
                                               

  

Offer Acceptance and Onboarding 

Summary:  
This job aid outlines the actions taken and notifications sent from the candidate's offer acceptance 

through to their start date.  

Steps to Complete:   

Step 1: Offer Acceptance 

Upon acceptance of an offer, the recruiter will move them to the appropriate step to begin their 

onboarding tasks. At this time, manager will receive one automatic notification, and one notification 

from the recruitment team with details needed to reach out to the candidate AND submit the network 

user form. 

Auto email: 

 

Email from TA: 

 



 

Step 2: Onboarding Setup 

As mentioned in the Candidate Flow Job Aid, we will have the ability to create an “Onboarding Setup” for 

the new hire to reference. This includes a message from the manager as well as important contacts to 

meet (could be people on your team or someone they will be working with a lot). This will be entered in 

by the recruiter, but please connect to provide language. Default language populates below: 

 

Notification received: 

 



New hire view: 

 

 

Step 2: Complete Manager New Hire Tasks 

After the onboarding setup is completed, managers will get two tasks in their inbox to complete. 

 

1. Assign work schedule using shift wizard (this is more important in the context of hourly 

employees with varying schedules).  

 



For hourly employees OR therapists select:   

For Salaried employees (not therapists) select:  

For more information on ShiftWizard, please reference the Job Aid: LINK HERE 

2. Complete Manager New Hire Tasks (these will be the same as the email sent out) 

Once completed, you can submit. Please submit the Network User Form within 2 business days of the 

hire being made to allow IT adequate time to create accounts. 

 

Step 3: Understand New Hire Communication 

New hires have a number of tasks to complete prior to and on their start date. Although these are 

managed/completed by the TA team, it is important for managers to be aware and maintain consistent 

communication: 

1. New Employee Orientation will remain on the first and third Monday of each month (Tuesday if a 

holiday falls on that Monday), and content of orientation will remain unchanged. This process 

should not change from its current ways with the new system. 

a. Managers are still expected to reach out and communicate schedule to employee prior 

to their start date. Consider that orientation will go until 3pm on the first day when 

building schedule.  

2. New hires will complete a new hire physical and onboarding appointment onsite.  



3. Onboarding paperwork is encouraged to be completed prior to the onboarding / EE health appt, 

as new hires will gain access to their account when they are hired. Anything not completed prior 

to the onboarding appointment will be completed when the employee comes onsite. 

a. When hired, New Hires receive an auto-email with their temporary password and log in 

credentials.  

4. Badge photos/headshots taken at NEO will be automatically uploaded to Workday. Badge photos 

for our system sites will be uploaded into Workday by recruiter. 

5. New hires will be able enroll in benefits after their first day. 
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