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About this Document

Purpose

Thisguidehas been written to help you understand and use Braployee Onboardingdd-in. It presents the
functional capabilities and operational detailsErhployee Onboardingnd contains the procedures that you
should know for performing your business tasks ggtme addin.

Intended Audience

Thisguideis intended for allle users of the adth on SharBoint who are seekintp capture, share and
searchkeyinform A2y 2F (KS O2YL} yeQa dhlaNigr gigtforRS LI NI YSy Ga 2 NJ

Products Supported

U SharePoint 2013+
U SharePoint Online

Version Supported

This useguideis relevant in all manner to explain and elaborate the functionalities whietagailable on our
Free & Enterprisgersion of theEmployee Onboardingdd-in.
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1. Introduction

Welcome toSharePoint baseBmployee Onboardinddd-In provided byBeyond Intranet

Employee Onboarding adth is a simple yet intuitive interface which eliminates paperwork and redundancy, optimizing
the collection of informationteam collaloration andenhancing the overall experience for everyone involved in the
process.

HR fills up new employee details in the form which is sharéld rgporting manager. Standawhboarding tasks are
created for all the other associated department manageard assigned to them. Managers and executives get
automated email naotification for pending task list. HRs also gets notification as they complete the procedure.

Quick view of all the pending tasks by HR, employee or any other department manager is available which makes the work
flow seamless, quick and transparent. Above all, top level company executives have access to graphical dashboard which
give a summary ofrboarding targets achievement asoftware user adoption rates

This addn also provides you capability to automate yadfboarding process as well. The workflow is similar to that
used on onboarding.

This User guide gives you a detailed informationuaieow you can usedd-in to automate and organize your manual
and tedious employee onboardirand offboardingprocessand optimize time, money and resources to full capacity.

SofidQa 3ISG adGl NI SRH

1.1 Features oEmployee Onboarding OffboardingAdd-n

TheEmployee Onboardingdd-in is facilitated with following interesting features:

Quick and easy onboardirmmd offboardingprocess

Personalized look and feel of the add

Intuitive graphical dashboard

Analytical Dashboard to get page hit count

Count of Orboarded employees, overdue tasks on single view
Customization of task categories, standard tasks and templates
Easy task creain and assignment

Quick view of pending task list

Easy access controls to have selective view

Automated email notifications for new hire, new tasks

Quick search filters on employee names, task lists, statuses and many more

=4 =4 =4 4 -4 -4 -8 -4 4 -4 -4
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1.2 User Roles and Access Rights

Employee Onboardingnd offboardingadd-in is useful mostly for Human resource managers and other department
managers or executives who are responsible to complete their tasks to make a seamless and effective on boarding of a
new employee.

The automated fatform not only reduces lot of paperwork and duplicate documents beinanged but also tracks
whichtasks assigned to individuals or groups are pending to expedite the onboarding process.

The comprehensive solution not ordypowers the HR and otheranagers to have a complete control on all

onboarding tedos for new hires from one easy system but new hires also get a precise platform where they can get all
the policy documents and forms on one place. This helps them to reduce time spend on conteedtffeyent people

for different tasks.

A standard onboarding process involves mostly three level of people and these are the HRs, the managers and the users
(these can be new hires or the subordinates who ae responsible to complete tasks assigned)td_taus understand
the roles in detail below

1.2.1 User Roles

Thethree most commoruser typesfor the Employee Onboardingre as follows:

1) Human Resource (HR) managexecutive
2) Reporting Manager/ s
3) Users

Copyright © Beyond Intranet 2017. All Rights Reserved 2
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1.2.2 Access Rights

1) HR manager/ executives

2TV OS3ITATTSQ@ O Q0T

Initiate onboarding process of new hire

Initiate offboarding process of exiting employee

Modify/ edit/ delete form of any employee

Abort onboarding/ offboardingrocess of any employee any time
View Onboarding/ offboardingmployee list with details
Changestatus of onboarding any time

Create/edit/ delete task categories

Create / edit/ delete standard tasks.

Create /edit/ delete task template

Create/ edit/delete position/department/ employee types
Change logo/ color theme of add

Assign HR level task éamy employee

Checlkcompleted and pending task list

Access Analytical dashboard for user and page adoption rates
Access My task list to complete tasks assigned to self
Receive email notification

Manage Email templates

2) Manager (Reporting/ ITaccounts etc.)

a) Viewonboarding/offboardingemployee list with details

b) Modify/ edit/ delete form of any employee

c) Abort onboarding process of any employee any time

d) Change status of onboarding any time

e) Create/edit/ delete task categories

f) Create / edit/ delek standard tasks.

g) Create /edit/ delete task template

h) Create/ edit/delete position/department/ employee types

i) Change logo/ color theme of add

j)  Assign Manager level task to any employee

k) Check completed and pending task list

[) Access Analytical dashboard fer and page adoption rates

m) Access My task list to complete tasks assigned to self
3) Users

a) Access My task list to complete tasks assigned to self

b) Check details of the assigned task

c) Add remarks on assigned tasks

d) Change status of task tmmpleted, in progress.

Copyright © Beyond Intranet 2017. All Rights Reserved
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1.3 VersionComparison

Employee Onboarding Version Comparisons

Versions Free Enterprise Plus

Features/Cost Free $398annually
Onboard Employee Uptol10 employees Unlimited # of employees
Track Onboarding Task Statuses @i
Manager views) \ \'%
Task Categories V \"
Standard Tasks \ \Y
Task Templates \" V
View Tasks Queue and Provide Resolution
(Assignee view) \ V
Employee Onboarding Customizations \ V
Automatic Email notifications \ \%
Document attachment istandard task \ V

In this document & have described the Enterprisersion.

*The Free addh is available for adding a maximum@f EmployeesAs soon as thelRadds thellst Employee he/ she
will be required to buy & ugrade to theEnterprisePlusversion.

Copyright © Beyond Intranet 2017. All Rights Reserved 4
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2. Getting Started

Access t&Employee Onboardiniglimited to authorized usersnly. To use it, you must first log on Microsoft account
using your user ID and password. On loggingtiallows you to start any of the modules to which you have access rights.

2.1 Installation of theEmployee OnbardingAdd-in

Before you start to understand theinctional aspects dEmployee Onboardingdd-n, let us understand the steps for
installingit from the Office 365 SharePoint store as follows:

1.

3.

Login to your office 365 ShdPeint user or use URL mentionbdlow:
https://<domainname>.sharepoint.com/<sitessitecollection>
Goto{ A GS O fomithe yuicklaunclor goto the gear iconand click oréSite contenta $ab available in

the dropdown

I 8 mo oot om/sites/documentation/ShtePages/Dev p P~ 8¢ B Documentation - Devtome x | | &
fii | Office 365 SharePoint A o]

BROWSE  PAGE Office 365 settings ) SHARE 7Y
Documentation  Employee Directory # EDITLINKS Sharepoint settings
> Documentation s
Edit page
CEGD Get started with Apps for Office and SharePoint  remove THis Add a page
Notebook
Documents Add an app
D | 20
o Site contents
Apps in Testing .
Change the look
samples Learn to dsethe o
Developer Center Build an app Publish to Office Store [l developersite Site settings
Subsites
Employee Directory Getting started

Recent

Apps in Testing
() new app to deploy
Find an item P

Site contents

Recycle Bin

# EDIT LINKS
v AppTitle Version Created Modified

There are no items to show in this view of the "Apps in Testing” list.

Figurel: Installation procesg Employee Onboarding

Ly {K&ES WO & QA W AR Y you areusingClassic SharePoitihen Go todadd Yy | LILIE @

22 Search deme

o =0l Employee Di
Motebook
Documents ar by o 2
Pages 1 List
Site contents Page
Recycle bin Document library

& Edit 3| e

Subsite

Figure2: Site Contents page

4. Go to theSharePoint store.
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5. { S| NOEmpléy2e\dnldoardiriy

Your Apps

Manage Licenses

Your Requests

D

Apps You Can Add

From Your Organization

SharePoint Store 4

BSNBRAZ2Y 27F

Figure3: SharePoint Store

idKS

F LI 2y

&’.{&

Organizational Chart
Global

By Beyond Technologies
SharePoint

Display your company hierarchy
in SharePaint style

Free

Get it now @

Figured: App Source page

6. Click on the app to open up itetails page

iKS

Q)¢

[N

&

7. Sign into your Microsoft account using either personal mail or Skype credentials. This will not aétepB6b

account as it is working on windows lisiee.

8. Once signed irinstall the addin on your computer and start using.

Copyright © Beyond Intranet 2017. All Rights Reserved
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2.2 Employee OnboardingHome page

TheHome pagef the Employee Onboarding alaid down with beautifutiles. It is usedy Human resource managers,
reporting manager, executivesd new employeesHomepage will beifferent for alltypes ofusers.But users who have
complete rights on the adih (HR or manager) will be able to see all the tiles mentioned helow

L

Configurations Settings

Employee Onboarding tile

Employee Offboarding tile

Dashboards

My tasks

Manage Email Templates

Help instrudions guide

ContactBeyond Intranet team for doubts or issues

Buy Now (button navigating to purchase premium version)

©oOoNoO~WOD

neDrive  SharePoint Teams | Dynamics365 Flow ... Admin [iied

Employee Onboarding <
Version: Trial

Expiry Date: May 24, 2019

i i

Configuration Employee Employee
Settings Onboarding Offboarding Dashboards

9]

Manage Help Contact
Email Templates Instructions Us

Figure5: Employee Onboardingomepage

Copyright © Beyond Intranet 2017. All Rights Reserved 7
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2.3  Settings in Configuration section

2.3.1. Give UsePermissions

All the configuration settings/ controls are available on the Configuration tile which can be reached by clicking on
Home button available on the left pane menu.
To give permission rights to users in different roles, admin should follow atepgentioned below:

1. Click onConfigurations tile

2. Click opersetup and setting®n the left navigation

3. Click on theconfigurations settingsat the end of the navigation

4. IntheUser Permission settingsb, you will find two user group®ermission$iR and
Permissiongmanager.

Enter email Ids of the users to the respective group as you want to give permissions.
Click on Save button to save changes.

o v

X

e ]

— User Permission Setting

Display Text: HR: | HR Manager:

Permissions HR:

Permissions Manager:

— Data Analytics Settings

Analytics Retention Period (in days): | 30

— Email Notification Settings

Status: ()

— Other

Add New Fields: Onboard: Offboard:

Task Due date calculate based on: ' Onboard/Offboard Date 9

cLose v

Figure6: User permission settings

Copyright © Beyond Intranet 2017. All Rights Reserved 8
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2.3.2 Data Analytics Settings

The Data analytics settings control tRage and User analytics retention perigoh days). If user want to check the
page and user analytics for last 30 days, it can be set to 30 days. It can also be set for 1 day to as long as 365 days o
more even.

2.3.3 Enail Notification settings
Users with full permission can switch on or off the email notification functionality for all the users from this button.

2.3.4 Addcustom field on Onboarding and offboarding form

You can add custom fields on the Onboarding or offdoay form as needed. Although you cannot edit or delete
existing fieldsf they have data saved in them.

To do so, follow steps below:

1. Click on Configuratiotab within Setup and settings
2. GotoahGKSNEQ aSOirazyo

Other

Add New Fields: Onboard: Offboard:

Task Due date calculate based on: | Onboard/Offboard Date Z

SAVE CLOSE

Figure7: Add custom field on the form

3. Select whether you want to update onboarding form or offboarding form and clieippropriateadd button

4. Following Pop up (disclaimer) will appear. This gives you information about which type of fields user can add
and whid are not allowedSoNBF R G KS Ay F2NXIF A2y 2y LI2LI dz) OF

Copyright © Beyond Intranet 2017. All Rights Reserved 9



Beyond Technologies LLC UserGuide

Only following type of columns is supported
with no ‘Additional Column Settings’

1. Single line of text

2. Number

3. Date

4. Choice (dropdown only)

Note: Column marked as mandatory will not

be supported.

Figure8: Information Popup

5. You will land on a SharePoint list where you can add nelvmnsin the field.

BROWSE | ITEMS

Employee Onboarding
EmployeeCustomFieldsOnBoard o

Exit classic experience
@ new item or edit this list

All Iltems == ’ Find an item jeo) ]

v

There are no items to show in this view of the "EmployeeCustomFieldsOnBoard" list.

Figure9: Add custom field

6. /|t A0l 2y a[Aaité Ay (GKS NRooz2y FyR OftAOl 2y a/ NBL
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EmployeeOnboarding

BROWSE ITEMS LIST

L: Modlny|ew + Current View:

== @ Create Column | Al items - [
View Quick  Create Tags & E-

Edit View Navigate Up Current Page Notes
View Format Manage Views Tags and Notes
Create Column

Add a column to store additional

5 3 _ | information about each item in this list.
Exit classic experienct

® new item or edit this list
All ltems ==+ i Find an item 0 '

FigurelQ: Create Column

7. 9y GSNI 4/ 2fdzYy yIYSé SKAOK &2dz 6ty G2 RR AY i

You should remember thias per the disclaimer, user is allowed to add only four type of fields like single

line of text,choice of dropdownnumber anddate. Even Additional column settings are not applicable here.

Create Column

Name and Type Column name: 2

Type a name for this column, and I
select the type of information you
want to store in the column,

The type of information in this column is:
@ Single line of text
O Multiple lines of text
(O Choice {menu to choose from)
O Number (1, 1.0, 100)
O Currency (5, % €
(O Date and Time
(O Lookup (information already on this site)
(O Yes/No (check box)
O Person or Group
(O Hyperlink or Picture
(O Calculated (calculation based on other columns)
(O Task Outcome
O External Data
(O Managed Metadata

Figurell: Enter Column name and type
8. /tA01 2y ahl1é 4G GKS SyRo®
9. Refresh your page and go to employee form where you requestedtbage

You can see the neeolumnlisted here at the bottom of théop sectionof the form.

Copyright © Beyond Intranet 2017. All Rights Reserved 11
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Onboard Employee
Select E Enter names or email addresses

Department™ Employee Type*

Select F" Select

Date Of Joining™ Additional Comments

‘ Dummy title number

Figurel2: Cusom Field on Form

2.3.5 Set Due date based on Onboard or Joining date

Users can set the resolution date or due date of standard tasks to be calculated either according to the onboarding
date or joining date ofhe employee. They can also dbE resolution date to+ or¢ values. If Resolution days are
set to say1 anddue date is calculated on the basis of joining date then, the manager who is assigned task will get a

due date for the task before 1 day of joining of the employee.

2.3.6 Give your branding to the acid

To give the addn desired branding and look feel, you can do this from Manage Title, theme color and logo option
available on the setup and setting option in left pane.

1. Add your company theme cologspick from the color palette.
2. Change the title of th addin to your desired name.
3. Add your company logqgthis logo will appear on the top left screen of the aidd

Copyright © Beyond Intranet 2017. All Rights Reserved 12
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Choose Color=

Onboard Title

melove Akoardin

(8]

Offboard Title

Ofboardin

(8]

m

Cancel

Click here to add/change the Logo

Figurel3: Branding and title

To Add your personalized logo on the addpage follow steps as below:

Clickomal yIF3S GAGE ST GKSYS O2t2NJFyR t232¢ 2LIA2Yy 2Y
/| tA01 2y a4/ tA01 KSNB (G2 FRRk OKFIy3aS GKS 23209

Upload logo image in the SharePoint list.

Browse the logo of your choice and upload.

Click on Change button to save your changes.

aprwODdE

2.3.7 Create Master Data

It is necessary for users to first of all create some master data of the organization like following:

1. Create Task Categories
2. Create Standard Tasks
3. Create Task Templates
4 Create your organizational Hierarchy (Departments, tEeployment types)

Let us understand each one in detail below:

2.3.8 Create Task categories

To group your tasks, it is important to define its bigger categories. While onboarding a new empltbgee are a set of
task which are done in pf@ining phase or ofjoining phase and posjoining phase. So it is important to create your
categories and then list all tasks under each category.

Creation/ addition/ deletion of categories is fully dynamic but only user with HR rights can do this process. This ig one tim
process.

Steps to add a new category is as follows:
1. Click onManage Categoriem the left side pane
2. | £ A OAdd IReyv Categorg

Copyright © Beyond Intranet 2017. All Rights Reserved 13
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’ . Welcome Claudia Anderson
Gk heretoadd the Logo Em ployee Onboardi ng 2
G Home Manage Categories
Q Setup & Settings v
0 Add New Category Process: OnBoarding
‘ Manage Categories
Show [T evrics searc: |
l Manage Standard Tasks
# a  Category ¢ ProcessType ¢ Edit Delete
I8 Manage Templates 1 Pre-Joining OnBoarding Y W
2 On-Joining OnBoarding , @
& Manage Employee Types
3| Post-Joining OnBoarding K |z}
m Manage Positions 4 Network and IT OnBoarding &z W
a5 Manage Departments Showing 1 to 4 of 4 entries
P Manage Title, Theme Color & 0 Add New Category
Logo
Q Configuration Settings

? Help Instructions

Figurel4: Task category

3. Enter yourcategory namen the pop up which appears.

Add Category

Category™

Add Reset

Figurel5: Create new task category

4. Click onAdd button to save changes.
5. Your category name will start appearing in the list shown in Fig above.

2.3.9 Create Standard tasks

Under each categoryser have to create set of standard tasks which can be assigned to various managers and users in
the workflow. Creating standard tasks is also -¢inge process and can be done by the user have admin level permission
only. HR can editdelete or add tasks as needed.
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. Welcome Claudia Anderson
Click here to add the Logo @ Emp|oyee Onboardlng o

) Home Manage Standard Tasks

o Setup & Settings v
@ Add New Standard Task Process: OnBoarding
& Manage Categories
Show [T entries Search:
l Manage Standard Tasks ~
# & Task Name ¢  Category ¢ level ¢ Assigned To < Resolution Days & Edit Delete
. Manage Templates 1 SharePoint Network and IT Manager Bhupendra Singh 1 l @
2 Provide Head Phone Network and IT Manager Bhupendra Singh 1 Va i
& Manage Employee Types
3 Assign Phone Network and IT Manager Bhupendra Singh 1 Va ]
[ Manage Positions 4 | Assign Computer Network and IT Manager Bhupendra Singh 2 2 T}
5 Assign Laptop Network and IT Manager Bhupendra Singh 2 I )}
& Manage Departments
Gave onboarding experience o S
6 Fieaback Post-Joining HR Bhupendra Singh 1 ’ w
0 Manage Title, Theme Color &
Logo 7 Employee handbook received Post-Joining HR Bhupendra Singh 1 I @
Submitted other necessary o .
8 Post-Joinin HR Bhupendra Singh 3
o Configuration Settings documents and photographs 9 P 9 4 o]
9 Parking Permit form submitted Post-Joining HR Bhupendra Singh 5 ’ @

? Help Instructions

Showing 1 to 10 of 34 entries

Figurel6: Standard Tasks

Steps to add standard task are as follows:

1. /tA01 2y GFRR yS8¢ &ail yRINR GFajyé
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2.

Following popup window will appear where you can create your new standard task.

Task Name~*
Assign To* Category™
Selec i
Resolution Days* Level*
Select v
Attachment
Browse... | No fil..cted.
Remarks

Reset

No ok~

8.
9.

Figure 17: Create new standard task

Enter name of the task, assign it to the users who are given permission to access-ihefladd

Add the standard task in the category of tasks.

Enter a predefined time line in which the task istmated to be completed

Enter Level on which the task is assigned.

You can also adal maximumof five (5)attachments with your standard task like word file or spreadsheet or jpg
or png files.

If you desire to add any comment or remarks in the specific-tg@k can do so from the remarks box.

Click on Add button to save your changes

10. Once you have createdstandard taskit will start appearing under the task list of the level you have chosen.

2.3.10 Create Templates

Once you have created all the standard task in every categorycan also create task templates to ease out assignment
to people. With the help ofemplates you can easily assign several fixed tasks to any person in one shot.

For eg., for every software developer joiniggu have a task for IT person to assign him computer, mobile phone,
internet connection and sign a NDA. So these are four itha@litasks but if you create a template which have all these
four tasks within it, you just need to assign that template to the software developer candidate and automatically all four
tasks will be assigned to the manager onboarding this candidate.
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’ . Welcome Claudia Anderson
Click here to add the Logo Employee Onboa rd|ng S
) Home Manage Templates
O Setup & Settings v
e Add New Template Process: OnBoarding
' Manage Categories
Show [ s searc: |
' Manage Standard Tasks
# 4 Template Name < Edit | Detail

B Manage Templates 1 IT task template K &

2 On-joining template , E

& Manage Employee Types

Showing 1to 2 of 2 entries

m Manage Positions
@ Add New Template
&, Manage Departments

o Manage Title, Theme Color &
Logo

O Configuration Settings

? Help Instructions

Figue 18 Task template

To add a new template, follow the steps as below:

1. Click on add new template
2. The pop up as shown below will open up.

X

Add Template

Template Name *

Select Al
A A
HR Tasks Manager Tasks
Pre-Joining On-Joining
[ Sent offer letter and confirmed acceptance [0 G-Drive access request
[J Completed workspace setup [JMobile phone request
[0 Completed equipment setup Network and IT
[ Generated domain account and email ID [ Assign Laptop
[ Updated distribution list [ Assign Computer
[ Performed other tasks such as business [ Assign Phone
cards order v . o &
Add Reset

Figurel9: Create new template
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3. Entertemplate nameof your choice.

4. Select random tasks from any category by clicking orctieek box which you want to add to a specific
template.

5. Click oraddto save changes.

2.3.11 Manage Employee Types

While onboarding any new employei¢is important to define your emplae type master listThis data will be used on
new employee onboarding form.

. Welcome Claudia Anderson
Click here to add the Logo @ Employee Onboardlng ® HR
) Home Manage Employee Types
£¥ Setup & Settings >

@ Add New Type
Show entries

? Help Instructions

search: |
# Employee Type ¢ Edit Delete
1 Part-time a W
2 Full-time a W
3 Contractual Y o]
4 Permanent , @

Showing 1to 4 of 4 entries

@ Add New Type

Figure20: Employee Types
Process of adding employee type is very simple:

1. Click oradd new typebutton.
2. A pop up will appear as shown below.

Add Employee Type

Employee Type*

Add Reset

Figure21: Add New employee type
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3. EnterEmployee typeand click oradd button to save your changes.

2.3.12 Manage Positions

To identify and relate each new employee with his/ her designation, you need to feed all master data of available
positions (designations) in your organization.

. Welcome Claudia Anderson
Click here to add the Logo @ Employee Onboardlng mHR
@ Home Manage Positions
£ Setup & Settings >

€ Add New Position
? Help Instructions

show [T entries search: |
# a  Position < Edit Delete
1 Network Engineer a 7]
2 Executive 4 -]
3 Designer K4 B8
4 Quality Assurance K B
5 Developer & =

Showing | to 5 of S entries

© Add New Position

Figure22: Manage Positions
Steps to add new position in the mast#ata are as follows:

1. Click on add new position
2. A pop up will appear as shown in imagsdw

Add Position

Position™

Add Reset

Figure23: Add new position

3. Enter Position name and click on add button to save your changes.
4. This data will be used in the new employee onboarding form.
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2.3.13 Manag

e Department

[A1S LRaArAdAz2yr RSLINLYSyid Aa I|faz
departments in the system so that you can categoriesryuployees under departments.

oFardo Sydaaride F2N

Click here to add the Logo

Logo

? Help Instructions

& Manage Departments

o Manage Title, Theme Color &

Manage Departments

ﬁ Home
O Setup & Settings v
@ Add New Department
‘ Manage Categories
Show IR entries

l Manage Standard Tasks

# & Department
l Manage Templates 1 Accounts

2 HR
& Manage Employee Types

3 IT Support
m Manage Positions 4 BPO

Showing 1 to 5 of 5 entries

@ Add New Department

Q Configuration Settings

Welcome Claudia Anderson
B HR

Figure24: Manage Departments

Steps to add a new department are as follows:

1. Click on

add new department button.

2. A pop up as shown below will appear.

Add Department

Department™

Add Reset

3. Enter the department name and click on add button to save your changes.

Figure25: Add new department
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