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Onboarding Process - Manager
Responsibility

1 Sign-In to Workday

2 The Hire event will appear in your inbox and under the "Awaiting your Action"
section on the homepage.
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3 If you do not see the task listed under "Awaiting Your Action" you can click the
inbox icon in the top right. Once in your inbox, click on the Hire task for the
appropriate team member.

4 Review the details within the task.
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5 Review and verify the compensation.

6 Click "Approve". This will trigger onboarding for the new hire.


