Onboarding Training Resource Guide

Onboarding is initiated through the Offer Card process. For more information, refer to the Offer Process Guide
on the DHRM website. New Hires must accept the offer through PageUp to gain access to the Onboarding
portal.

The Onboarding Process includes:

v’ Activating onboarding in the offer card
Viewing and accepting the offer
Employee New Hire Tasks
Viewing Confidential Documents
Manager/HR new hire task management
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Activating Onboarding
In the offer card, complete the following Onboarding Details fields to activate onboarding:

A. Onboarding Form — “New hire form”

B. Onboarding Workflow - “Onboarding”

C. Reports to Manager - Manager/Supervisor the new hire is reporting to.

D. HR Rep/Onboarding Specialist - Agency HR Rep responsible for overseeing the onboarding process (if
applicable)

E. HR Rep/Onboarding Specialist 2 - Secondary agency HR Rep responsible for overseeing the onboarding
process (if applicable)

NOTE: The Onboarding Specialist is a permissioned role that gives a user access to confidential onboarding
documents like the new hire form & other onboarding forms (I-9, W-2, and VA-4). An access request must be

submitted to RMS Inquiry to be granted this permission.

Complete the remaining steps of the offer process as shown in the Offer Process Guide.

Viewing and Accepting the Offer
When the applicant receives the offer email from the PageUp system, they are prompted to login to their
applicant portal to view the offer.

A yellow banner displayed at the top of the screen contains a hyperlink stating, “View Offer”.

:: ﬂ(}lh :B(;Ls'-' %f

Welcome Joseph Home Update profile Update resumé Account

*fou have been made an employment offer for your C dian {R0045) application
View Offer b
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https://www.dhrm.virginia.gov/docs/default-source/hr/talent-management/rms/offer-process-guide.pdf
https://www.dhrm.virginia.gov/docs/default-source/hr/talent-management/rms/offer-process-guide.pdf

All the offer documents must be opened AND the checkbox next to statement “I have read and agreed to the
terms of the offer” must be selected, prior to offer acceptance.

Employment offer

You must read and agree to the terms of the offer before youw can accept or decline the offer.

Congratulations, you have been made an employment offer for your Custodian (R0045) application.
Please review the following documents before accepfing or declining your offer.
Once you have acceplted your offer, it can be refrieved again from within the "view application” link of the job.

Classified Offer Lefter -THIS OME. pdf

By clicking "l accept”, | confirm:

] 1 have read and agreed to the terms of the offer.

accept decline Back to home

If you are unable to open these documents, please download Adobe Acrobat reader by clicking on this icon.

) n;.ae'.-\]

Once the offer is accepted, a pop-up window with the New Hire Form will load for them to complete. If they
are unable to finish the form, they can exit and complete it later. There will be a link in their applicant portal
until the form is submitted.

»

£ New hire form Saved

Personal details v

Congratulations on your new position with our
organization, we wish to extend you a warm welcome.

To assist with the onboarding process we require you to
provide us with some important information as outlined
within this form. Please complete all mandatory
information at your earliest convenience.

First name [as on legal documents, e.g.. Social Security card)

Middle name (as on legal documents, e.g., Social Security card)

Last name (as on legal documents, e.z.. Sacial Security card)

Additionally, there will be a link to the New Hire’s onboarding portal in their applicant portal. For access, they
must select the “Go to employee portal” hyperlink in the yellow banner at the top of the screen.
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Welcome Joseph

Congratulations and welcome. You can now access the Onboarding portal for important information
relating fo your new position. Go to employee portal

The Onboarding Portal includes:

v Personalized welcome and guidance

v Benefits and Pay resources

v" Quick Links to employee resources (ex. Cardinal, COVLC, HR Policies, Employee handbook, etc.)
v" Onboarding Tasks

. sboutus  Employec Banefits  Resources My Tasks
m?

Hi Joseph

Welcome to the Commonwealth of Virginial ‘
Congratulations on taking the next step!

We are excited to welcome you to your new role and to the CoVA community.
Welcome to the Commenwealth of Virginia! We are delighted that you ore joining the GovA community and stepping into your new role in
public service. You are becoming part of a diverse, talented, and dedicated workforce committed to making o meaningful differance for
the people of virginia.

To help you get off to a strong start. we've creatad this onboarding portal just for you. Inside, you'll find quick aocess to key information and
tools you will use throughout your transition into stote sarvice:

+ Benefits and Pay - Explore your health, retirement, and leave bensfits, and learn how payrall works in the Commonwealth.

* Resources - find helpful guidance, policies, and support materials to orient you to the brooder CovA work environment.
* My Onboarding Tasks — Revisw ond complste impartont stsps that begin before your first day and continue throughout your first

year s you settle into your new role.

We encourogs you to taks time before your start dats to review the portal and complets any required information or forme. Theze early
steps will help ensure a smeoth and confident beginning.

Througheut your first year—and beyond—we are here to suppert you. If you have any quastions, please feel free to reach out to your

Employee New Hire Tasks
The new hire can access onboarding tasks by selecting the “My Tasks” tab at the top of the portal screen.

The tasks are grouped by the time frame in which they need to be completed in their first year (before the first
day, first day, first week, etc.). Each task will have a due date and show the task title as green and struck
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through when completed. One reminder email is sent to the employee when a task is close to the due date.

BEFORE THE FIRST DAY:

Review and
Complete I-9
com

ReviewUseof  Due:19Feb Employee Due:19 Feb standard Due: 19 Feb Hybrid Due: 19 Feb
. 2024 " 2024 2024 ; 2024
Electronics Work Profile Telework Retirement

and Social (EWP) Agreement Plan

Media form Beneficiary

On completion, HR Reps/Onboarding Specialist and/or Hiring Manager’s New Hire Tasks management screen
will show the status of “Completed”. There is no email sent to the task managers when a task is complete.

Uploading documents

Some tasks allow for the uploading of signed documents. Within the task, there will be a button labeled
“Open”. Once selected, the new hire will search for the digital document on their device and upload it into the
task. By clicking “Submit”, the document is saved and the task is marked as complete.

Uploaded documents can be accessed by the HR Reps/Onboarding Specialist and/or Hiring Manager’s through
the individual’s applicant card.

Acceptable document formats are .doc,.docx,.docm,.pdf,.txt,.rtf,.xls,. xIsm.

Viewing Confidential Documents

The following new hire documents are flagged as confidential due to sensitive information:
v" New Hire Form

v 19

v W-2

v VA4

Only those with the Onboarding Specialist permission will
have access.

The forms can be viewed through the applicant card as

follows: Offers

On the non-recruiter dashboard in the Offers tile, select 0 Offers awaiting your approval

“New Hires”.
81 New hire t

Click the name of the applicant to open the applicant card.
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My new hires

First name: Last name: Requisition Number:
Title: Application Status: Business unit:
Select -
Agency:
No Business unit s

N Flear @

Applicant nam Aequisition Num Ti Application Status Date started Actions

Bobby Applicant 5037785 Director of Security (000 Hired Apr 25, 2026 View offer details Wiew all tasks
Ty Applicant ; 5043188 Customer Suppor: Spec New Hire Form Compls  May 5, 2026 View offer details Wiew all tasks
Jo Applicant 5049829 Digital Initiatives & Web  Offer Accepted Apr 25, 2026 View offer details View all tasks

Page 1 of 1 it Records 1 to 3 of 3

There are two ways to find the uploaded forms in the applicant card:

1. Inthe Applications tab, select “View” under the Form heading in the job.

Applications History Scheduled emails Resume

© 5047999 - Custodian (R0045) []

Date submitted Applied via Status changed Aug 31, 2026 Offer Resume

Mar 5, 2025 Careers website Hired Offer accepted View

All the uploaded forms will be listed at the top of the page under the application. Each one has a
hyperlinked title that can be selected to move quickly to the document.

7= Print application X Close window

Applicant 1D: s

The following forms have been completed:

Primary application form - ARCHIVED State Employment Application

New hire form
I-9 Form Upload
VA-4 Tax Form Upload

Electronics and Social Media form upload

Primary application form - ARCHIVED State Employment Application

. Weighted

Personal Information

If current or former employee, please select your current/former agency or select never been employed.
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2. In the History tab, historical actions on the applicant record will be displayed in the window. The logs
can be filtered down to only show information for one job.

4

From the Item dropdown, select “Forms”.

Applications History Scheduled emails Resume

Job Item

All ] [ All

<>

Al

. =) Application submissions
Today. 10:27am  ([R)  custodian o0as)
= Documents
Onboarding For
View Notes ! ,
Py Notes (user)
Today, 10:26am | lj| Document
Nl Offers
Joseph Collins Custodian (R0045)
Rankings

Employee docum
Tasks/reminders

ED RS Video Interview

LR DT I\_r:./l Custodian (RO045) (5047999)

Onboarding Form: VA-4 Tax Form Upload, Status: Completed

View

Click “View” to open the applicant form window.

Scroll to the form and click the document file name to download and view.

New Hire Task Management
HR Reps/Onboarding Specialists and/or Hiring Managers listed on the offer card can manage new hire tasks. A
user’s permissioned roles will determine the route to get to the management screen.

On the Non-Recruiter Dashboard in the Offers tile, select “New Hires”.

’

Offers

0 Offers awaiting your approval

&
81 New hire tal

On the Recruiter Dashboard under Manager Activities, the “New hire tasks” item can be selected to view
assigned or completed onboarding tasks that have been done by the Employee and Managers/HR Reps.
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Dashboard ale

i1 Current jobs @ Primary teams & users hd

@ O [l Manager Activities

Total Offer

al @ Senior Test Developer

Offe

In the “My new hire tasks” window you can:

1. Choose specific employees
and/or
2. Select specific tasks.

My new hire tasks

Employee: o Task: 9

Bobby Blair Assign Mentor
Assign Workspace
Jamie Norman Celebrate Employee's One Year

Title Employee BadgelD Step di Hiring mana, Job Start date

HR - Complete New Hire Forms Bobby Blair Apr 18,2( Jason Recruiter ~ Operations mz Apr 25, 2024 View all tasks
HR - Request Employee Badge Bobby Blair Apr 18,2( Jason Recruiter ~ Operations mz Apr 25, 2024 View all tasks
HR - Request Employee Parking Pass Bobby Blair Apr 18, 2( Jason Recruiter ~ Operations mz Apr 25, 2024 View all tasks

Filtering by task can be an easy way to review whether a task is complete.
Once your filter selections are complete, click Search to view the results.

Click View all tasks at the right end of the task row to see a complete listing of tasks per employee.

New Hire Task Management

New hire tasks 0
screen options: \
Bu!:lfiy Blair e o Add mew task.
. Operat
1. Review all tasks . 1
art date
Apn 75, 2004
2. Add new task — S Se— =
3 . N otify e m p I oye e of T . Review and Complete W-4 Tax Form Bobby Blair 24 Apr 2021 Overdue Fa
u p d a te S Compete Pty s B Review and Complete VA-4 Tax Form Bobby Blair 24 Apr 2021 Overdue £|a
4 Ed it a t as k I . G . Standard Telework Agreement Bobby Blair 24 Apr 2024 Overdue /
. Ipload Document
©
5 D e I ete a ta S k ( * on Iy 18- Follows Up i Suparvsor N Review Employee Handbook Bobby Blalr 24 Apr 2024 Completed i
on boa rd i ng Specia | |St) My Favorite Tasks @ Equal Employment Opportunity Executive Ordar Bobby Blair 24 Apr 2024 Completed
6 Ad d 0 pti 0 n a I ta S ks Review Standards of Conduct Bobby Blair 24 Apr 2024 Completed
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Review Tasks

The task list begins with items in the Before the first day group and ends with the completion of the First Year
group. In this task window you can see each task group, who it’s assigned to, the due date (if applicable), and
status. Scroll down or up to see all the tasks listed.

@
Task Assigned to Due date Status
: Before the first day: +Add
n Review and Complete W-4 Tax Form Bobby Blair 24 Apr 2024 Overdue 2L 8
+ Review and Complete VA-4 Tax Form Bobby Blair 24 Apr 2024 Overdue 2§
+ Telework Ag t Bobby Blair 24 Apr 2024 Qverdue pa
+ Review Employee Handbook Bobby Blair 24 Apr 2024 Completed P
~ Equal Employment Opportunity Executive Order Bobby Blair 24 Apr 2024 Completed pa
Review Standards of Conduct Bobby Blair 24 Apr 2024 Completed P
Add New Tasks

When the Add new task button or Add is selected, a “New task” pop-up window appears.
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New hire tasks

Bobby Blair

Position
Operations manager

\ i —

Start date Task
Apr 25, 2024

Assigned to Due. - Status

i : +Add
Notity updates Before the first day:

In the “New task” window:

1. Enter the “Title” of the task.

2. Select the “Group” to indicate when the task should be
completed.

3. Set “Due date” and “Due time” as needed.

4. Add instructions in the “Description” box.

5. Assign task to Employee, Manager, or Both under “Task
allocated to”.

6. Select Create button to save the task

Notify Employee of updates

New task x
Title*
Schedule Lunch with Team
Group*
First Month <
Due date Due time

~- o
Description Merge fields
B/ UYUSESE === - @

Schedule a time for New Hire to meet with the Team for a
lunchtime Meet n Greet. Find a time the works best for most
of the team.

Activity type

Select

<«

Task allocated to*

Both @ Manager Employee

Additional task owner

Search

Cancel

To inform new hire of added tasks or updates select the Notify updates button on the top left of the screen.

Once selected the user will see a pop-up window with a simple email template that has a link to their
employee portal. Update the email as needed and click the Send button to complete.

NOTE: This will only send notifications to new hires.
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New hire tasks
Email employee *
Bobby Blair 9 From"
Position PONNETTE.SMITH@DHRMVIRGINIA.GOV
Operations manager
Start date Subject*
Apr 25,2024 Onboarding task updated
. Befor
( Qontiprates ) Message® Merge fields
Review B 7 US&§ = i= = O
Add optlonal tasks ~ -
Dear JAMIE,
Review This is a notification to advise that some updates
Complete Probationary Review + have been made to your onboarding task list.
Please login HERE to review the updates.
Standa
Upload Document + Regards,
Jason Recruiter .
Review
HR - Follow Up with Supervisor +
My Favorite Tasks v Equal
(-
Edit Task

When the pencil icon on a task row is selected, an “Edit task” pop-up window appears.

Review and Complete 24 Apr
Bobby Blair Overdue

VA-4 Tax Form 2024

Standard Telework 24 Apr -
Bobby Blair Overdue pa

Agreement 2024

Review Employee 24 Apr .
Bobby Blair Completed pd

Handbook 2024

Equal Employment

. . 24 Apr .
Opportunity Executive Bobby Blair 2024 Completed pa
Order
Review Standards of 24 Apr .

Bobby Blair Completed pd
Conduct 2024

Update task fields in the task editing window. Select the Update button once completed.
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Edit task x

Title®

Review and Complete W-4 Tax Form

Group*
Before the first day: o)
Due date Due time
Feb 19, 2024 ——— ©
Description Merge fields
B 7 UY§S E-i=- 8= - @

Review and Complete W-4 Tax Form

Delete Task
This function is only available to users with the role of Onboarding Specialist.
Delete a task by selecting the trashcan icon on the task item, if applicable.

If the trashcan icon is not available, edit the task and move it to the “Not applicable” group. This will remove
it from main task groups.

New hire tasks
JAMIE NORMAN
s Add new task
Position
QA Test Analyst
Start date Task Assigned to Due date Status
Apr 15, 2024
. . +Add
( e ) Before the first day
Revi d Ce I -9 JAMIE NORMAN 14 Apr Overdi *
Add optional tasks ~ leview an omplete |- 2024 verdue VA E
Complete Probationary Review + Review and Complete W-4 Tax JAMIE NORMAN 14 Apr Overdue P i
Form 2024 .
HR - Follow Up with Supervisor + Review and Complete VA-4 Tax 14 Apr R
JAMIE NORMAN Overdue 2 u
Form 2024
My Favorite Tasks v
14 Apr .
Standard Telework Agreement JAMIE NORMAN 2024 Overdue L
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Add Optional Task(s)

Optional tasks in the left task box can be added by

selecting the plus (+) sign next to the appropriate task.

Like the “Add new task” action, an editing pop-up
window appears where the details of the task can be
defined before saving to the task list.

NOTE: The “Upload Document” task can be used to
create a task that will allow for the upload of a single
document. This is utilized as an option which provides
the ability to upload any document of choice to
whomever it is assigned to.

Task Statuses

As tasks are completed by the new employee and/or
manager, the task list will reflect this in the Status

New hire tasks

Bobby Blair
Position
Operations manager

Start date
Apr 25,2024

( Notify updates

) Before the f|

Add optlonal tasks

Complete Probationary Review

\ Standard Telew
Upload Document -+

HR - Follow Up with Supervisor

Review and Co|

Review and Co
+

Review Employ]

My Favorite Tasks

e Equal Employm

column. “Completed” will show in green and “Overdue” tasks appears in red on the dashboard.
Emails are not sent as tasks are completed. The task management screens are where statuses can be reviewed.

Task Assigned to

Before the first day:

Review and Complete W-4 Tax Form Bobby Blair
Review and Complete VA-4 Tax Form Bobby Blair
Standard Telework Agreement Bobby Blair
Review Employee Handbook Bobby Blair
Equal Employment Opportunity Executive Order Bobby Blalr
Review Standards of Conduct Bobby Blair

Due date

24 Apr 2024

24 Apr 2024

24 Apr 2024

24 Apr 2024

24 Apr 2024

|

Status
\ +Add

‘ Overdue AN |
Overdue VAN |
Overdue £
Completed 7
Completed £
Completed P

24 Apr 2024

12

NOTE: Always verify the
completion of all tasks
for accuracy.
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