HIRE AND ONBOARD

This quick guide describes the key steps in hiring and onboarding a new employee. Onboarding is a mandatory step when
hiring both internal and external employees.

Setting up onboarding through the UVic Careers system triggers the creation of a new employee’s NetLink ID, employee
number and email account, as well as the set-up of UVic benefit and pension plan enrolments. Other resources for hiring
administrators are available at http://www.uvic.ca/hr/services/home/hiring/index.php.

Participation in the University’s group benefit plans is a condition of employment for many employee groups. A delay in
enrolment will result in financial hardship for the employee (benefit premiums are payable from the date of eligibility) and
prevents the employee from accessing the benefits to which they are entitled. Initiating the onboarding process and ensuring
the completion of enrolment forms with the required privacy training is mandatory and the responsibility of the hiring
manager.

#  INSTRUCTIONS SCREENSHOT

Loginto UVic

https://uvic.mua.hrdepartment.com
Careers. ps:// E /

= MONSTER

Empl ~ | Search...
Dashboard |_Employees - | Searc

Recruiting / Candidates | Active Candidates

From the Recruiting
tab, select Active

) Active Candidates
Candldates' Academic Adviser - 999119
Select the
appropriate job ittor

2 | and choose Go.

Sorted By: | i Name a X| Remove Sort

On the Active
Candidates screen,
select the
candidate’s
hyperlinked name.

O sratus ~ TYPE ¥ FE ¥ NAME VIEWED ¥ SCREENING ¥ SCORECARD ¥ CITY ¥ ST/PR ¥ POSTALCODE ¥

Internal Belinda Fontes Yes 0.00 N/A N/A NfA

— Select an Action — F‘
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From the
can d |d atels SELECTED REQUISITION
Résumé/CV 999118 - Academic Adviser

Dashboard, choose

the Workbench tab RESUME PROFILE ACTIONS INFORMATION TRANSACTION LOG

Select the Change

3 | Status drop-down v status
list. Choose Hired
CURRENT STATUS
and add comments Interview=< Offer Extended »> Offer Accepted
if applicable. View Candidates in the Same Requisition
CHANGE STATUS
Submlt. Move to next Status

Move to next Status

Move to previous Status

Candidate
+ Submit

Interview
Offer Accepted

If you have not
already changed
the status of your
other candidates,
the system will ask
if you wish to
disposition all of
your candidates.

Mot all candidates have been properly dispositioned. Would you like to disposition all candidates now?
Select OK.

TIP: Dispositioned [ox ]
applicants will see
that the position is
filled if they log into
the Career Centre.
Please ensure to
complete any
required internal
communications
before this step.
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#  INSTRUCTIONS SCREENSHOT

You can disposition
candidates in bulk
by checking the
box at the top of
the list of names,
and choosing a

Pr/mary Reject/on CURRENT STATUS SELECT A REJECTION REASON *
Reason from the Résumé Submitted
Résumé Submitted Requisition Closed
5 bE|OW' The dEfa u |t Position Filed
reason is Position o
K Résumé Submitted FUSTIT U v
Filled.
A Résumé Submitted Position Filled E‘
Choose Remove.
Résumé Submitted Pasition Filled E‘

NOTE: This step
does not trigger a
notification to
candidates.

SELECTED REQUISITION
999118 - Academic Adviser

Once dispositioning
is complete, you RESUMEPROFILE  ACTIONS  INFORMATION  TRANSACTIONLOG
will return to the

workbench tab for
the candidate you

“ Status
wish to hire.
6 CURRENT STATUS
. . Interview==< Offer Extended => Offer Accepted
Choose leEd n the View Candidates in the Same Requisition
Change Status drop-
CHANGE STATUS
down menu. Moveto next status
Move to next Status
) Move to previous Status
SmeIt. Candidate
Interview
Offer Accepted
Enter the salary, 7 SEiE
hire date and start
Hire Candidate
date LOCATION University of Victoria Victoria, British Columbia VBW 2Y2, Canada
Hire Candidate. AN
7 " Hire Candidate ORIGINAL DATE OF HIRE 13/9/2017
HIRE DATE *
B | 17/1/2018
Select OK when you
. START DATE *
receive the P
confirmation
+ Hire Candidate  [JRete]
message.
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On the first
Onboarding screen
8 | complete the fields.

Next.

SCREENSHOT

Onboa rding Initiate the Onboarding Process for: Belinda Fontes

Step2
Select Docyments

REQ. ¥
90119

JOBTITLE
Academic Adviser

LOCATION
Victoria, BC VAW Y2
ORIGINAL DATE OF HIRE
138207

HIRE DIATE =
il | 17/12008

START DATE *
B 1o

Review/Update Mew Hire Contact Information

FIRST HAME*
Belinda

MIDDLE INITIAL

Step 3
Select Letter

Step 4

Select New Hire Sobfication

Step s

Review
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SCREENSHOT

Required
onboarding
documents will be
automatically listed
at the top of the
Select Documents
screen according to
employee group
and position type.
You do not need to
take any action
with required
documents —the
new employee will
automatically
receive these
forms.

NOTE: If your new
hire will be in a
supervisory role —
select Supervisor
Workplace Bullying
9 | and Harassment
Training

CUPE917/CUPE
951/ Exempt
Support Staff:
Choose Next. Do
not include any
documents from
the Other
documents section.

PEA/ME: Check the
‘Include’ box to
include pension
enrolment and
beneficiary forms
for either part-time
or full-time
employment as
appropriate.

Next.

Step ] Slep3
[ SeferctLetin

For New Hire Other Documents - REGULAR CONTINUING PEA AND ME HIRES ONLY: Check 'Include’ box for either 1(a) and 1(b) full-
time pension documents. Do not select any other documents below. ALL OTHER EMPLOYEE GROUPS AND TERM EMPLOYEES: Do not
select any documents below. For employees hires into a supervisory role - please select 'Supervisor Awareness and Prevention Training’

Diroct Deposit

Dundal Care

Extended Health

Lorsg Term Disability

Wbl Surviess Plan

PLAME Disclaimes

Busic Group Lile

PG ME BENEFITS IRFORMATION: READ FiRST

Health and Safety Orientation

Empluyes Workplace Bullying and Havassment Training

Privacy Training

Ui Employes information Form

1] PEA-ME hill-timn Pansiin Enralment

1) PEAME full-tima Brasion Bencficary

2[a] PEA-ME grart-time Pensian Enralment

7[b} PEA-WE part-fime Prrsion Bennficiary

917-951-Exempt Disciaimer

CUPEDLT Dues

CLEPE 85 Duses

PEA Ducs.

FEA Membership

Pansion Bensficiary Staff

Perion Stalf

WEG 81795 )-E-BENEFITS INFOUMATION: READ FIRST

REG PLA BENEHTS INFORMATION: READ FIRST

TERM B17.351.€ BENEFITS INFORMATION: READ FIRST

TERM ME BENETITS INFORMATION: READ FIRST

TERM PEABENEFTS INFORMATION: SEAD FlST

Supervisar Wodkplace Bullying and Harsasment Training

L NEQUINE £-SoMAT AL

Documents
Documents
Dacuments
Documents
Documents.
Documents
Documents
Dacumants -
Dynamic Form
Cymaric Ferm
Dynamic Form
Dymamic Foem
Dacuments

Pocuments

Dacuments
Documénts
Documments
Dacumants
Documents
Dacuments
Documents

Documents

Documents o
Documents. L4
Documents. v
Dacumants o

Dymamic Farm

Stepd

St e Hire Hubifcalin

INCLURK

Required By Workdlow

Required By Workilow

Required iy Workilow

Required By Workdlow

Reguiped By Woskflow

Required ty Workdlow

Riegquired By Woekdlow

Fequired By Workdlow

Required By Workflow

Required By Woskflow

Raguired ty Workdlow

Ruguired By Woskdflow

o

]

Select

Salact

Select

Select

Select

Salect

Select

Select

Saleet

Select

Select

Select

Select

Select

Select

Select

Select

Select

Sulect

Select

Select

Select

Salect

Select

Salect

Select

Select

1=

=

vIAmOL
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#  INSTRUCTIONS SCREENSHOT

10

Select the
appropriate
onboarding letter:
Onboarding
welcome email to
new employee, or
Onboarding email
to internal
employee (for a
current UVic
employee).

5
Choose the ¢
pencil icon to make
changes or
personalize the
letter.

Recruiting / Candidates | Initiate Onboarding

Onboard ing Select Letter to Send to: Belinda Fontes

Step1

Initiate Process

Step 2

Select Documents

SELECT ALETTER TEMPLATE *
-- Create Custom Template -- [ 7]

— Create Custom Template —

Onboarding New Executive
Onboarding Welcome Email to New Casual Employee
Onboarding Welcome Email to New Employee

Onboarding email to internal employee

Step 4

Select New Hire Notification

Step 5

Review

11

The Benefits,
Budget and
appropriate union
offices will receive
automatic
notifications about
your new
employee. Do not
change these
letters.

CUPES17, CUPE 951
and PEA positions:
You must also notify
all applicants
internal to the
competition of the
successful
candidate. To do so,
see the
Communicating with
applicants guide.

Onboarding new Hire Notification for: Belinda Fontes

Step 1

Initiate Process

Step 2

Salect Documenks

RECIPIENT

PEA
Benefits Office (b)

Payroll

w

b

w

Step 3

Selmct Letber

LETTER TO SEND

PEA - New Hire Motification

Benefits Office(b)

Payroll - New Hire Notification

Step 5

Rerview
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#  INSTRUCTIONS SCREENSHOT

Review all of your
onboarding
selections.

Edit information as
required using the
pencil icon '
When you are
satisfied that the
contentis correct,
choose Initiate
Onboarding at the
bottom of the
screen.

Initiate Onboarding

The new employee
will receive a
request to login and
complete his or her
onboarding
documents.
Completion of
onboarding is
mandatory for all
employees hired to
new positions,
including current
UVic employees.

12

TIP: To complete
onboarding
documents, your
new hire needs to
log in with the
credentials used to
apply for the
positon.

Dnboarding Review Onboarding for: Belinda Fontes

Step 1

Iniliake Frocess

New Hire Information

REQ.#
938113

JOBTITLE
Academic Adviser

LOCATIIN

Victoria, BCVEW 2v2

START DATE
17/2/2018

HIRE DATE
17/1/2018

NAME

Belinda Fontes

New Hire Notifications

RECIPIENT

Benefits Office (b)

Budget Office

Payroll Office

Step 3
Select Letler

LETTER SELECTED

Benefits Office(b)

Budget Office - New Hire Notification

Payroll - New Hire Notification

Previous Initiate Onboarding

Step4
Select Hew Hire Notilicatien

Cancel
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#  INSTRUCTIONS SCREENSHOT

= MONSTER

Onboarding Employees =
Recruiting | Ombasrding ~ Onbsarding Quee

Active Onboarding New Hires in Process

You can return to
the new employee’s
Résumé/CV

& Filter

Hires REQUISITION
Academic Adviter - (999119}
13 Qashboard atany S
time by choosing the CLEARFUTER
oy Click Here
Recruiting tab, then
Onboarding Queue ‘|
o MEW HIRE = IOBCODE * REQ, T JORTITLE = HM T DATE INITEIATED = OMBOARDING STATUS  #0F DOCUMENTS ™ COMPLETED DO
[m] Bebnda 91340 9991159 Academic Kam 17/1/2018 L 12 0
Fontes Adviser Cheema

To view or modify

onboarding details,
< <'1 » Dasplaying 1 - 1of1 |r-Hka 100 perpage
select the
on boa rding details O e~ wewmge « IORCODE ¥ RECL U~ JDATITLE ™ HM ¥ DATE INITIATED ¥ OMBOARDING STATUS 8 OF NOCUMENTS ¥ COMPLETED DOCUMENTS ¥ DATE COMPLETED ¥ ACTIONS
ICO n . D Belinda 97340 999119 Acadamic Kam ]?,l’l,.’?ﬂ!ﬂ [} 12 0 a
Fonles Adviser Cheema

®

Alternatively, select
the candidate’s ~ Tasks
hyperlinked name

S = ;

14

and choose the - RceEReD BY —
Workbench tab of Extend an Offer Offer Extended 28/8/2017
th € Resume/cv Route to Hiring Manager Candidate 17/1/2018
Dashboard. Under
Onboarding Details Hired 17/1/2018
Tasks, choose
7
Onboarding Details.
Updated January 2018 Page8of11
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#  INSTRUCTIONS SCREENSHOT

From the
Onboarding Details
screen, you can
complete
onboarding HOB20RE
997340
documents on
REQ.#
behalf of a new i
employee (If REQUISITION
required), or route T
or print completed e
onboarding forms. Victoria, BCVBW 212
START DATE
Choose the View w018

15
icon under the HIRE DATE

Actions heading on Hie

the right to view a
For New Hire Other Documents - REGULAR CONTINUING PEA AND ME HIRES ONLY: Check 'Include’ box for either 1(a) and 1(b) full-

document. time pension documents. Do not select any other documents below. ALL OTHER EMPLOYEE GROUPS AND TERM EMPLOYEES: Do not
select any documents below. For employees hires into a supervisory role - please select 'Supervisor Awareness and Prevention Training'.

O n Ce rta I n fo rms O NAME TYPE DUE DATE DATE SENT COMPLETED ROUTING HISTORY ACTIONS
you will be : ] ;

O Basic Group Life Documents 17/1/2018 Complete on Behalf of Candidate ]
prompted to enter
you r fu | | name as an m} Dental Care Documents 17/1/2018 Complete on Behalf of Candidate

electronic signature
if you complete the
forms on behalf of
an employee.

= MONSTER

To track a new
employee’s M M Onboarding
onboarding
progress, use the
Onboarding Status ;
progress bar, Candidates
available from the
Recruiting tab, then e

16 | Onboarding Queue. = FEEis

Employees =

Recruiting | Onbostding ~ Onboarding Queue

Active Onboarding New Hires in Process

@ Filter
Offers

REQUISITION

Academic Adviter - (999119}

CLEAR FITER
Click Here

A list of all new
employees in the
onboarding stage
will appear,
including the
Onboarding Status
bar.

W HIRE IOBCODE ~ REQ, T~ JORTITLE = HM - DATE INITEATED ~  ONBOARDING STATUS ¥ OF DOCUMENTS ~  COMPLETED DGR

] Belinda 997340 999115 Acedemic Kam 17/1/2018 L 12 0
Fontes Adviser Cheema

Submit a Recommendation for Appointment form to the Payroll Office.

17 . . . . .
To download the appropriate forms visit the Accounting Services website:
www.uvic.ca/vpfo/accounting/forms/recommendation-appointments.php.
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#  INSTRUCTIONS SCREENSHOT

« <> »
‘Sortedﬂr Remove So

Notify unsuccessful D status v TYPE ¥ FE ¥
Candldates that the ﬁ Route to Hiring Manager [Pt 1
position is now
filled.

Route to Hiring Manager Pl
See the

Communicating with
applicants guide for
18 | details regarding
notifying internal

Uvic employees (as

Route to Hiring Manager I i

[ | Route to Hiring Manager IETWETOE|
—

per collective L] change status
agreement Remove as Candidate
. Invite to Interview
requrementS) and O Move to Another Requisition
other applicants. Copy to Anather Requisition
Send a Letter
0 Send a Printable Batch
Compare Selected Candidates
Add to Pool
<
Route Résumés
- Select an Action —
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#  INSTRUCTIONS SCREENSHOT

Manage Requisitions

Create Requisition

B Filter
. , This list is displaying filtered results. View is filtered by:
To view resumes’ of ' Req.#-999119
applicants after you ot
have hired:
« <> » Displaying1-10of1 10 Bl 50 | 100 p
Find the o
L. ] E’ CREATED ¥ MODIFIED ¥ POSTED ¥ DIVISION ¥ JOBCODE ¥ REQ.# ¥ JOBTITLE ¥ LOCATION VACANCIES VIEWS NEWRESUMES CANDIDATES STATUS ¥ TEAM
competition.
Click he “0” O 28/8/2017  17/1/2018 Not  Human 997340 999119 Academic  University of Victoria Victoria, 0 0 m 0
Ickon t e Posted  Resources Adviser British Columbia VBW 22,
under New Résumés o e
< i)
19 | or under )
Candidates. =i B
Click on Historical
View Active Candidates
Histarical View Academic Adviser - 999119

view New Résumés | Historicalview | @2 £

[ Filter

There are no candidates for this specific view. Please try one of the other view options.

WHEN VIEWING SCRFFNFD -G I e Woekow fes e sed fo pud the sadividfuals who sereen aul finto o declined staties, tase mednrdiouts e degplaped i the "Histareal Viow” oplion,

The status of the closed requisition will change to Filled. Applicants who log in to their Career Centre will also

20 see that the position has been filled.
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