QUICKSTART GUIDE

Getting Started with
Mitratech Mineral



https://trustmineral.com/

Say hello to your Mitratech Mineral Platform™, designed to help you get and stay ahead of

HR and compliance challenges. Set yourself up for success with a step-by-step guide to

getting the most out of the Mineral tools, resources and information.

Login to the Mitratech Mineral
Platform now.

Select “Forgot Username or Password?”
on the sign-in page if you do not know
your login credentials.
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https://apps.trustmineral.com/auth/login

Getting started in three easy steps

/) Step1l:Setup your profile

Mitratech Mineral constantly monitors laws and regulations so that you know what actions to take and
when. Many of these regulators vary based on your number of employees or what states you operate
in, so make sure that you get the most relevant recommendations by updating your company profile.

# To get started, select the Avatar 2, located on the menu bar and select Company. From here,
you can select Edit to:

# Update Company Information: Review or update the information here to ensure your company
information is up-to-date.

# AddaNew Location: On the right-side menu, select Add Location. Complete all required boxes
for the new location and select Save Settings.

HR Compliance Company Policies Safety Training HR Tools Templates Resources

< Edit Company Inforrmation  seungs

Clierit 1D ADD USER

IMPORT USERS
Client Name VIEW ALL USERS

1822730

Display Name
ADD LOCATION
IMPORT LOCATIONS

as a system name that may be different from your internal, company account name.

VIEW ALL LOCATIONS

SEND WELCOME EMAIL
BATCH

Learn more - - . .
- ~  TIP: You can also import multiple
tti tarted: Wel to Mitratech Mi | .
* Getting Started: Welcome to Mitratech Minera contacts by using the Import
e User Guide: System Administration for o fi
Company Administrators ontacts opton.
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https://apps.trustmineral.com/help-center/getting-started/quick-reference/6pkXUdgH2KzHHBaXYoiZDR/details
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2 ) Step 2: Personalize your dashboard

Your dashboard acts as a central hub for all your HR and compliance needs. When you sign in, you'll
see your dashboard, where you can customize the Mineral Platform to focus on the most relevant

information for you and your business.

To customize Your experience:

# Add content and articles to My Favorites: Add your most-used content to your Favorites

»

Learn more

HR Compliance

list for quick reference.

compliance needs.

Company Policies Safety

My Dashboard

Training HR Tools

Termplates

View To-Do items: Keep track of your recommendation acted items and upcoming

Resources

Explore the Compliance Calendar: Want to see what compliance deadlines are around
the corner? The Calendar highlights important dates relevant to your business.

FEATURED CONTENT

Federal: Green Card and EAD
Redesigned

On January 20, 2023, the LS. Citizenship and
Immigration Services (USCIS) announced new
designs for Green Cards (officially known as Pe..

Was this relevant? 5y CP 60 TO PAGE

e How-To Video: How to Reorganize
the Content on My Dashboard

Check out key news, compliance updates, and information vital to your business

UPBATED

New and Updated Resources

Qur featured resources this month include benefits notices for new hires,
a guide on Medicaid enrollment and redetermination, and a Quick Takes
wvideo on the basics of USERRA.

VIEW ARTICLE

Federal: DOL Releases Guidance
Covering Telework, FLSA (includin...
On February 9, 2023, the U.S. Department of
Labor (DOL) issued Field Assistance Bulletin
(FAB) No. 20231, addressing the following top

Wias this ralevant? ot LD G0 TO PAGE
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California: Non-Emergency COVID-
19 Prevention Regulations Approwv...
Effective February 3, 2023, the Califernia
Occupational Safety and Health Standards
Board's (0SHS8) non-emergency COVID-19 pre.

Wias this ralevant? LD GO TO PAGE

@
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Step 3: Explore the HR Compliance Library

No more scouring the internet— the HR Compliance Library is your one-stop, searchable resource with
the information and tools you need to answer your HR and compliance questions, no matter how large

or small.

Not sure where to begin? Here's a few places to get you started:

¥ Take the HR Assessment: Use the HR Assessment to identify your strengths and potential

HR gaps.

# Review your Law Alerts: Law Alerts is where you'll find information about new and

changing State and Federal laws.

# Find answers in Q&A: Got an HR question? Browse the Q&A for answers to frequently asked

HR questions.

HR Compliance Company Policies Safety Training HR Tools

HR Compliance

Secroll down to learn about your latest compliance obligations.

HR Assessment

o identify your company’s strengths and potential risks.
n changes your company can make o be compliant and

TAKE HR ASSESSMENT

Law Alerts

Keep up with the latest laws that affect your state or locality

Priority  Subject

Delaware: Family and Medical Leave Law Enacted and Begins in 2025

Nevada: Minimum Wage Increase

Learn more

¢ HR Assessment User Guide
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Effective Date ! T

01/01/2025

07/01/2024
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Next Steps with Mitratech Mineral

i

View the Help Center

Learn how to get the most out of Mineral with how-to videos, user guides, FAQs and more

found in the Help Center.

Free Mineral Training Webinars

Ready to get a deeper dive into Mineral
solutions? Register for an upcoming training
webinar for guided tours of the platform.

Register Now
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