance
O Latest

Remember, some organizations don't necessarily have “§igK leave” for their employees.

0O Most relevance

california sick leave  sick leave law  sick leave requirements  sick leave

e nat a kw firm, or a substitute f
Terms of Use and Privacy Policy . L

Note: The search term will be highlighted so that users can know where the keywords are
included in the results.



4. You can also use the Tools section to narrow to get more precise results that you want to
search.

- Legal FAQs Click hera or press CTRL + K . a &
back [ ook Favorites Qa
Related keywords CA california  sickleave paidsickleave  sick leave law
California Sick Leave - Emeryville - Eligible Employees
® Al employees who work at least 2 hours per ealendar week within the City of Emeryville and are entitled to minimum wage are efigible to Tools
accrue paid SGK leave under Emeryville's law, regardiess of where their employer may be located. Filter
o= sickleave  paid sick leave
= State
Alabama X +2 -
[E] City of Los Angeles's Supplemental Paid Sick Leave and California's 2022 COVID-19 Paid Supplemental Sic.l. {:?
.
The FAQs & to California's 2022 COVID-18 Supplemental Paid SIEK Leave law provide that supplemental paid Sigk leave provided to an =
I suant to a local paid §igK leav Il count towards th s of the California’s 2022 COVID-19 Supplemental s
@ employee pursuant to a local paid §iek leave ordinance will count towards the requirements of the California's 202 upplemental Jaut topic P
supplemental paid sick leave ~ paid supplemental sick leave  local paid sick leave ordinance You can add your favorite Legal FAQs to this list by
Mm Equal Employment Opportunity clicking the star icon next to a Legal FAQ.
B SiGK Leave - Pregnancy- and Childbirth-Related Disabilities (RS LSeve
The State of Califoria has a paid SigK leave law requiring covered employers to provide paid ik leave to eligible empioyees U.S. Wage & Hour
sickleave paidsickleavelaw  paidsick leave  sickleave law  sick leave policy
Sort by:
California SiéK Leave - Oakland - Final Guidance O Latest
To move forward with this leave request: If you have determined an employee s eligible for §igk leave, check your records to determine the © Most relevance
@ amount of Sick leave (or alternative type of leave, e.g., FTO) an employee has available for use.

s governed by our

¢ of our products and services is govemed by our Terms and Canditions.

nat 2 law firm, or a substitute for an
Terms of Use and Privacy Policy

5. You can select 1 of the results to view the details of Legal FAQs

-, < Legal FAQs Detail Click here or press CTRL + K

¢ Favorite @ Download (3 Print 2, Share H &
Oregon - Sick Leave - Supplemental Guidance

1 Some Employers Do Not Have "Sick Leave"

=]
@ Remember, some organizations don't necessarily have "sick leave™ for their employees. For example, an employer may choose to offer its employees Paid Time Off (PTO) instead of sick leave because it offers employees increased .
flexibility. Employers who take this route would be wise to ensure that any such PTQ policy meets the minimum requirements of any sick leave law that applies to an employee. 2
o= 3
.
8 2 Definitions Of "Employer" And "Employee" H
9 6
Who Is An "Empgloyee?” 7
B For purposes of Cregen’s sick leave law, "employee” means an individual who renders personal services at a fixed rate to an employer if the employer either pays or agrees ta pay for personal services or permits the individual to perform N
personal services.
9
® “Employee’” includes, but is not limited to:
s Anindividual who is paid on a piece-rate basis or the basis of the number of operations accomplished or guantity produced or handled; 10
o Individuals paid on an hourly, salary of commission basis; -

o Individuals for whom withhalding is required under ORS 316162 to 316.221(% ;
& Home care workers as defined in GRS 410.600 & ; and

o Parsonal support workers as defined in ORS 410,600

“Employee” does not include:

© An employee who receives paid sick time under federal law;

not a lsw firm, or & substitute for an
Terms of Use and Privacy Policy . U

d its = govemnad by our
our Terms and Conditions.

10.Resources

View, Search and Download Resources
1. Access URL https://member.virgilhr.com/ and login to your account



https://member.virgilhr.com/

2. After successful login, you will be taken to the Dashboard page where you can access the

3.

Resources page through the left navigation bar
virgil
HR

's how to make the

(3 Home

(3 Chatbot

@ My Queries D P 1trial dayleft

o= Task P Starter 3 0/1an

@ Legal FAQs & with your team members toi
View template policies,

@ Resources forms, and agreements to

use in your organization

Law Comparison

) Handbook

(3 Product Support

[3. Log out

Each tab of the Resources page will include content that belongs to the policy type admin set up
in the admin portal. You can click any policy to view its details. You are able to download, share
the policy.



@
Resources Click here or press CTRL + K B + Talk to Virgil [NaWEESA

Policies Forms Agreements Checklists How-to Guides Job Descriptions Webinars Notices & Posters Favorites Q
National Policies v

Search for a resource B

()
State Employee Handbook %

All states & National v Disability Accommodation Policy - National
- w
v

Employee Handbook Acknowledgement
No favorites have been

added yet.
You can add your favorite
Resources to this list by

@ 1 clicking the star icon next to
Empk)yment i - dHesolrce.

@ Can'tfind areso... Equal Employment Opportunity Policy admin

Reset Filter

Employee Handbook Acknowledgement 12...

G We are not a law firm, or a substitute for an attorney or a law firm. Use of our website and its features is governed by our
Terms of Use and Privacy Policy . Use of our products and services is governed by our Terms and Conditions.

’ « P0|icy Det... clickhereorpress CTRL + K B s Favorite @ Edit 9 Download @ E-signature  } Q &
Equal Employment Opportunity Policy admin

@ ® 08/21/2024 11:36 AM & VirgilHR

Editor's Notes Recent Changes Upcoming Changes

® 1 Template National - Equal Employment Opportunity Policy

o= Please read before continuing (test):ok finezaaaanope ookfine °
o This policy is intended for employers covered by federal anti-discrimination laws (e.g., ADEA, ADA, Title VII, GINA, USERRA), typically those

@ with 20 or more employees.

EQUAL EMPLOYMENT OPPORTUNITY

@ [COMPANY NAME] is committed to ensuring employees and applicants for employment have equal employment opportunities without regard to
age (40 and over), race, color, religion, sex (including pregnancy, childbirth, and related medical conditions), sexual orientation, gender identity,

as national origin, disability, genetic test results, uniformed servicemember status, veteran status, or any other legally recognized basis protected by
federal, state, or local law. Equal employment opportunity applies to all terms and conditions of employment, including hiring, placement,

2 promotion, termination, layoff, recall, transfer, leave of absence, compensation, and training.

B3 We are not a law firm, or a substitute for an attorney or a law firm. Use of our website and its features is governed by our
Terms of Use and Privacy Policy . Use of our products and services is governed by our Terms and Conditions.

To share the policy, you can click button Share and enter the username (portal users) or email
(non-user). Then click share to share the policy link to your colleagues.



CTRL+K B {7 Favorite @ Edit @ Download [ E-signature % O. >
Equal Employment Opportunity Policy ac

4p. < Policy Det... cicknereorpre

© Print
@ ® 08/21/2024 11:36 AM & VirgilHR
® Duplicate
Editor's Notes Recent Changes Upcoming Changes
3
1 Template National - Equal Employment Opportunity Policy
= Please read before continuing (test):ok finezaaaanope ookfine o

This policy is intended for employers covered by federal anti-discrimination laws (e.g., ADEA, ADA, Title VII, GINA, USERRA), typically those
% with 20 or more employees.

EQUAL EMPLOYMENT OPPORTUNITY

[COMPANY NAME] is committed to ensuring employees and applicants for employment have equal employment opportunities without regard to
age (40 and over), race, color, religion, sex (including pregnancy, childbirth, and related medical conditions), sexual orientation, gender identity,
national origin, disability, genetic test results, uniformed servicemember status, veteran status, or any other legally recognized basis protected by
federal, state, or local law. Equal employment opportunity applies to all terms and conditions of employment, including hiring, placement,

@ promotion, termination, layoff, recall, transfer, leave of absence, compensation, and training.

Terms and Conditions

Terms of Use and Privacy Policy . Use

Share Policy

User Non-user

Share Policy with your colleagues to keep them
team up-to-date on employment & labor laws.

You can quickly find what you need through the search bar at the top right corner of the right
section of Resources page.



+ Talk to Virgil o a

- Resources cicknarearpresscti-k [

Favorites Q
Policies  Forms  Agreements
Policies ~
State: All »
ea)
® National
o= Employee Handbook
. . =
5] Reasonable Accommodation Policy for Pregnant Workers -
A
Q Religious Accommedation Policy & {3
D
- . . . No favorites have been addied yet.
jao) Disability Accommodation Policy - National F &
5 You can add your favorite Resources to this fist by
clicking the star icon next to 3 Resource
® Employment At-Will -
1

Return of Company Property
Holidays

(=] Family and Medical Leave

an atto
Policy . U

gaverned by aur
¢ Terms and Canditions.

After you input the search term and press enter/click the search button to narrow down the
results to quickly find what you need, you can also filter to get more precise results.

Terms of Use and Priv:

& Resources - alo
Favorites Q
Policies  Forms  Aqreements
Q Policies
o (i B

5= )

Suggestions: volunteer firsfighters )| emergency medical servica providers ] reserve law enforcement officers )1 part-time law enforcemen)
o Emergency Responder Leave (Kansas) Tools

Emergency Responder Leave State:
B Employees who serve as volunteer firefighters, volunteer certified emergency medical service providers, volunteer reserve law enforcement Al states -
@ Domestic Violence Leave - Kansas Sortby: {}
(O Latest

Domestic Vielence Leave Mo favorites have been added yet.

[INSERT COMPANY NAME] recogrizes that domestic violence impacts the workplace and is committed to supparting employees who are... © Most relevance Ty Em s R e o2

clicking the star icon next to a Resource.

]

Reasonable Accommodation Policy for Pregnant Workers.
REASONABLE ACCOMMODATION POLICY FOR PREGNANT WORKERS

[INSERT COMPANY NAME] is committed to complying with the federal Pregnant Workers Faimess Act (PWFA) by making reasonable.

Disability Accommodation Policy - National

5 is governed by o
aur Terms and Conditions.

Create Resource
1. Access URL https://member.virgilhr.com/ and login to your account



https://member.virgilhr.com/

2. After successful login, you will be taken to the Dashboard page where you can access the
Resources page through the left navigation bar

® virgil

's how to make the

(3 Home

(3 Chatbot

@ My Queries D P 1trial dayleft

o= Task P Starter 3 0/1an

@ Legal FAQs & with your team members to i
View template policies,

@ Resources forms, and agreements to

use in your organization

Law Comparison

) Handbook

(3 Product Support

[3. Log out

3. Click on the button New Resource



(]
* Resources Click here or press CTRL + K B <+ Talk to Virgil 0 aoh

3] Policies Forms  Agreements Checklists How-to Guides  Job Descriptions ~ Webinars  Notices & Posters Favorites Q
o= National Policies ~
Search for a resource B
® State Employee Handbook %
All states & National v Disability Accommodation Policy - National L
© c %
Employee Handbook Acknowledgement D
EE] Reset Filter F No favorites have been
G added yet.
[ﬂ Employee Handbook Acknowledgement 12... You can add your favorite
H

Resources to this list by

clicking the star icon next to
Employment Status '
] S a Resource.

@ Can'tfind a reso... Equal Employment Opportunity Policy admin

18

W

We are not a law firm, or a substitute for an attorney or a law firm. Use of our website and its features is governed by our
Terms of Use and Privacy Policy . Use of our products and services is governed by our Terms and Conditions.

4. Select the Resource Type you want to create and creation method:



Create resource

Resource type

© Policies Forms Agreements
Checklists How-to Guides
Job Descriptions

Notices & Posters

Create resource

+ Create From Scratch

Click here to create new resource

Upload New Resource

Click here to upload a file

a. Ifyou select Create From Scratch, you will be required to input some resource info and click
Create



New Policy

Information

Mark as mandatory

United States

Section 1

<+ Add section

Then, the resource will be created as custom policy and you will be directed to the resource details to
review:

Bo

’ € Policy Det... cickhersorpresscrrL+k B 7 Favorite @ Edit  § Download @ E-signature  } Q.
» Notice of Administrative Leave

© 06/12/2024 06:01 AM & VirgilHR

Jo

omr
U Editor's Notes Recent Changes Upcoming Changes

1 Notice of Administrative Leave

[[ Test 234 ]] ABBA - Gimme! Gimme! Gimme! Change Made

ap| Update Change 1234
. [Date]
EI [Employee Name]

[Job Title, Department]
[Employee Address]

RE: Notice of Administrative Leave

Pursuant to [ARTICLE, SECTION OF COMPANY POLICY/EMPLOYEE CONTRACT/COLLECTIVE BARGAINING AGREEMENT/EMPLOYEE

Privacy Policy Terms and Conditions

b. If you select Upload New Resource, you will be opened to the modal Upload Handbook to
upload the resource file from your local computer

You will click on the button "Click to upload" and upload the resource file. Then click on the button
"Preview" to review and click on the button “Upload” to upload file to VirgilHR Portal.



Upload Resource X

@ For sample resource <& Download template

@

Drop file here or click to upload

@ Supported file type .doc, .docx

B3 Upload issue? We're here for you

Cancel

Preview Resource

Sample Employee Handbook (2)

1 Welcome

Welcome to [COMPANY NAME]! We are delighted that you have chosen to join our organization and
hope that you will enjoy a long and successful career with us. As you become familiar with our culture
and mission, we hope you will take advantage of opportunities to enhance your career and further
[COMPANY NAME]'s goals.

You are joining an organization that has a reputation for outstanding leadership, innovation, and
expertise. Our employees use their creativity and talent to invent new solutions, meet new demands,
and offer the most effective services/products in the industry. With your active involvement, creativity,

And AlimnA + TAARADARIV RIARAET (il annbiniia $a aakinua #a maala Wla alnaaralii hana vas bl $aloa

Close Upload

Edit Resource

1. Access URL https://member.virgilhr.com/ and login to your account



https://member.virgilhr.com/

2. After successful login, you will be taken to the Dashboard page where you can access the
Resources page through the left navigation bar

® virgil

's how to make the

(3 Home

(3 Chatbot

@ My Queries D P 1trial dayleft

o= Task P Starter 3 0/1an

@ Legal FAQs & with your team members toi
View template policies,

@ Resources forms, and agreements to

use in your organization

Law Comparison

) Handbook

(3 Product Support

[3. Log out

3. Click on one resource to go to the resource details and click on button “Edit” on the top
command bar to edit any resource information you want.



’ (— Policy Det." Click here or press CTRL + K B ¢y Favorite @ Download [ E-signature E o &
L

» Disability Accommodation Policy - National

® 09/25/2024 16:09 PM & VirgilHR
o= Editor's Notes Recent Changes Upcoming Changes
® N N :
1 Sample Disability Accommodation Policy (National)
)
Sample Disability Accommodation Policy (National)a °

[INSERT COMPANY NAME] is committed to ensuring that equal employment opportunities are made available for individuals with disabilities.
Because of this, the Company will make reasonable accommodations for the known physical or mental limitations of otherwise qualified

g individuals with disabilities unless doing so would result in an undue hardship and/or direct threat to the health and/or safety of the individual or
others.
ﬁﬁ Any employee who requires an accommodation in order to perform the essential functions of their job, enjoy an equal employment opportunity,

and/or obtain equal job benefits should contact [INSERT DEPARTMENT, e.g., Human Resources] to request such an accommodation. [INSERT
DEPARTMENT, e.g., Human Resources] will communicate with the employee and engage in an interactive process to determine the nature of the
issue and what, if any, reasonable accommodation may be appropriate. In some cases, this interactive process may be triggered without a
request from the employee, such as when the Company receives notice from its own observation or another source that an impairment may be

B' We are not a law firm, or a substitute for an attorney or a law firm. Use of our website and its features is governed by our
Terms of Use and Privacy Policy . Use of our products and services is governed by our Terms and Conditions.

Send Resource E-signature Request

1. Access URL https://member.virgilhr.com/ and login to your account



https://member.virgilhr.com/

2. After successful login, you will be taken to the Dashboard page where you can access the
Resources page through the left navigation bar

® virgil

's how to make the

(3 Home

(3 Chatbot

@ My Queries D P 1trial dayleft

o= Task P Starter 3 0/1an

@ Legal FAQs & with your team members toi
View template policies,

@ Resources forms, and agreements to

use in your organization

Law Comparison

) Handbook

(3 Product Support

[3. Log out

3. Click on one resource to go to the resource details and click on button “E-signature” on the top
command bar to send e-signature request to your colleagues



o policy Det”. Click here or press CTRL + K B ¢ Favorite [ Edit @ Download 0. &
» Disability Accommodation Policy - National
® 09/25/2024 16:09 PM & VirgilHR
°= Editor's Notes Recent Changes Upcoming Changes
® . . , :
1 Sample Disability Accommodation Policy (National)
Sample Disability A dation Policy (Nati ) °

[INSERT COMPANY NAME] is committed to ensuring that equal employment opportunities are made available for individuals with disabilities.
Because of this, the Company will make reasonable accommodations for the known physical or mental limitations of otherwise qualified
individuals with disabilities unless doing so would result in an undue hardship and/or direct threat to the health and/or safety of the individual or
others.

@ 8 @

2

Any employee who requires an accommodation in order to perform the essential functions of their job, enjoy an equal employment opportunity,
and/or obtain equal job benefits should contact [INSERT DEPARTMENT, e.g., Human Resources] to request such an accommodation. [INSERT
DEPARTMENT, e.g., Human Resources] will communicate with the employee and engage in an interactive process to determine the nature of the
issue and what, if any, reasonable accommodation may be appropriate. In some cases, this interactive process may be triggered without a
request from the employee, such as when the Company receives notice from its own observation or another source that an impairment may be

18

3]

We are not a law firm, or a substitute for an attorney or a law firm. Use of our website and its features is governed by our
Terms of Use and Privacy Policy . Use of our products and services is governed by our Terms and Conditions

4. Click “Create one” and then click “"Get started” to start creating Resources E-signature request

E-signature

; i
Rl b
A \

o o

No document has been yet sent for e-signature

Close

5. Review to ensure that is the document you want to get the e-signature and Click "Confirm & Proceed’



E-signature

Disability Accommodation Policy - National

1. Sample Disability Accommodation Policy (National)

Sample Disability Accommodation Policy (National)a

[INSERT COMPANY NAME] is committed to ensuring that equal employment opportunities are made available for individuals with disabilities. Because of this, the Company
will make reasonable accommodations for the known physical or mental limitations of otherwise qualified individuals with disabilities unless doing so would result in an
undue hardship and/or direct threat to the health and/or safety of the individual or others.

Any employee who requires an accommodation in order to perform the essential functions of their job, enjoy an equal employment opportunity, and/or obtain equal job
benefits should contact [INSERT DEPARTMENT, e.g., Human Resources] to request such an accommodation. [INSERT DEPARTMENT, e.g., Human Resources] will
communicate with the employee and engage in an interactive process to determine the nature of the issue and what, if any, reasonable accommodation may be
appropriate. In some cases, this interactive process may be triggered without a request from the employee, such as when the Company receives notice from its own
observation or another source that an impairment may be impacting the employee's ability to perform his or her essential job functions.

Employees who believe they need an accommodation must specify, preferably in writing, what barriers or limitations are prompting the request. The Company will evaluate
information obtained from the employee, and possibly their health care provider or another appropriate health care provider, regarding any reported or apparent barriers or
limitations and will then work with the employee to identify possible accommodations, if any, that will help to eliminate or otherwise address the barrier(s) or limitation(s). If
an identified accommodation is reasonable and will not impose an undue hardship on the Company and/or a direct threat to the health and/or safety of the individual or

Cancel Confirm & Proceed

6. Click to ”"Add recipient” for the e-signature request. You can choose to send the e-signature in order
(the later recipient only receives the e-signature request when the previous recipient signs) or all
recipients will receive it at once.

E-signature

Set up e-Signature Recipients

Available Recipients Add Recipients (P send in Order

20 ®

‘-O No recipients added yet

No available recipients for selection

<+ Add recipient

@ Bulk Import Recipient(s) Cancel Set up Required Fields =

You can "Bulk Import Recipient(s)” to upload all recipients at once



E-signature

Set up e-Signature Recipients

Available Recipients Add Recipients (P sendin Order

[-]e] @

‘-Q No recipients added yet

No available recipients for selection

<+ Add recipient

& Bulk Import Recipient(s) Cancel

Bulk Import Recipient

&

Drop file here or click to upload

@® Supported file type .xIsx, .csv, .xIs

&> Download the sample CSV file

After completing set up recipients, then click on the button ”Set up required fields”

7. Click each recipient or select all to setup e-signature fields.



E-signature

) Checkall | Select all () Selectall
Required fields 0 /1 Available fields 0/ 7
2 >

a@yopmail.com - g
| Signature Initials

Created by recipient Text box

Stamp

Image upload

=N () Company

Text box

& Full name

Text box

) Email
Text box

| Signed On

Automatically fill in the Signed On info

Day

Date picker

i Cancel e-Signature € Back Set Due Date & Reminders -

E-signature

@ Checkall ) Selectall | Selectall
Required fields 0 /1 Available fields 0 / 7
a

a@yopmail.com s - s
) Signature ) Initials

Created by recipient Text box
ab y P!

ab@yopmail.com

Stamp

Image upload

Company

Text box

N2

T

Full name
Text box

Email
Text box

Signed On

Automatically fill in the Signed On info

Day

Date picker

W Cancel e-Signature & Back Set Due Date & Reminders =

Check on the field and click to pull field requiring recipient input or push selected field out of document
requesting e-signature.



E-signature

() Checkall @ Selectall

Required fields 1/1
: >
a@yopmail.com signature
ab Created by recipient

ab@yopmail.com

W Cancel e-Signature

E-signature

_ Checkall _) Selectall
Required fields 0 /1
- >
ittt Signature
Created by recipient

W Cancel e-Signature

() Selectall

Available fields 0 / 7

() Initials
Text box

() stamp

Image upload

() Company
Text box

) Full name
Text box

@

) Email
Text box

() signed On

Automatically fill in the Signed On info

() Day

Date picker

& Back Set Due Date & Reminders —

| Selectall

Available fields 0/ 7

_) Initials

Push selected fields from E-signaturetext box

T

—

Pull fields to E-signature document
|| Day

Stamp

Image upload

Company
Text box

Full name
Text box

Email
Text box

_) Signed On

Automatically fill in the Signed On info

Date picker

€ Back Set Due Date & Reminders —

After finishing to set up fields, click on the button” Set Due Date & Reminders”

8. Pick the e-signature request due date and set up reminder if any



E-signature

Due date

(_

&«
Sun Mon Tue
29 30 1
6 7 8
13 14 15
20 21 22
27 28 29

[ Cancel e-Signature

2024
October

Wed Thu
2 3
9 10
16 7
23 24
30 31

Reminder

When the sent in order option is selected, a reminder email will be sent
to the signer in the next line. Otherwises, a reminder will be sent to all

signers

© No Reminder

) Custom reminder day(s)

8. Click on button "Complete” to finish sending E-signature request

Every day

You can click on the button E-signature on the top command bar again to keep track and manage the E-
signatures progress

E-signature

Created date

© Oct 01, 2024

Created date

B Oct 01, 2024

Created date
B Oct 01, 2024

Created by
aa

Created by

aa

Created by
aa

Status

In Progress

Status

In Progress

Status
In Progress

No more

Last update

© Oct 01, 2024

Last update

@ Oct 01, 2024

Last update
@ Oct 01, 2024

Due date

@ Oct 02, 2024

Due date

B 0ct 02, 2024

Due date
@ O0ct 02, 2024

+ New Document

Close



«Back E-signature :

> Resend

Created date
@ Oct 01, 2024 “) Revoke
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Created by
aa

a

Last updated: 09/30/2024 23:29

Status

In Progress

Due date

8 Oct 02, 2024

a
a@yopmail.com

Unopened
ab
ab@yopmail.com

Unopened

Close

11.Handbook Builder

Create New Handbook
1. Access URL https://member.virgilhr.com/ and login to their account



https://member.virgilhr.com/

2. After successful login, users will be taken to the Dashboard page where you can access the
Handbook page via the left navigation bar

< virgil.

s how 1
{2} Home
[ Chatbot
& My Queries D P 1t
o= Task P Starte

Legal FAGS & with your t

B
&) Resources

A\ctions

Law Comparison

[£] Handbook

(= Product Support

[5+ Logout

3. You can create a new handbook by clicking the button New Handbook at the top left corner of
this page (Or the CTA button New Handbook in the middle of the page if you haven’t created any
handbook yet)



4 Handbook Builder Click hars or press CTRL + K + Tatovirgi JNSRNEY

4 New Handbook Sort: Date Created (Newest First) Search for a handbook B

4. You will also be shown a form to fill in the handbook’s information (Company name - Required,
Handbook name)

erms of Us:

New Handbook

Cancel

5. You will also be shown a form to define the handbook. You will have to select handbook type,
select states for their handbooks if needed, and answer some questionnaires set up by admin to
go to the Preview step



New Handbook

Handbook type

Federal only
© Federal & States
States only

Select states

Alabama X +50

Select cities

All Cities

Handbook language

© English Spanish

Upload Handbook

Define Handbook

Number of Employees

1
@ This will help us to identify suitable pol

How do you ref our company?

handbook policy,




6. You can either choose to create a handbook from scratch, upload a handbook or download
handbook with all policies

New Handbook

+ Create From Scratch

Shortlist policies for the handbook

C‘f‘) Upload Handt‘)'t‘)ofkb ;

Click here to upload a

Download Handbook

"}’ Download with all shortlisted mandatory

a. If you choose to create from scratch, system will display the successful modal and then
bring you to the editor page for you to edit the handbook

Handbook created

Let's add policies to your handbook




.
* Create Handbook Cllck here or press CTRL 4 K + Talk to Virgil Y

@ ceneralpolicies 2 State Addendum 3 Preview o} Policy Topics +Addeustom @
Search for E + $W Topic: All v Type: All »
® )
Welcome ®
Check all
[\] 1 Mandatory
o= Welcome B Edt = Move U ®  Optional
) 401(k) Plan View
) Welcome to [INSERT COMPANY NAME]!
At [INSERT COMPANY NAME], we believe that each employee contributes directly to our success, and we hope that you will take pride in being a
@ member of our team. We also hope that you will find your employment proves to be a positively challenging and satisfying experience. ® Optional
Each member of our management team is dedicated to providing employees with the support and resources they need to perform their job successfully Access to Personnel Files View
0 and to grow not only as a professional, but as an individual. If an employee ever finds that they need assistance or guidance, they should not hesitate to
ask a member of the management team.
® Optional
B Administrative Pay Corrections View
i Staffing Categories @Rename @ Delete <P
il
® Optional
) Affinity Groups View
Employment at Will @Rename i Delete
® Optional
=) == Anti-Bribery and Anti-Corruption View

1 its features Is governed by our
Terms and Conditions '

You can drag and drop the policy topics to the handbook. You can click on button “Re-arrange” to go to
the larger size screen to reorder the handbook headings and policy sections.

Terms of Use and Privacy Policy

After you finish editing, click Preview to preview handbook before you complete.

’ Create Handbook Click here or press CTRL + K B + Talk to Virgil 0. &

1 ) General Policies 2 ) State Addendum o Preview {9

B \
Z4a

d

[ﬂ Last updated: 10/01/2024 07:55 AM

%

Tahla nf Cantante

Cancel 4 Back Complete

18]

o
We are not a law firm, or a substitute for an attorney or a law firm. Use of our website and its features is governed by our
Terms of Use and Privacy Policy . Use of our products and services is governed by our Terms and Conditions.

4l

b. If you choose to upload a handbook, you will be directed to the modal Upload
Handbook to upload the handbook file from your local computer



Upload Handbook X

(@ For sample handbook 2 Download template

@

Drap file here or click to upload

9 Upload issue? We're here for you

Cancel

You will click on the button "Click to upload" and upload the handbook file. Then click on the button
"Preview" to review handbook and click on the button “Upload” upload file to VirgilHR Portal.



After previewing, you can click the button Upload Handbook to complete uploading a handbook.

Upload Preview

General Policies  State Addenda

Welcome

o
Welcome W 2
@ Imported Policy

Welcome to [COMPANY NAME]! We are delighted that you have chosen to join our organization and hope that you will
enjoy a long and successful career with us. As you become familiar with our culture a ssion, we hope you will take
advantage of opportunities to enhance your career and further [COMPANY NAME]'s goals

You are joining an organization that has a reputation for outstanding leadership, innovation, and expertise. Our
employees use their creativity and talent to invent new solutions, meet new demands, and offer the most effective
services/products in the industry. With your active involvement, creativity, and support, [COMPANY NAME] will
continue to achieve its goals. We sincerely hope you will take pride in being an important part of [COMPANY NAME]'s
success.

Please take time to review the policies contained in this handbook. If you have questions, feel free to ask your
supervisor or to contact the Human Resources (HR) department

Employment at Will ® @ Rename @ Delete )

Cancel Upload Handbook

Handbook upload successful

After you upload successfully, system will display the successful modal and then bring you to the editor
page for you to edit the handbook. You can drag and drop the policy topics to the handbook. You can
click on button “Re-arrange” to go to the larger size screen to reorder the handbook headings and policy
sections.



‘ Editing ¥ Click here or press CTRL + K T Update  (f Editinfo @ Delete

GeneraiPolicies  State Addends Policy Topics + Addcustom (D
Al
m — B Faa Topic:All>  Type:All v
(=] Sawreh for  poicy
Welcome *
® Check all
-] ® Optional
ow
Lt Welcome B Edt = Move " <+ ® Optional
® ® Imported Policy Administrative Pay Corrections View
Welcome to [COMPANY NAME]! We are delighted that you have chosen to join our organization and hope that you will enjoy a long
© and successful career with us. As you become familiar with our culture and mission, we hope you will take advantage of opportunities 9. Optional.
to enhance your career and further [COMPANY NAME]'s goals. Affinity Groups View
(o] You are joining an that has a ion for i ip, i ion, and expertise. Our employees use their
creativity and talent to invent new solutions, meet new demands, and offer the most effective services/products in the industry. With ® Optional
B your active involvement, creativity, and support, [COMPANY NAME] will continue to achieve its goals. We sincerely hope you will take Anti-Bribery and Anti-Corruption =
pride in being an important part of [COMPANY NAME]'s success.
ﬁﬁ Please take time to review the policies in this If you have { feel free to ask your supervisor or to
contact the Human Resources (HR) department. Roptensl
Arbitration View
Staffing Categories @ Rename @ Delete b » Optional
@ Artificial Intelligence in the Workplace View
G We are not alaw firm, of a substitute f and its features is governed by ou

Terms of Use and Privacy Policy . U by our Terms and Conditions.

After you finish editing, click Save Changes to save all handbook updates before you complete.

oy r
‘ Ed |t|ng "a“ Click here or press CTRL + K B S Updale. 3 Comments 5 Cancel &

w General Policies State Addenda {D PO"?V + Add custom @
Topics

. Search for... E S lupdateavailable 4 <o [

v

Topic: All v Source: All v Type: All ¥

B Welcome = Search for a policy a

9 Optional

© e piond () Check all
Welcome B Edit = Move W =

EE) @ Imported Policy € H

a "

ET Welcome to [COMPANY NAME]! We are delighted that you have chosen to join View
our organization and hope that you will enjoy a long and successful career with & Custom policy

o us. As you become familiar with our culture and mission, we hope you will take

il advantage of opportunities to enhance your career and further [COMPANY B @ Optional
NAME]'s goals. Disability View

Accommodation Policy ...

18]

Youi are ininina an araanization that has a renutation for outstandina leadershin

=9. We are not a law firm, or a substitute for an attorney or a law firm. Use of our website and its features is governed by our
Terms of Use and Privacy Policy . Use of our products and services is governed by our Terms and Conditions.
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’ <« Handb. e Click here or press CTRL + K B S Update. © Comments @ Download B E-signature  § o &
&
=
Last updated: 09/30/2024 23:29 PM
Table of Contents
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Terms of Use and Privacy Policy . Use of our products and services is governed by our Terms and Conditions

c. If you choose to download a handbook with all policies, the system will display the Preview screen for
you to review the handbook with all policies before Downloading.



Preview Handbook for Download X

@

Robert Half
Employee Handbook

Last updated: [Date]

Table of Content

Welcome

Welcome

Close & Download

After you click Download, then the handbook with all policies will be downloaded to your local
computer.

Set up Handbook Updates Setting
You can set up the Handbook Updates Setting in universal or in individual handbook.

To set up the Handbook Updates Setting applied for all handbooks:

1. Access URL https://member.virgilhr.com/ and login to their account



https://member.virgilhr.com/

2. After successful login, users will be taken to the Dashboard page where you can access the
Handbook page via the left navigation bar

® virgil

s how 1
{2} Home
(2] Chatbot
® My Queries DP 1
o Task P Starte
@ Legal FAGS & with your t
&) Resources

ietions

Law Comparison

[E] Handbook

(2 Product Support

E. Log out

3. Click on button “Settings” on the top right corner of handbook listing page



®
‘ Handbook Builder Click here or press CTRL + K B + Talkto Virgil |ENa WA

»w Created By: All v Sort: Date Created (Newest First) ~ Search for a handbook a © Settings v

o= S Update settings
a Update required @ Edit Info ® Update history
¥ Created By Company name Created On Updated By Updated On
© j/ aa a Sep 30, 2024 aa Sep 30, 2024
aD)
S Inprogress @ Edit Info Actions
ET Created By Company name Created On Updated By Updated On
aa s Sep 30, 2024 aa Sep 30, 2024
et
il
a Inprogress @ Edit Info Actions

Terms of Use and Privacy Policy . Use of products ar erv is governed by our Terms and Conditions.

4. Click on the option Update settings and select the updates setting you want, then click Save & Close:

How would you like to receive
handbook updates?

Daily

Auto update all handbooks everyday

Monthly
Auto update all handbooks on last Thursday of

every month

Quarterly
Auto update all handbooks on last Thursday of

every quarter

© Manually
There is no auto-update and email sent on
handbook policies updates

VirgilHR will automatically update all handbooks
immediately for your settings to take effect.

Save & Close

Cancel

To set up the Handbook Updates Setting applied for individual handbook:

1. Access URL https://member.virgilhr.com/ and login to their account



https://member.virgilhr.com/

2. After successful login, users will be taken to the Dashboard page where you can access the
Handbook page via the left navigation bar

® virgil

s how 1
{2} Home
(2] Chatbot
® My Queries DP 1
o Task P Starte
@ Legal FAGS & with your t
@ Resources

ietions

Law Comparison

[E] Handbook

(2 Product Support

E. Log out

3. Click to View or Edit Handbook



.
’ Handbook Builder Click here or press CTRL + K B + Talk to Virgil [ENaE-N

& Created By: All +  Sort: Date Created (Newest First) ~ Search for a handbook... B © Settings v

o=
e

a Update required @ Edit Info Actions

Created By Company name Created On Updated By Upda' i
@ aa a Sep 30, 2024 aa Sep E Edit Handbook

@ Download
E-signature
@B S Inprogress B Ec @ 9
B Duplicate
ﬁ Created By Company name Created On Updated By Upda
aa s Sep 30, 2024 aa Sep W Delete
a Inprogress @ Edit Info Actions

E‘ We are not a law firm, or a substitute for an attorney or a law firm. Use of our website and its features is governed by our
Terms of Use and Privacy Policy . Use of our products and services is governed by our Terms and Conditions.

4. Click on the button” Update” on the top command bar

Editing "a“ Click here or press CTRL + K n

(3 Comments 2 Cancel &

3] General Policies State Addenda 9 Po"cy + Add custom ®
Topics
v Search for... B S lupdate available 4 <& [
v=
Topic: All » Source: All » Type: All ~
@ Welcome + Search for a policy B
9 Opt I

© e P Check all
Welcome @ Edit = Move W =

EE] & Imported Policy Z H

: L a :

ET Welcome to [COMPANY NAME]! We are delighted that you have chosen to join i
our organization and hope that you will enjoy a long and successful career with & Custom policy
us. As you become familiar with our culture and mission, we hope you will take

o o

il advantage of opportunities to enhance your career and further [COMPANY 5 ¥ Optional
NAME]'s goals. Disability View

Accommodation Policy ...

8

You are ininina an oraanization that has a renutation for outstandina leadershin

)

We are not a law firm, or a substitute for an attorney or a law firm. Use of our website and its features is governed by our
Terms of Use and Privacy Policy . Use of our products and services is governed by our Terms and Conditions.

The Portal will open the pop-up where you can manage all handbook updates and its setting:



Handbook update settings

Original policies (0) Imported policies (1)

Same as the General (D General Policies (0)  State Addendum (0)

Update setting

No result found

General settings: Manually

a.When you turn on the toggle ” Same as the General Update setting”, you will set up the handbook
update setting same as the universal setting

Handbook update settings

Original policies (0)  Imported policies (1)

Same as the General D General Policies (0)  State Addendum (0)

Update setting

No result found

General settings: Manually

b. When you turn off the toggle “Same as the General Update setting”, you can setup the handbook
update setting as you want

Send Handbook E-signature Request
1. Access URL https://member.virgilhr.com/ and login to your account



https://member.virgilhr.com/

2. After successful login, users will be taken to the Dashboard page where you can access the
Handbook page via the left navigation bar

® virgil

s how 1
{2} Home
(2] Chatbot
® My Queries DP 1
o= Task P Starte
@ Legal FAGS & with your t
&) Resources

A\ctions

Law Comparison

[£] Handbook

(2 Product Support

E. Log out

3. Click "View” to go to the handbook details and click on button “E-signature” on the top
command bar to send e-signature request to your colleagues



°
* Handbook Builder Click here or press CTRL + K B + Talkto Virgil [ REP-N

& Created By: All ~ Sort: Date Created (Newest First) ~ Search for a handbook... a © Settings v

o=
v=
3 a Update required @ Edit Info Actions
d Created By Company name Created On Updated By Updated On
@ aa a Sep 30, 2024 aa Sep 30, 2024
@ S Inprogress @ EditInfo Actions
g Created By Company name Created On Updated By Updated On
aa s Sep 30, 2024 aa Sep 30, 2024
]
il
a Inprogress @ Edit Info Actions

9
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We are not a law firm, or a substitute for an attorney or a law firm. Use of our website and its features is governed by our
Terms of Use and Privacy Policy . Use of our products and services is governed by our Terms and Conditions
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4. Click “Create one” (if you have not created any request before) or “New Document” on the top right
corner of E-signature listing (if you have already created a request before) and then click “Get started”
to start creating Resources E-signature request



E-signature

No document has been yet sent for e-signature

Close

5. Review to ensure that is the document you want to get the e-signature and Click "Confirm & Proceed’

E-signature

d

Last updated: 09/30/2024 23:29 PM

Table of Contents
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Cancel Confirm & Proceed

6. Click to ”“Add recipient” for the e-signature request. You can choose to send the e-signature in order
(the later recipient only receives the e-signature request when the previous recipient signs) or all
recipients will receive it at once.



E-signature

Set up e-Signature Recipients

Available Recipients Add Recipients (3P send in Order

°0 ®

:D No recipients added yet
No available recipients for selection

<+ Add recipient

& Bulk Import Recipient(s) Cancel Set up Required Fields =

You can "Bulk Import Recipient(s)” to upload all recipients at once



E-signature

Set up e-Signature Recipients

Available Recipients Add Recipients (P sendin Order

[-]e] @

‘-Q No recipients added yet

No available recipients for selection

<+ Add recipient

& Bulk Import Recipient(s) Cancel

Bulk Import Recipient

&

Drop file here or click to upload

@® Supported file type .xIsx, .csv, .xIs

&> Download the sample CSV file

After completing set up recipients, then click on the button ”Set up required fields”

7. Click each recipient or select all to setup e-signature fields.



E-signature

) Checkall | Select all () Selectall
Required fields 0 /1 Available fields 0/ 7
2 >

a@yopmail.com - g
| Signature Initials

Created by recipient Text box

Stamp

Image upload

=N () Company

Text box

& Full name

Text box

) Email
Text box

| Signed On

Automatically fill in the Signed On info

Day

Date picker

i Cancel e-Signature € Back Set Due Date & Reminders -

E-signature

@ Checkall ) Selectall | Selectall
Required fields 0 /1 Available fields 0 / 7
a

a@yopmail.com s - s
) Signature ) Initials

Created by recipient Text box
ab y P!

ab@yopmail.com

Stamp

Image upload

Company

Text box

N2

T

Full name
Text box

Email
Text box

Signed On

Automatically fill in the Signed On info

Day

Date picker

W Cancel e-Signature & Back Set Due Date & Reminders =

Check on the field and click to pull field requiring recipient input or push selected field out of document
requesting e-signature.



E-signature

() Checkall @ Selectall

Required fields 1/1
: >
a@yopmail.com signature
ab Created by recipient

ab@yopmail.com

W Cancel e-Signature

E-signature

_ Checkall _) Selectall
Required fields 0 /1
- >
ittt Signature
Created by recipient

W Cancel e-Signature

() Selectall

Available fields 0 / 7

() Initials
Text box

() stamp

Image upload

() Company
Text box

) Full name
Text box

@

) Email
Text box

() signed On

Automatically fill in the Signed On info

() Day

Date picker

& Back Set Due Date & Reminders —

| Selectall

Available fields 0/ 7

_) Initials

Push selected fields from E-signaturetext box

T

—

Pull fields to E-signature document
|| Day

Stamp

Image upload

Company
Text box

Full name
Text box

Email
Text box

_) Signed On

Automatically fill in the Signed On info

Date picker

€ Back Set Due Date & Reminders —

After finishing to set up fields, click on the button” Set Due Date & Reminders”

8. Pick the e-signature request due date and set up reminder if any



E-signature

Due date

(_

&«
Sun Mon Tue
29 30 1
6 7 8
13 14 15
20 21 22
27 28 29

[ Cancel e-Signature

2024
October

Wed Thu
2 3
9 10
16 7
23 24
30 31

Reminder

When the sent in order option is selected, a reminder email will be sent
to the signer in the next line. Otherwises, a reminder will be sent to all

signers

© No Reminder

) Custom reminder day(s)

8. Click on button "Complete” to finish sending E-signature request

Every day

You can click on the button E-signature on the top command bar again to keep track and manage the E-
signatures progress

E-signature

Created date

© Oct 01, 2024

Created date

B Oct 01, 2024

Created date
B Oct 01, 2024

Created by
aa

Created by

aa

Created by
aa

Status

In Progress

Status

In Progress

Status
In Progress

No more

Last update

© Oct 01, 2024

Last update

@ Oct 01, 2024

Last update
@ Oct 01, 2024

Due date

@ Oct 02, 2024

Due date

B 0ct 02, 2024

Due date
@ O0ct 02, 2024

+ New Document

Close



«Back E-signature :

> Resend

Created date
@ Oct 01, 2024 “) Revoke
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Created by
aa

a

Last updated: 09/30/2024 23:29

Status

In Progress

Due date

8 Oct 02, 2024

a
a@yopmail.com

Unopened
ab
ab@yopmail.com

Unopened

Close

Collaborate on Handbook
1. Access URL https://member.virgilhr.com/ and login to your account



https://member.virgilhr.com/

2. After successful login, users will be taken to the Dashboard page where you can access the Handbook
page via the left navigation bar

® virgil

s how 1
{2} Home
(2] Chatbot
® My Queries DP 1
o Task P Starte
@ Legal FAGS & with your t
&) Resources

A\ctions

Law Comparison

[£] Handbook

(2 Product Support
E. Log out

3. Click "View” to go to the handbook details

4. Hover over one handbook section and click on button “Create comment”
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&« Handb"_ Click here or press CTRL + K B + Talk to Virgil S Update®  © Comments @ Download = @ E-signature : o 4

With your active involvement, creativity, and support, a will continue to achieve its goals. We sincerely hope you will take pride in
being an important part of a's success.

Please take time to review the policies contained in this handbook. If you have questions, feel free to ask your supervisor or to
contact the Human Resources (HR) department.

General policies
Employment at Will 4 Formatsue

Employment at Will

Employment at a is on an at-will basis unless otherwise stated in a written individual employment agreement signed by the president
of the company.

Thic maane that aithar tha amnlnvaa nr tha camnany mav tarminata tha amnlnvymant ralatinnehin at anv tima far anv reacnn with ar

o
We are not a law firm, or a substitute for an attorney or a law firm. Use of our website and its features is governed by our
Terms of Use and Privacy Policy . Use of our products and services is governed by our Terms and Conditions

5. You can input the comment or tag the colleagues for review and click ”Send”
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€= Handb_ .. Click here or press CTRL + K B + Talk to Virgil S Update. G2 Comments @ Download [ E-signature : Q

With your active involvement, creativity, and support, a will continue to achieve its goals. We sincerelv hone vou will take nride in
being an important part of a's success. ( aa ]

w aa \ 4 aha@ynpmail.cnm/
Please take time to review the policies contained in this handbook. If you have questions B

contact the Human Resources (HR) department. ( Comment @ \

. e Close
General policies

| Employment at Will

Employment at Will

Employment at a is on an at-will basis unless otherwise stated in a written individual employment agreement signed by the president
of the company.

Thie maane that aithar tha amnlnuas ar tha ~ramnany mav tarminata tha amnlavmant ralatinnehin at anmv tima far anu raaenn with ar

o
We are not a law firm, or a substitute for an attorney or a law firm. Use of our website and its features is governed by our
Terms of Use and Privacy Policy . Use of our products and services is governed by our Terms and Conditions.

After sending the comment, the comment will be created successfully, and you can review or reply by
clicking on the icon Comment next to the section or the button “"Comments” on the top command bar:
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& With your active involvement, creativity, and support, a will continue to achieve its goals. We sincerely hope you will take pride in
being an important part of a's success.

=
Please take time to review the policies contained in this handbook. If you have questions, feel free to ask your supervisor or to

@ contact the Human Resources (HR) department.

@ General policies

aD) Employment at Will

i Employment at Will

il Employment at a is on an at-will basis unless otherwise stated in a written individual employment agreement signed by the president
of the company.

a Thic maane that aithar tha amnlnvaa Ar tha ramnany mav tarminata tha amnlmrmant ralatinnehin at anv tima far anv raacan with Ar

features is governed by ou

our Terms and Conditions.

W

We are not a law firr a substitute for an attorney or

Terms of Use and Privacy Policy

Comments Comment Type: Open v X

+ Create task :

"Employment at Will"

aa 7, 0
W Oct 1, 2024 - 09:06 D E
Comment @
G Reply
+ Create task E
“"Welcome”
aa @ @

W 0Oct1, 2024 - 09:06

You can go to each Comment to reply, edit, delete and create task from the comment.

View History Log
2. Access URL https://member.virgilhr.com/ and login to your account



https://member.virgilhr.com/

2. After successful login, users will be taken to the Dashboard page where you can access the Handbook
page via the left navigation bar

® virgil

s how 1
{2} Home
(2] Chatbot
® My Queries DP 1
o Task P Starte
@ Legal FAGS & with your t
&) Resources

A\ctions

Law Comparison

[£] Handbook

(2 Product Support

E. Log out

3. Click to View or Edit Handbook

4. Click on the three dots button on the top command bar and click on History Log



’ Ed'ting “a“ Click here or press CTRL + K n S Updale. 3 Comments 5 Cance &
@ Editinfo
General Policies State Addenda .

& & ® History log + Add custom ©)

S Search for. B S lupdateavailable 4 <5 [ W Delete

v=

wce: All v Type: All »

B Welcome = Search for a policy B
a 9 Optional

© Check all
Welcome @ Edit = Move W <=

EB @ Imported Policy §

: . a .

g Welcome to [COMPANY NAME]! We are delighted that you have chosen to join Miaw
our organization and hope that you will enjoy a long and successful career with &. Custom policy
us. As you become familiar with our culture and mission, we hope you will take

ot S

il advantage of opportunities to enhance your career and further [COMPANY @ Optional
NAME]'s goals. Disability View

Accommodation Policy ...

@ You are ininina an oraanization that has a renutation for outstandina leadershin

Terms of Use and Privacy Policy . Use of our products and services is governed by our Terms and Conditions

5. Observe the History Log to keep track handbook changes

History Logs X

a a added policy Disciplinary Procedure to heading
Workplace Guidelines

Sep 30, 2024 - 23:29

a a added policy Time Off and Leaves of Absence to
heading Time Off and Leaves of Absence

Sep 30, 2024 - 23:29

a a added policy Holidays to heading Time Off and Leaves
of Absence

Sep 30, 2024 - 23:29

a a added policy Vacation to heading Time Off and Leaves
of Absence

Sep 30, 2024 - 23:29

a a added policy Sick Leave to heading Time Off and Leaves
of Absence

12.Comparison Tool
1. Access URL https://member.virgilhr.com/ and login to their account



https://member.virgilhr.com/

2. After successful login, you will be taken to the Dashboard page where you can access the
Comparison Tool page via the left navigation bar

® virgil

s how t
{2 Home
[ Chatbot
B My Queries D P 14t

Starte

o= Task P
@ Legal FAQs e with your t¢
(&) Resources

ctions

Law Comparison

[E] Handbook

(3 Product Support

E. Log out
3. To compare laws, you need to select at least 2 states in Step 1. You can turn on the toggle to
include the national laws in comparison
Law Comparison Click here or press CTRL + K B X Q&

@virgil,

an qui ompare:

With VirgilHR's multi-state comparison too

t jurisdictions to help ensure your

Step 1
Select States

aQ

@ Allstates
1/51 state(s) & federal district(s) are selected

@ Alabama
() Alaska
(1) Arizona

Include national laws (@ ]

A

4. In step 2, you need to select the topic you want to compare among states you selected



Law Comparison

Click here or press CTRL + K

B + Talkto Virgil [ SNY a W.4

-

virgLIR

With VirgilHR's multi-state con different jurisdictions to help ensure your

Step 2

Select Topic

Q

(O) All topics
0/1 topic(s) are selected

() ABC

5. In step 3, you can select the expected display that you want to view the comparison

Law Comparison

Click here or press CTRL + K

gHR
With VirgiHR's multi-state comparisen tool, you can quickly compare laws in different jurisdictions to help ensure your
organization remains compliant.

Step 3
Expected Display

Topic across top
Display topic by columns and allow you ta compare
side by side

__ State across top

O Display state by columns and allow you to compare
side by side

6. Then click Create. You can download the comparison by Excel/Word or change the comparison view
by clicking respectively on two button Downloads and State across top (if you already selected Topic
across top in step 3)/ Topic across top (if you already selected State across top) in step 3.

. L]
4p.  Law Comparison B + Taikto Virgl JHeYEY

Click here or press CTRL + K

(53] & Another comparison Download » = Topics across top
Lid Excel

Alabama # Pin Alaska Word e

1Background Checks
Q Background Checks - Supplemental
Guidance (Alabama)

B8

Background Checks Required by Law

(R

State law requires employers to conduct a criminal background
check on individuals in the following positions:

5
il > State Department of Education personnel as determined by

8]

Terms of Use and Privacy Policy . Use of

1Background Checks

Background Checks - Supplemental

Guidance (Alaska) .
Background Checks Required by Law

State law requires employers to conduct a criminal background

check on individuals in the following positions:

For determining a person’s suitability for employment as a

and its featur Joverned by
verned by our Terms and Conditions.




13.Product Support
You can ask for the support from VirgilHR team by clicking on Product Support tab on the left navigation

bar.

L |

Product Support

Product feedback
E] Give us feedback about

your VirgilHR experience

Help
2 Get help from VirgilHR
support staff

Close

1. When you click button Product Feedback, then you will be directed to the modal to submit your
feedback or improvement suggestion on current/new features. Then click Submit to send your

feedback.
x

Share your thoughts

What do you want to share with us?
() Leave comment

() suggest an improvement

() Request a new feature

'::I VirgilHR can contact me about this feedback

Cancel



2. When you click button “Help”, then you will be directed to the Share your thoughts modal to
share your concerns, issues, etc. with VirgilHR team. Then click Submit to send your thoughts.

Share your thoughts

Let us know the issue

Please share your issue with us. The
more details, the better...

VirgilHR support staff will respond as soon as
possible via email

Back
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