
Timing Recruiting People IT Funtional Area Facilities

New Hire On-Boarding Process Flow

New Hire 
Accepts Offer

Push from 
Greenhouse 
to Ulti-Pro

 Notified of 
New Hire

Send New 
Hire 

Notification to 
On-Board 
Email List

In UltiPro,  
Provision 
New Hire 

Paper Work

 Complete 
Paper Work 

Notified of 
New Hire 
Details, 

Including 
Start Date

Notified of 
New Hire 
Details, 

Including 
Start Date

New 
Hire Paper 

Work Complete by 
Friday Prior to 

Start Date?

Fully Set Up 
New Hire 

UltiPro Profile

Provision 
New Hire 

Okta/Email

Inform IT of 
Which Okta 

Apps to 
Provision and 

Grant 
Resource 
Access

Assign Okta 
Apps  and 
Resource 

Access (e.g. 
Box folders)

Ship Laptop 
Friday Prior 
to Start Date 

(Monday 
Prior at the 

Latest)

On-Board 
New Hire

On-Board 
New Hire 
(Page 2)

On-Board 
New Hire

No - Send Reminder

Yes

~14 - 30- Days 
prior to start 

day

~14-Days prior 
to start day

Complete at 
least 7-days 
prior to start

Complete at 
least 5-days 
prior to start

2-3 business 
days prior to 

start day

Day 1

Within first 
week Manager 

Send New 
Hire Bio Info 

to People

Enter New 
Hire Bio Info 
in Welcome 

Template and 
Send to 
Manager

Manager Post 
New Hire 

Welcome in 
hellosngoodbyes 
Slack Channel

Issue Site 
Badge



Timing New Hire Tech Ops Training Area Manager Quality Systems Facilities EHS

Tech Ops On-Boarding Process Flow

New Hire 
Accepts Offer

Send Tech 
Ops Welcome 

email

Schedule Tech 
Ops On-Board 

Session for 
Day 1 of 

Employment

Assign Buddy

Request  
role-based Job 

Codes, 
including those 

required for 
further 

facility/system 
access.

Day 1
On-Board

Add to Email 
Distribution 

Lists and Slack 
Channels

Request 
Buddy from 

Manager

Is LyFE

Assign Tech 
Ops Core 
Training in 
Lyell LMS

Add to List of 
Next Cohort

Check-in after 
One Week with 
New Hire and 

Buddy

Touch-Base 
with Buddy

Chick-in at 
One Month 

and Remove 
Buddy

Continuous 
Check-ins

Facility Access 
Badge

Facility Tour - 
Evacuation 
Points, First 

Aid

Send User and 
Manager 

Welcome to 
MC Email.

Yes

Cohort 
Activities

Complete 
"Welcome to 

MC" 
instructions 
and Core 

Training in UP 
LMS

 Complete 
training tasks 
assigned in 

MC.

How to Make a 
SAFE 

Submission

Attend
On-Board

A

Tour Facility A

Book Club

Request 
Badge with 

Zone 1

Upon 
completion of 

required 
training, assist 

New Hire in 
requesting 

greater facility 
and system  
access per 

SOP-0100 and 
SOP-0018

Complete 
Signature 

Manifestation

Is MFG
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