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This is an exciting feature in the Recruitment System.  The onboarding portal personally welcomes new employees, assigns tasks, and gives access to other 
important information and links that will be beneficial to new employees.  This is a great way to help share and gather information from the employee as well as 
setting up some expectations.  The specific details will change based on the needs of Human Resources and other areas on campus that support setting up a 
newly hired employee. 
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The MSU Onboarding form will replace the forms listed below.  The employee will filled out these forms through the MSU Onboarding portal. 
 

• Personal Demographic Data 

• Veterans Post-Offer Self-Identification Form 

• Voluntary Self-Identification of Disability Form 
 
There are eight workflow options that determine the onboarding portal access and what tasks are assigned to an employee. 
 

1. Current Employee – Benefits Eligible to Benefits Eligible Position 
2. Current Employee – Moving to Benefits Eligible Position 
3. Intermittent Employee 
4. Lecturers 
5. MSU Rehired Retirees – New Hire or Rehire w/ Break 
6. MSU Rehired Retirees – Rehire/No Break 
7. New Employee – Faculty 
8. New Employee – Staff 

 
Human Resources Management presets some of the onboarding tasks, but the Hiring Coordinator has the ability to add additional tasks.  The Hiring Coordinator is 
responsible for managing the onboarding process, and can help keep the employee on track in completing the tasks.  Please note the tasks are assigned based 
on the workflow you assigned when creating the Offer Card. 
 
MANANGING THE ONBOARDING PROCESS 
 

• Select “New Hires” from the Hamburger menu 
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• From this screen, you will see all of the new hires that you are managing tasks. 
 

 
 

• Select “View All Tasks”, this will take you to the New Hire Tasks screen. 
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• The New Hire Tasks screen is made up of the following: 
 

o The Applicant/Requisition Details 
 

 
 
 
 

o Employee Tasks/Hiring Coordinator Tasks 
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• To view the details of an assigned task, click on the task and the details will appear in a pop-up box.  You can either view and close the task or mark the 
task complete (you can only mark the task complete if it assigned to the Hiring Coordinator). 

 
o Task Bar 

 

 
 
 

o Pop-Up Box 
 

 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 

• To edit an assigned task, click the “Edit Task Symbol”     within the task bar.  Select the symbol with the pencil, make your changes and save 
the changes. 
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o The pop-up box below will appear. 
 

 

 
 
 

• Select “Update.” 
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• To add a new task, select the “Add New Task Symbol”  
 

 
 
 

o The pop-up box below will appear 
 
 

Enter a Title 

Select when you would like the tasked completed (before your first day, 

 

 

coordinator, or both).

 

If this is a task that you would like to assign for every new hire, add the 

task as a favorite, by checking the “Add to Favorites” check box.

 

 


