Implementation New Employee Training Plan
Training Goal
Provide new Implementation employees with the system knowledge, payroll foundation, cross-departmental understanding, hands-on experience, and client exposure necessary to confidently manage an implementation from initial handoff through successful go-live.
The training program will combine:
· isolved University coursework
· Hands-on system training
· Departmental training with department managers
· Project Manager shadowing
· Implementation Specialist shadowing
· Guided client ownership

Weeks 1 & 2 – isolved University & System Foundations
Objective
Build a strong foundation in isolved, payroll processing, system configuration, and the functionality most frequently used during Implementation.
Primary University Training Paths
Payroll Specialist Courses
Complete the Payroll Specialist Courses, with specific focus on the Shell Build training.
The Shell Build portion will provide the foundation for understanding how a new client environment is initially configured and prepared for implementation.
Payroll Processor 1
Complete the Payroll Processor 1 Course Path.
This should serve as one of the primary foundational training paths for all new Implementation employees.
Payroll Processor 2
Begin/complete the Payroll Processor 2 Course Path to continue building payroll knowledge and understanding of more advanced payroll functionality.
Payroll Processor 3
Begin the Payroll Processor 3 Course Path as appropriate based on training progress and role responsibilities.
Payroll Processor 2 and 3 may continue beyond the first two weeks if additional time is needed. The priority is comprehension and application rather than simply completing courses.

Weeks 1 & 2 – Department Manager Training
During the first two weeks, the new employee will also spend dedicated time with the manager of each department that participates in or is impacted by Implementation.
Each department manager should provide an overview of:
· What their department does
· Their role in the client lifecycle
· When their team becomes involved during Implementation
· What they need from the Implementation team
· Common issues or delays they encounter
· How Implementation can create a smoother transition to their department
· When and how the new employee should engage their team
Department Exposure
Training should include applicable managers from:
· Sales
· Payroll
· Operations
· Benefits
· HR/HR Services
· Tax
· Finance
Goal
A new employee should understand that Implementation does not operate independently. Every setup decision, communication, timeline, and piece of documentation can impact another department and ultimately the client's experience.
This cross-functional training should help new employees understand the entire client journey, not simply their individual responsibilities.

Week 3 – Project Manager Shadowing
Objective
Transition from system and process knowledge into understanding how implementation is actively managed.
The new employee will shadow a experienced Project Manager throughout the week.
Meetings to Shadow
· Internal Sales to Implementation Handoff
· Initial Client Contact/Soft Handoff
· Client Kickoff
· Weekly client meetings
· Internal implementation meetings
· Payroll preparation meetings
· Client training
· Go-Live preparation
· First payroll support
Project Management Training
The employee will observe how the PM:
· Begins and maintains the Project Plan
· Reviews Sales discovery information
· Establishes implementation priorities
· Determines estimated go-live dates
· Sets client expectations
· Tracks client deliverables
· Documents meetings
· Manages deadlines and milestones
· Identify risks
· Handles difficult conversations
· Coordinates across departments
· Escalates concerns
· Prepare clients for go-live
Progressive Participation
Beginning of Week: Observe and take detailed notes.
Middle of Week: Assist with documentation, project plans, follow-ups, and internal communication.
End of Week: Lead a small portion of an internal or client meeting with an experienced PM present.

Week 4 – Implementation Specialist Shadowing
Objective
Develop hands-on knowledge of how client environments are built, configured, validated, and prepared for payroll.
Areas of Training
The new employee will shadow an experienced Implementation Specialist while working through:
· Shell builds
· Client configuration
· Employee setup
· Earnings
· Deductions
· Direct deposit
· Taxes
· PTO and accruals
· Prior payrolls
· Payroll adjustments
· Onboarding
· Offboarding
· Benefits
· Data imports
· Payroll validation
· Reporting
Hands-On Training
The new employee should begin completing portions of system setup under supervision rather than only observing.
The Implementation Specialist will review the employees’ work and provide feedback on:
· Accuracy
· Efficiency
· Configuration decisions
· Documentation
· Data validation
· Payroll impact
· Troubleshooting
Particular attention should be given to connecting the hands-on work back to the Shell Build training from the Payroll Specialist Course and the knowledge gained through Payroll Processor 1, 2, and 3.

Week 5 – First Client Assignment
Objective
Transitioning the employee from structured training into guided ownership of their first implementation.
Whenever possible, the employee's first client should be a relatively straightforward implementation with:
· Smaller employee population
· Standard payroll configuration
· Limited integrations
· Limited custom setup
· Reasonable implementation timeline
New Employee Responsibilities
The new employee will begin owning the implementation process, including:
· Internal Sales Handoff
· Initial Project Plan
· Review of client documentation
· Estimated go-live planning
· Soft Handoff
· Welcome communication
· Kickoff Meeting
· Client communication
· Tracking deliverables
· Coordinating system configuration
· Maintaining the Project Plan
· Managing milestones
· Coordinating with other departments
· Payroll readiness
· Go-Live preparation
Guided Ownership
The employee owns the project, but an experienced PM/manager remains actively involved.
The manager should:
· Review the Project Plan
· Review the proposed go-live date
· Attend initial client meetings
· Review major client communications as needed
· Monitor project milestones
· Review system configuration
· Provide additional QA for the first payroll
· Coach the employee through issues rather than immediately taking ownership away from them

Ongoing Department Integration
Cross-departmental training should not end after Weeks 1 and 2.
As new employees encounter different services during their first implementations, they should continue working directly with the appropriate department managers and subject matter experts.
For example, when their first client has:
401(k) Integration: Spend additional time with the team responsible for retirement integrations.
Benefits/Open Enrollment: Work alongside the Benefits SME
General Ledger: Work with Operations to understand the GL setup and handoff process.
Attract & Hire: Work with the appropriate team to understand the setup, client introduction, and training process.
Payroll: Continue working closely with Payroll as the client approaches first payroll and go-live.
This creates real-time learning tied to an actual client need, which reinforces the University training and makes the information easier to retain.

Training Philosophy
The training program should follow a progression of:
Learn It → See It → Do It With Support → Own It
Weeks 1–2
Learn It
University training, Shell Build, Payroll Processor courses, HR Butler processes, and departmental education.
Week 3
See It
Shadow the Project Manager and observe how the client relationship and overall project are managed.
Week 4
Do It With Support
Work alongside an Implementation Specialist and begin completing actual system configuration.
Week 5+
Own It
Receive the first client and begin managing the implementation with continued coaching and oversight.

Training Completion Goal
At the conclusion of the initial training period, the employee should not simply know how to navigate isolved.
They should understand:
How Sales sets the client up for Implementation.
How Implementation plans and builds the project.
How the Implementation Specialist configures the system.
How Payroll prepares to support the client.
How Operations and other departments support additional services.
How each department depends on the others.
And most importantly:
How all of those pieces come together to create one seamless client experience from signed quote through successful go-live.

