il I//,/

1 E landal

///”\\\\ Holiday breaks in nature

\\"\\\II////

WOdeOyK Step by step Guide

Onboarding — hire completion, pre-hire completes onboarding
tasks
Purpose

To guide HR Generalists, managers, and new hires through the onboarding process in
Workday, starting from pre-hire data entry, followed by hire completion, and concluding
with onboarding task assignments.

Overview

The onboarding process begins after a candidate accepts an offer. It includes:

e Pre-Hire Data Entry by HR Generalist
e Hire Process Initiation
e Onboarding Tasks for the new hire and manager

Step-by-Step Instructions

Step 1: Pre-Hire Data Entry (HR Generalist)
o After the candidate accepts the offer, the HR Generalist must:
o Enter the candidate’s full name
o Fillin contact details:
= Email address
= Phone number
= Home address
Step 2: Initiate Hire Process
e Once pre-hire data is complete:
o Recruiters or HR initiates the Hire business process in \Workday.

o This creates the employee record and transitions the pre-hire to an active
employee.
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Step 3: Pre-Hire Completes Onboarding Tasks
e The new hire logs into Workday and completes:
o Personal information
o Tax details
o Bank details
Step 4: Manager Assigns Onboarding Tasks
« The manager assigns:
o Welcome tasks

o Team introductions

o First-day logistics

Good Evening, On Behalf of: Thijs Willems ts Tuesday, 2 September 2025

Awaiting Your Action
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