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 Onboarding a New Employee in Workday 
Role: Hiring Manager 

 
ONBOARDING A NEW EMPLOYEE IN WORKDAY 

This QRG outlines the Workday tasks a hiring manager has to complete as part of onboarding a new hire.  
These Workday tasks include Onboarding Setup for Hire and Launch Onboarding for New Hire - Review 
Documents.  Both onboarding tasks contain several actions for the hiring manager to complete.  These steps 
must be completed by the hiring manager before onboarding tasks will launch for the new hire. 

 

 

1. The manager will receive a notification email and an action in Workday to complete the Onboarding 
Setup for Hire.  In Workday, click this action.  
 

a. In this process, the manager can create a message to be delivered to the new employee upon 
starting, connect the employee with other People to Meet, and provide a list of Helpful Contacts.  
 
The opening message to the employee will pre-populate to say “Welcome to Essential Utilities, 
Inc!”  This message can be edited to submit a customized message to the new hire.     

 

 

 

b. Review People to Meet.  This list will auto-populate with the new hire’s peers.  The hiring 

manager can add People To Meet for the new hire to connect with once they start.  To add 

People to Meet, click the        icon and select additional names.  To remove anyone from this 

list, click the “x” to the left of the individual’s name.  

 

c. After adding People to Meet, click the ‘Notify’ checkbox to provide an email notification to those 

in the list.  Enter a notification subject and message, which will be sent via email to everyone on 

the People to Meet list.  The message will also be viewable under the Notifications section of 

the recipents’ Workday accounts.  

 

d. Review and complete Helpful Contacts.  This list will be made available in Workday to the new 

hire once they start.  The list will populate with the names of the benefits team and HR business 
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partners. Add to this list by clicking the       icon.  Remove individuals by clicking the “x” to the 

left of their name.   

 

e. After updating the Helpful Contacts list, click the ‘Notify’ checkbox.  Enter a notification subject 

and message.  The message will be sent via email and will go to all individuals in the Select 

People list for Helpful Contacts.  The message will also be viewable under the Notifications 

section of the recipents’ Workday accounts. 

 

 

 
 

f. Click ‘Submit’ to complete this action and send notifications. 

 

2. The next notification for onboarding will appear, with a prompt to Launch Onboarding for New Hire.  

Click the button ‘Review Documents’ on this notification to view the Leader Onboarding Guide, the 

Space Planning Request form, and the IVANTI user guide. Download and save these documents to 

review and action on for your new hire’s onboarding.  

 

 
 

a. After reviewing and saving these documents, click ‘Submit’ on the action.  This will launch the 

new hire onboarding tasks to your new employee.  This step must be taken in order for your 

new hire to be fully hired in the system and to launch their onboarding tasks. 
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3. On your new hire’s first day of employment, they will be able to view individuals included on the People 

to Meet and Helpful Contacts list in Workday.   

 

 

 

 

 

 

 

 

 

 

The new hire will scroll down to the 

‘Announcements’ section on their 

Workday homepage where they will see 

a ‘Welcome to Essential Utilities, Inc.’ 

message.   

 

By clicking this message, the new hire will be able to access an Onboarding page, complete with 

welcome messages from Essential leadership, messages describing what to expect during their 

onboarding, and can view their progress of onboarding completion.  

 


