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The homepage of HR365 Employee Onboarding features two processes: one for onboarding employees and another for offboarding

them.

SharePoint

L Search this site

My Active Tasks O | My Overdue Tasks 65 | Pre-onboarding 14 | Onboarding 17 | Offboarding 3 | All Active Tasks O | All Overdue Tasks 505 | oOnboarded 17 | Offooarded 0 .

allocated

In home page menu bar:

e My Active tasks: The tasks that need to be performed are displayed in this section.

33 SharePoint

L Search this site

Q. search Department Employee Process Category Status €§3 =
Task Name Start Date Due Date Overdue Days Employee Category Task Remarks Department Process
Task Name Start Date Due Date Overdue Days Employee Category Task Remarks Department Process
Joining kit shared 05/29/2023 05/31/2023 329 Shyanne Bishop Post Joining Admin Onboarding
Joining kit shared 05/29/2023 05/31/2023 329 Esther Curry Post Joining Operation Onboarding
;ﬁ;ac;'f;& gl 05/29/2023 05/31/2023 329 Esther Curry Post Joining Operation Onboarding
Joining kit shared 05/29/2023 05/30/2023 330 Shayna Hansen Post Jaining Operation Onboarding
;ﬁ:;‘f;& o= 05/29/2023 05/30/2023 330 Shayna Hansen Post Joining Operation Onboarding
Joining kit shared 05/30/2023 05/31/2023 329 Myah Gambert Post Jaining Admin Onboarding
:ﬁ;a[fa'fe';& eeet 05/30/2023 05/31/2023 329 Myah Gambert Post Joining Admin Onboarding
Lecation & seat 05/31/2023 05/31/2023 329 Jaylyn Braun Post Joining Operation Onboarding

My Overdue Tasks 65 | Pre-onboarding 12 | Onboarding 18 | Offboarding 3 | All Active Tasks 22 | All Overdue Tasks 505 | Onboarded 17 | Offboarded 0 .

e My Overdue Tasks: A task that remains incomplete within a specified number of days.

33 SharePoint

L search this site

Q search Department Employee Process Assigned to Status x =
Task Name Start Date Due Date Department Process Status Employee Category Assigned to
Task Name Start Date Due Date Department Process Status Employee Category Assigned to
Wheel Chair 04/25/2024 04/26/2024 Admin [Pre= ) Not Started john Pre-onboarding Admin Head
Onboarding
Wheel Chair 04/25/2024 04/25/2024 Admin Pre- ) Not Started john Pre-onboarding Admin Head
Onboarding
Wheel Chair 04/25/2024 04/25/2024 Admin R ) Not Started john Pre-onboarding Admin Head
Onboarding
4 »
10of 1 Entries 10 < 1 >

My Overdue Tasks 65 | Pre-onboarding 12 | Onboarding 18 | Offboarding 3 | All Active Tasks 22 | All Overdue Tasks 505 | Onboarded 17 | Offboarded 0 .

https://bitzap.sharepoint.com/sites/DEM02022/SitePages/Employee-Onboarding-Modern.aspx#/

You canview the details of a task by clicking onits name.

SharePoint

Task Details

Q search Department Employee Process Category Status ﬂ @ =
Task Name Start Date Due Date Overdue Days Employee Category Task Remarks Department Process
Task Name Start Date Due Date Overdue Days Employee Category Task Remarks Department Process
Joining kit shared 05/29/2023 05/31/2023 329 Shyanne Bishop Post Joining Admin Onboarding
Joining kit shared 05/29/2023 05/31/2023 329 Esther Curry Post Joining Operation Onboarding
;ﬁging =t 05/29/2023 05/31/2023 329 Esther Curry Post Joining Operation Onboarding
Joining kit shared 05/29/2023 05/30/2023 330 Shayna Hansen Post Joining Operation Onboarding
;ﬁ;‘a‘t"e‘;& seat 05/29/2023 05/30/2023 330 Shayna Hansen Post Joining Operation Onboarding
Joining kit shared 05/30/2023 05/31/2023 329 Myah Gambert Post Joining Admin Onboarding
;ﬁ;‘a‘t"e‘;& seat 05/30/2023 05/31/2023 329 Myah Gambert Post Joining Admin Onboarding
Location & seat 05/31/2023 05/31/2023 329 Jaylyn Braun Post Joining Operation Onboarding

My Active Tasks 3 | My Overdue Tasks 65 | Pre-onboarding 12 | Onboarding 18 | Offboarding 3

Q_ Search Department Employee Process

Task Name Start Date Due Date Overdue Days Employee

ask Name Start Date Due Date Overdue Days Employee
05/29/2023 05/31/2023 329 Shyanne Bishop

oining kit shared 05/29/2023 05/31/2023 329 Esther Curry

o 05/29/2023 05/31/2023 329 Esther Curry

oining kit sharec 05/29/2023 05/30/2023 330 Shayna Hansen
05/29/2023 05/30/2023 330 Shayna Hansen

aining kit shared 05/30/2023 05/31/2023 329 Myah Gambert
05/30/2023 05/31/2023 329 Myah Gambert
05/31/2023 05/31/2023 329 Jaylyn Braun

Task Name

Joining kit sha

Due Date

Employee Name Assigned to
Shyanne Bishop Admin Heac
User Email Job Title

ordinator

Department Date of Joining
Admin )5/30/2023
Office Location Manager
John Taylo
Process Task Status
Onboarding O Not Started
Remarks

Update

* Pre-Onboarding:The Pre-Onboarding Documentation delineates the process and procedures to adhere to before a new employee

formally joins the organization. This phase is vital for facilitating a seamless transition for the new hire, enabling them to achieve full
productivity right from their first day.

SharePoint

L search this site

My Active Tasks 3 | My Overdue Tasks 65 || Pre-onboarding 12 Onboarding 18 | Offboarding 3 | All Active Tasks 22 | All Overdue Tasks 505 | Onboarded 17 | Offboarded 0 .

To add a new pre-onboard, click the +New button.

Adding Pre-Onboarding Info requires mandatory fields such as the candidate's name, email, position, and department.

SharePoint

Add Preonboarding

+ Add Q_ search Position Position Department Hiring Manager Candidate Name YN =
Candidate Name 1 Position Name Department Hiring Manager Offer Accepted Start Date Status 1 Action
Candidate Name Position Name Department Hiring Manager Offer Accepted Start Date Status

Joe Buttler HR Manager HR John Taylor Yes 06/02/2023 Offer Accepted 0]

Alex Forest IT Coordinator IT Alex Wilber Yes 06/02/2023 Offer Accepted W

Alex Waren HR Manager HR Alex Wilber Yes 06/02/2023 Offer Accepted 0]
Jaylan Braun Marketing Assistant Operation Alex Wilber Yes 05/30/2023 Offer Accepted o

Ryan IT Coordinator IT Alex Wilber Yes 05/30/2023 Offer Accepted W
Henry Palmer Director Finance Alex Wilber Yes 05/30/2023 Offer Accepted o

Myah Gay IT Coordinator IT Alex Wilber Yes 05/30/2023 Offer Accepted 0]
Haiden Cummings HR Manager HR Alex Wilber Yes 05/30/2023 Offer Accepted 0]

Leslie Jackson Retail Manager IT Alex Wilber Yes 05/30/2023 Offer Accepted 0]

+ New Q s

Employee Name

Employee Name

earch

Date of Joining

Date of Joining

My Active Tasks 39 | Preonboarding ) | Onboarding 19

Pre Onboarding Test

Pre-Onboarding Info

Assets and Licenses

Tasks

Candidate Email *

Enter Candidate Email

Position Candidate Name *
. | ‘Enter Candidate Name
Position
Department *
Position

Select Department

0of0

Status

Select Status
Hiring Manager *

Select Hiring Manager

Upload Profile Picture

Upload Image

Position Name *

Select Position Name

Choice test

Select Choice test

Upload an Attachment 2

0e -

You can assign assets and licenses to the candidate. To assign assets, click the Add button to the right of the Device section. To assign

licenses, click the +Add button in the Software section.

vee
sse
see

SharePoint

+ New

Employee Name

Employee Name

Q, Search

Date of Joining

Date of Joining

Add Preonboarding

Pre Onboarding Test

Position

My Active Tasks 39 | Preonboarding 0 | Onboarding 19 Pre-Onboarding Info  Assets and Licenses  Tasks

0of0

Devices + Add
Position Name Status Assigned/Return Date  Remarks
Position
Desktop Requested v Remarks
4 »
10of 1 Entries 10 ~ < 1 >
Software Add
Name Status Assigned/Revoke Date  Remarks
4 »
No Data Available
00of0 Entries 10 ¥ < 0 >

e Onboarding: From here, you can input new hire details and oversee the entire onboarding process.

SharePoint

L Search this site

My Active Tasks 3 | My Overdue Tasks 65 | Pre-onboarding 12 | Onboarding 18 | Offboarding 3 | All Active Tasks 22 | All Overdue Tasks 505 | Onboarded 17 | Offboarded 0 .

-+ New Q_ Search Pasition Department Employee Type x =

Employee Name Date of Joining Position Department Employee Type Manager Status Requested By Requested Date

Employee Name Date of Joining Position Department Employee Type Manager Status Requested By Requested Date

john Corporate . IT Not Started John Taylor DO PR
Engineer Junior 12:10

Zora Hood 02/23/2024 Cerporate &_ Development Full Time John Taylor Pending John Taylor e
Engineer Senior 08:12

Pranav Pratt 09/29/2023 i Ana!yst & IT Full Time John Taylor Pending John Taylor T
Coordinator 19:42

Aleena Cummings 10/16/2023 Designer Admin Full Time John Taylor Pending John Taylor ??32?/2023

Josh Cannon 06/08/2023 Retail Manager IT Permanent Adele Vance Pending John Taylor ?2{(?;’/2023

Rayan Medina 06/06/2023 IT Coordinator IT Full Time Alex Wilber Pending John Taylor ?2{35/2023

Harry Raymond 06/02/2023 Retail Manager Finance Full Time Alex Wilber Pending John Taylor 32{5032”2023

By clicking on the "+New" button, you can begin the onboarding process for a new employee. You'll be prompted to fill in basic

information, and then you can proceed to the next step by clicking "Next."

SharePoint

Onboard an Employee

My Active Tasks 3 My Overdue Tasks 65 Pre-onboarding 12 Onboarding 18

Basic Information

10/16/2023

06/08/2023

06/06/2023

06/02/2023

Engineer Senior

IT Analyst &
Coordinator

Designer

Retail Manager

IT Coordinator

Retail Manaaer

Q. Search Position First Name *
Enter First Name
Employee Name Date of Joining Position Department i
Display Name *

Employee Name Date of Joining Position Departm Enter Employee Name

. Date of Birth *

- Corporate .

Engineer Junior Select Date of Birth

Zora H 02/23/2024 Corporate & Development Next

Admin

Finance

IT Form

Job Information

Group Membership

Contact Information

Last Name

Enter Last Name
User Email

User Email
Gender* (O

Select Gender

Current Address

Custom Email

w

Similar to filling in basic information, you can input details step by step for job information, group membership, contact information, and

current information.

e Offboarding: You have the ability to conduct offboarding procedures for personnel directly from this section.

SharePoint

L search this site

My Overdue Tasks 85 | Pre-onboarding 12 | Onboarding 18 | Offboarding 3 | All Active Tasks 22 | All Overdue Tasks 505 | Onboarded 17 | Offboarded O .

1

1of1

By clicking on the "+New" button, you can initiate the offboarding process for an employee.

e
e

SharePoint

My Active Tasks 3 | My Overdue Tasks 65 | Pre-onboarding 12 | Cnboarding 18]

Offboard an Employee

Basic Information

Employee Name *

1of1

Q Search Position Dep
Employee Name
Employee Name Date of Relieving Position Department Position *
Employee Name Date of Relieving Position Department Select Position
Device
Allisson Her Retail Manager Finance .
Select Device
Gideon Pet Retail Manager Operation Employee Type *
Select Employee Type
Bay nap| 01/01/1970 Retail Manager

Manager *
Enter Manager
Location *

Select Location

Entries

Freelancers

Tasks

e All Active Tasks: In this section, you'll find a list of tasks that require completion.

SharePoint

L Search this site

Employee ID

Enter Employee ID
Department *

Select Department
Software

Select Software
Date Of Joining *

Select Date Of Joining
OnBoarding Start Date *

Select OnBoarding Start Date
Contact Number *

Enter Contact Number

+ New Q_ search Position Department Employee Type Status x =
Employee Name Date of Relieving Position Department Employee Type Manager Status Requested By Requested Date
Employee Name Date of Relieving Position Department Employee Type Manager Status Requested By Requested Date
Allisson Henrry Retail Manager Finance Permanent Alex Wilber

Gideon Petty Retail Manager Operation Part Time Megan Bowen

Baylee Knapp 01/01/1970 Retail Manager IT Permanent John Taylor

~

10

My Overdue Tasks 65 | Pre-onboarding 12 | Onboarding 18 | Offboarding 3 | All Active Tasks 22 | All Overdue Tasks 505 | Onboarded 17 | Offboarded 0 .

Q_ search Department Employee Process Assigned to Status Y @ =
Task Name Start Date Due Date Department Process Status Employee Category Assigned to
Task Name Start Date Due Date Department Process Status Employee Category Assigned to
Provide Pre-

O Information to IT 04/25/2024 04/26/2024 HR . Not Started john HR Activities Alex Wilber
T Onboarding

eam

O Office, Work From 04/25/2024 04/26/2024 HR e Not Started john HR Activities Alex Wilber
Home if needed Onboarding

O Provide Employee 04/25/2024 04/26/2024 HR pre- Not Started john Hiring Process Alex Wilber
Location Onboarding

O Provide Devices 04/25/2024 04/26/2024 HR pre- Not Started john IT Activities Alex Wilber
Needed Onboarding

O Wheel Chair 04/25/2024 04/26/2024 Admin A= . Not Started john Pre-onboarding Admin Head

Onboarding

O Cloud Application 04/25/2024 04/26/2024 HR Pre- . Not Started john IT Activities Alex Wilber
Needed Onboarding
Prnnfanin Pre- e

e All Overdue Tasks: In this section, you'll find individuals who haven't completed their tasks within a designated timeframe.

i SharePoint

L search this site

My Active Tasks 3 | My Overdue Tasks 65 | Pre-onboarding 12 | Cnboarding 18 | Offboarding 3 | All Active Tasks 22 | All Overdue Tasks 505 | Onboarded 17 | Offboarded 0 .

i SharePoint

e Onboarded: Hereis a list of employees who have been onboarded recently.

L Search this site

Q_ Search Department Employee Process Status x =
Task Name Start Date Due Date Overdue Days Employee Category Task Remarks Department Process
Task Name Start Date Due Date Overdue Days Employee Category Task Remarks Department Process

@ Sl 05/29/2023 05/31/2023 330 Shyanne Bishop Post Joining Admin Onboarding
appointment letter

O i‘;il'lg:?eg““"‘e”“ 05/29/2023 05/31/2023 330 Shyanne Bishop Post Joining Admin Onboarding

O Signed NDA 05/29/2023 05/31/2023 330 Shyanne Bishop Post Joining Admin Onboarding

® ;C:;?epda"y policy 05/29/2023 05/31/2023 330 Shyanne Bishop Post Joining Admin Onboarding

@) Essg“nfc““e”‘ 05/29/2023 05/31/2023 330 Shyanne Bishop Post Joining Admin Onboarding

O i‘;‘;‘;a:j;'“ 05/29/2023 05/31/2023 330 Shyanne Bishop Post Joining Admin Onboarding
Employee f . f ;

O S 05/29/2023 05/31/2023 330 Shyanne Bishop Post Joining Admin Onboarding

My Active Tasks 3 | My Overdue Tasks 65 | Pre-onboarding 12 | Onboarding 18 | Offboarding 3 | All Active Tasks 22 | All Overdue Tasks 505 | Onboarded 17 | Offboarded 0 .

AE /2N MAND

oo AL

Senior

IT Fancnlbant

e Offboarded: Employees who have been offboarded are listed.

dEant

faarara

RMAncam Dosann

Q, search Department Employee Type Position Filter Option R @ =
Employee Name Date of Joining Position Department Employee Type Manager
Employee Name Date of Joining Position Department Employee Type Manager
Allisson Henrry 06/08/2023 Retail Manager Finance Permanent Alex Wilber
Rose Christian 06/08/2023 IT Coordinator HR Contractual Alex Wilber
Alvin Collins 06/09/2023 IT Coordinator Admin Contractual Maya Jane
Nelson Stevens 06/05/2023 Retail Manager Finance Contractual Alex Wilber
Lina Jennings 06/02/2023 IT Coordinator IT Contractual Alex Wilber
Kite Shawn 06/02/2023 Designer HR Contractual Alex Wilber
Myah Gambert 05/30/2023 Marketing Assistant Admin Temporary Megan Bowen
Shayna Hansen 05/29/2023 Marketing Executive Operation Contractual Megan Bowen

SharePoint £ Search this site
My Active Tasks 25 | My Overdue Tasks 335 | Pre-onboarding 4 | Onboarding 4 | Offboarding 1 | All Active Tasks 25 | All Overdue Tasks 335 | Onboarded 178 | Offboarded 1 | Training 0
Q. Search Position ~ | Department ~  Employee Type ~ | Filter Option v Y =
Employee Name Date of Relieving * Position T Department * Employee Type © Resignation Date T Manager T
Leonard Daniel 2023/21/08 61 123 Consultant 2023/14/08 John Taylor (CD)

10f1

SharePoint

My Active Tasks 25 | My Overdue Tasks 335

Sun

Tue

September 2023

Wed

Thu

Entries 10 ~

Fri

Training 8

<

e Training This feature allows administrators to add members or employees to the system, ensuring that each added member receives an
email notification containing pertinent information, including a timestamp and date stamp.

£ Search this site

Pre-onboarding 4 | Onboarding 4 | Offboarding 1 | All Active Tasks 25 | All Overdue Tasks 335 | Onboarded 178 | Offboarded 1

Month  Week Day
Sat

2

9

16

Position : Administrators have the ability to include positions as part of the hiring process before recruiting employees.

1.

SharePoint

To proceed further, click on the "Position" tab.

£ Search this site

My Overdue Tasks @5 | Pre-onboarding 12 | Onboarding 18 | Offboarding 3 | All Active Tasks 22 | All Overdue Tasks 505 | Onboarded 17 | Offboarded O

Hiring in progress

Pending

+ Add Q. Search Position Position Department Hiring Manager Status Approval Status ,( =
Position Name Department Hiring Manager Status Approval Status Action
IT Coordinator IT James Johnson v X


https://kb.hr365.us/sharepoint-employee-onboarding/
https://kb.hr365.us/sharepoint-employee-onboarding/modern/admin/
https://kb.hr365.us/sharepoint-employee-onboarding/modern/admin/overview/
https://kb.hr365.us/sharepoint-employee-onboarding/modern/admin/home/
https://kb.hr365.us/sharepoint-employee-onboarding/modern/admin/ArchitectureDiagram/
https://kb.hr365.us/sharepoint-employee-onboarding/modern/admin/dashboard/
https://kb.hr365.us/sharepoint-employee-onboarding/modern/admin/access-requirements/
https://kb.hr365.us/sharepoint-employee-onboarding/modern/admin/setting
https://kb.hr365.us/sharepoint-employee-onboarding/modern/admin/report/
https://kb.hr365.us/sharepoint-employee-onboarding/modern/admin/share-ess-url/
https://kb.hr365.us/sharepoint-employee-onboarding/modern/admin/process/
https://kb.hr365.us/sharepoint-employee-onboarding/modern/admin/help/
https://kb.hr365.us/sharepoint-employee-onboarding/modern/admin/home/
https://hr365docs.github.io/docs/

10f1 Entries 10 ~ <1 >
G-

2. Toadda new position, click on the "+Add" button.

33 SharePoint A Search this site

My Active Tasks @ | My Overdue Tasks 65 | Pre-onboarding 14 | Onboarding 17 | Offboarding 3 | All Active Tasks O | All Overdue Tasks 505 | Onboarded 17 .
+ Add | Q. Search Position Position Department Hiring Manager Status Approval Status Y =

Position Name Department Hiring Manager Status Approval Status Action
IT Coordinator IT James Johnson Hiring in progress Pending v XOW
10of1

Entries 10 v < 1 2

3. Complete the details as per the requirements for hiring an employee.

SharePoint O Search this site Add Position
Department * Add Department
My Active Tasks ) | My Overdue Tasks 65 | Pre-onboarding 14 | Onboarding 1 Marketing
Position Name * Add Position
+ Add  Q Search Position Position Department Marketing Manager
Hiring Manager *
Position Name Department

Hiring N
@ John Taylor X)

IT Coordinator IT James J¢ Status

Hiring in progress
ot Remarks

Sans Serif

Normal 8 I U S »T A K x, x2 9 <«
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4.  Then, Click on Save Button.

SharePoint C ch this site Add Position

Remarks
My Active Tasks () | My Overdue Tasks 65 | Pre-onboarding 14 | Onboarding 1 Sans Serif 4  Normal : B I US »T AR x, x 9 <

EZE T E = 9B 7
+ Add = Q Search Position Position Department

|

Position Name Department Hiring N
IT Coordinator IT James J¢
10f1

ge -

Make all Approvers Mandatory ( @

Note: This request will go to John Taylor, Alex Wilber, Maya Jane, Nestor Wilke, Joni Sherman for
approval, upon approval, hiring manager will be intimated for his / her actions

=N -

e Approval Tracking: You can view the approval tracking for the position by clicking on the position name, as demonstrated below.

3t SharePoint L Search this site L [ ? /?
My Active Tasks O | My Overdue Tasks 65 | Pre-onboarding 14 | Onboarding 17 | Offboarding 3 | All Active Tasks @ | All Overdue Tasks 505 | Onboarded 17

+ Add Q_ Search Position Position Department Hiring Manager Status Approval Status Y =

Position Name Department Hiring Manager Status Approval Status Action

IT Coordinator IT James Johnson Hiring in progress Pending v X W

10of1 Entries 10 v < 1 >

Edit Pre-Onboarding X

Position Info

9 Offer Accepted Start Date
Started IT Coordinator
Select Yes or No Mon Mar 18 2024 &
&8 IT =
03/18/2024 Department Status
IT Hiring in progress v

Notification has been sent
Remarks

—

=

Sans Serif ¢  Normal : B I US » AK x, x* 99 « =

=

1]
i
Il
Il
1L
&
]
o

Waiting for approval

|

9/20/2024

< Overview Architecture-Diagram -
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