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ONBOARDING

Onboarding refers to the activities that relate to the hiring of an applicant and the assignment of tasks for them to
complete. These tasks usually include the review and/or completion of certain documents required for employment.
The documents can simply present information to the applicant (company benefits explanations or holiday schedules),
or be used to gather information from the applicant (tax forms, emergency contacts, and other such forms). Onboarding
allows users of Position Manager® to track the progress of tasks and status of documents, approve them once reviewed,
and complete the hiring process with the applicant.

INITIATING ONBOARDING

The first steps for onboarding are flagging an applicant that requires onboarding and deciding which tasks and/or
documents need to be assigned to that applicant.

When you decide to initiate onboarding, it is not necessary to select which documents/tasks to assign to the applicant at
that time — this can be done at a later date, even by other users. Assigning a document automatically initiates a task for
the applicant to review and/or complete that document.

There are two main ways to initiate onboarding:

1 New Hire Wizard. The New Hire
Wizard contains an Onboarding

step that allows you to indicate Onboarding
. . Select New Hire Letter Does this new hire require onboarding? @ Yes No
onboarding is needed for the Additional Applicants ) ’
Assign onboarding documents now? LR No
applicant and assign the necessary
. . Add Document Group: | QA Group 2 A 7]
documents — all in a single step. ‘ 1]
. . & add Document(s)
This wizard can be launched by T T E—— ==
Selecting the Hire Appllcant Option = 1 Employee Benefits Enroliment QA Group 2 b
. = < Caonfidentiality Agresment QA Group 2 x
from the Take Action menu on the 1 5 oo et voenr
Applicant Details page.
. Appli t N : Dev A L t Status: EREEeGY
7 Update Status. Onboarding can ppicant Tame: e i —

also be initiated by updating the

Update Status: LFile - Hired
status of an applicant to “File — Enable Onboarding: ]
Hired.” When this is selected as a +Add Note
status, you are presented with the “
Cancel

option to Enable Onboarding in
the pop-up window. Checking this

option indicates onboarding is necessary, though you will not be able to assign documents at this time.
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ASSIGNING ONBOARDING DOCUMENTS
After you have indicated that an applicant requires onboarding, you can assign tasks or | Take Action ~
documents to the applicant for their review and/or completion. Assigned documents Eﬁemﬁi”"
appear to the applicant from their profile page on the career site (under My Tasks), where Add Document(s) From Template
X X Add Document(s) Fram Computer
they are able to view, complete, and submit any necessary documents and forms. Correspend with Applicant
Edit Application

As mentioned, assigning these documents can take place directly from the Onboarding step :::z&f;plicatinn to Manager
of the New Hire Wizard. However, you can also assign documents by selecting the Assign Send Custom Form to Manager
Onboarding Documents option from the Take Action menu on the Applicant Details page. Assign Onboarding Document(s)
Regardless of the method used, the resulting pop-up window contains the same options for assigning documents.
These options allow you to assign documents individually or by groups.
A Using the Add Document Group drop-down

menu adds all documents in the selected New Hire: Kareena kapoor

group to the document table. son Onboarding Documents .

. L. Add Document Group: QA Group 2 -9

B You can also add individual documents, even

. . . . n U Add Document(s)

if they are in other groups, by clicking the B e —

Add Document(s) button and selecting the

= 1 Employee Benefits Enrollment QA Group 2 X
individual documents you wish to include. S| 2z Confidentiolity Agreement Q4 Group 2 x @
=| 3 Drug Free Information QA Group 2 x
C Need to remove a document from the list? =) ¢+ 200010 User Added x
Just click the Remove icon (#) in the table.
Send Letter -
D You can also change the order in which the I Send New Hire Letter
documents appear to the new hire using the o I
first column in the table to drag-and-drop a

document to a new position.

REVIEWING ONBOARDING DOCUMENTS

Once documents have been assigned to an applicant, you may view the documents at any point by visiting the New Hire
tab located in the Additional Information section of the Applicant Detail page.

This table provides the ability to view documents

) . | Documents | History | Screening | Asplication | New Hire
by selecting the link under the “Document Name”

Onboarding | MNew Hire Information

COIUmn, mark dOCUmentS as uclosed” (|f the & Close © Delete & Print @ Reassign Documents
DDvwmanlNamw Status Status Date Days Old Routed To
applicant has completed necessary forms), Dlravrol Completed oa/o/2014 5
. . [JEmployee Benefits Enrolimen Assigne / 4
reassign documents back to the applicant for e e e B :
[Ocenfidentiality Agraement Completed 02/05/2014 5
further review or completion, and delete o —— p— s -
documents or print selected documents as well. % 1] rage[t Jot Disglaying tems 1 - 4 o4
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ONBOARDING — THE APPLICANT EXPERIENCE

This section of the quick start guide describes the onboarding process as experienced by the applicant. This is meant as
a reference for Position Manager users.

COMPLETING ONBOARDING TASKS

When onboarding documents are assigned to an applicant, they appear under the My Tasks area of the New Hire Home
page on their career site profile. These tasks are the documents that must be reviewed, completed, and submitted to
the HR department by the applicant.

An email notification is sent to applicants when onboarding documents have been assigned. This email contains a link
that opens the New Hire Home page after logging in to the career site. From there, completing onboarding documents is
a simple process:

1 From the My Tasks area on the New Hire

My Account
Home page, click the name of a document

N Back To Search Results

to review. The document opens in a new ey, CI=S L

browser window.

T RREE . —

!

Organization: Afbours Congratulations on your new position with Healthcaresource Medical Center! You are or soon will be a
. . . Homecore member of our hospital community, where staff members are passionate about quality care and
2 CO m p I ete t h e req ul red f| e Id S in th e Schadute: workplace innovation. This site has been designed to help ease your transition into our facility.

Mansger: Heather
Please notice the new hire paperwork that has been assigned to you below. We will need you to

d ocument. I n most Cases, req u | red f|e I dS R Contact: Jayder A complete all the documents listed before the start date listed on your offer letter so please follow

indivudal document instructions to complete and send back to Human Resources.

i 1f hav iestions during this ple: 1l H; R t 555-555-5555 il
are marked |n red On the form_ usy:lu &_ue.a;‘ly\qy onsl uring process please call Human Resources al or emal

Welcome to our team.

Note: Some form fields can be pre-
populated based on information
submitted with applications.

3 When the necessary fields have been

L_;! SYSTEMS ACCESS ELECTRONIC SIGNATURE

completed, click the Send to HR button at s e o e S ey e e
® p;nn\:‘c)x‘i codn] !r:.?n my emum;.c :lpn.mu: . DA\‘:‘lgndlg my {nuwo::‘;o;i: 71 n;x of another, ot uldllll!zmg the pm;whx: code
the bottom of the form. b B oy Py it ot 1 ATk o s et s 1
o e o e T e 1 b e myaes > ik Uosmbertnd et
CONSEQUENCES
DOC ume ntS th at are se nt tO H R are co nSi d e red :‘:‘::Xﬁ&:;::::.la‘n::m:?:::’::;;;mx may result in disciplinary action up to and inclnding dismissal
comp'ete. The Status of these documents is ::;nl’\lp:f.::‘u:hthn shall have the same force and effect as my written signature and indicates that I will abide with
. Jane Foster XOKXHXHRXX.
displayed as Completed for both the 2 L Eaployse Name Eanployee Soca Secerky Nenbes
. . L. Jane Foster 31814
applicant and users in Position Manager. Eaplojes lecuunic Sigamy et
Though applicants can view completed SeRT| v |

documents in their My Tasks list, they are not
able to make further edits to those documents.
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NOTES

Additional items to consider when working with onboarding tasks are listed below.

e Completing PDF forms requires the latest version of Adobe Acrobat. Career sites perform system checks to
make sure the latest version is available and prompts the user to upgrade if not. Forms cannot be completed
and submitted unless the most recent version of Adobe Acrobat is available.

Application History | My Profile | New Hire Home

In arder for you to complete the documents and submit them o Human Resources online, you need to install the latest version of Adobe Reader.

e Applicants are able to save their progress on documents without submitting a final version using the Save as
Draft button located on the bottom of forms. When a draft is saved, the status of the document is updated to
Started for both applicants and recruiters. Applicants can re-open these documents to complete and submit
them to HR at any point.

Task Status
2013 W4 Completed
201319 Not Started
Confidentiality Statement Started
EEO Data Not Started
Hospital Identification Card Mot Started




