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Purpose: Onboarding is a key piece in the student employee life cycle. This job aid describes the steps to set up onboarding for a new student employee in Workday. This business process kicks off after the employee has been hired officially.

[image: ]Steps to set up onboarding for a new hire:
1. Click the Tray icon             on the top right corner of your Workday Homepage to navigate to your Inbox.
2. The Inbox screen appears.
3. Click the Onboarding Setup for Hire message.
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4. The Onboarding Setup screen appears. The Message to the new hire and the Notification Message to the point of contact(s) are auto populated. It is encouraged that you personalize these items to your team and new team member. 
5. Enter the name(s) of other employee(s) that the student employee should meet in the Select People field. Ensure that the Notify checkbox is selected. 

Note: the message and selected people will be visible to the new hire via the Onboarding Dashboard.

[image: ]

6. Enter the Helpful Contact names if any – this would be a great place to include contacts within the Student Employment Office for additional support. Click Submit to confirm.
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7. A pop-up message appears, “Success! Event Submitted”.

Result:
You have completed the steps to set up onboarding for a new student employee in Workday.
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Actions Archive

Viewing: All SorBy: Newest v

Delegation for Reese Witherspoon on 11/24/2021
20 day(s) ago- Due 10/22/2021 2

One-Time Payment: Workday University (Joseph Aoun
(Inherited))

1 month(s) ago - Due 09/29/2021; Effective 10/01/2021

Delegation for Natasha Romanoff on 10/01/2021
1 month(s) ago - Due 09/15/2021 H

Onboarding Setup for Hire: Whitney Houston - P000436
Compensation and Benefits St Associate (11) on

08/24/2021
2 month(s) ago - Due 08/28/2021; Effective 08/24/2021
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Onboarding Setup D]

2month(s) ago - Due 08/28/2021;Effective 08/24/2021

Helpful Contacts: Please add any local points of contacts (3-10 people) who may be important resources for your new hie. This may include your localsystems acmin, HR contact, and/ or space orlabs coordinator, a5 appropriate. Youmay
also want to 20d your college/ division HR business partner or your dept. administator. This feld can only accept a persor's name, not a website o group email address.

Message | Welcome to the team! We're excited to have you join us. 1l be meeting with you during your first

week to set expectations and outline your onboarding plan. Over the course of your first few weeks,
please take some time to meet with the people listed below - colleagues, internal partners and

People to Meet

X Reese Witherspoon =
[Notification Subject + | Youive been selected as a person to meet!

Notification Header  Hiring Manager: Reese Witherspoon
Worker: Whitney Houston
Start Date: 08/24/2021

Notification Message * | Youive been selected as someone to assist in onboarding our new colleague during their first few
weeks at Northeaster. Please plan to meet with them to get them set up with resources they may
need; to discuss how you will work together, any projects that are relevant; and to answer any
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Process History

Joseph Aoun Due 08/28/2021
‘Onboerding Setup- Awaiting Action

‘Save for Later cancel
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