LABOR RELATIONS

UNITED STATES
P POSTAL SERVICE

September 7, 2021

Mr. lvan D. Butts

President

National Association of Postal
Supervisors

1727 King Street, Suite 400

Alexandria, VA 22314-2753

Dear Mr. Butts

As a matter of general interest, the Postal Service intends to initiate a pilot project called the HR
ServiceNow Onboarding Pilot.

As part of our efforts to stabilize the non-career workforce we plan to test a new onboarding tool
designed to improve the onboarding experience during the first 90 days.

This pilot will improve the onboarding experience by creating a standardized workflow that
includes additional automation that will reduce manual input. Additionally, this new workflow will
provide consistent visibility into onboarding activities conducted by Human Resources, Employee
Development, and Field Supervisors throughout the new hire employee’s probationary period.
The ME-NH-VT and South Carolina Districts have been selected as the sites for this pilot project.
The pilot is scheduled to start on September 27, 2021 and run through December 31, 2021.
Enclosed is a user guide and the power point slide decks for Trainers, Supervisors, HR

Coordinators, and HR Representatives.

Please contact Bruce Nicholson at extension 7773 if you have questions concerning this matter.

Sincerely,
David E. Mills
Director

Labor Relations Policies and Programs

Enclosures

475 L'ENFANT PLAZA SW
WasHINGTON DC 20260-4101
VWAW.USPS.COM



HR Onboarding Pilot

HR Coordinator



Expectations: Before We Begin

= Be engaged.

= Ask questions in the
chat.

= Please mute your

phones/microphones.

= Please do NOT place us
on hold/multitask.

= This is your training!




Objective & Goals

- The training session will go over the roles and responsibilities of the Supervisors, Trainers, and HR
Representatives in the HR Onboarding Pilot solution. Through this training, HR Coordinators will
become familiar with the roles, responsibilities, and privileges for each persona in the HR Onboarding
Pilot System:

* How to access and navigate the different widgets on the HR Onboarding Pilot Supervisor and the HR Onboarding Pilot Training
Portals

* How to create, schedule, and mark attendance for training sessions through individual cases and through bulk updates from the
training widget

* How to access and monitor the HR Onboarding Dashboard

* How to access and report on a list of ALL Onboarding cases

+ How to access and take action on tasks assigned to Supervisor, Trainer, and HR Representative in the Onboarding Lifecycle
Event (e.g. schedule shadow day/report to duty station, complete probationary reviews, etc.)

*  Form 1750 automation

* How to initiate reassignment of the Supervisor, Trainer, and HR Representative associated to an Onboarding case

* How to monitor communications (e.g. work notes and emails) associated to HR Onboarding cases

* How to communicate with new hire, Supervisor, HR Representative, and Training Leads from the system via direct messages
(emails)

* How to communicate within Training Lead, HR Representative, and Supervisors through work notes and comment on the HR
case

*  How to create and access quick messages



Course Modules

Topic Covered Est. Time
(min)

1. Portal (Homepage widgets, My Requests Page, My To-Dos Page, My Team Page, Helpful Links) 5
2. Dashboard & Reporting (Navigating to Dashboard, Dashboard tabs, Dashboard filters) 5
3. Workflow — Supervisor Tasks 30
4, Workflow — Trainer Tasks 30
5. Workflow — HR Representative Taskd€Click to add text 30
6. Cancelling a case 5
7. Communications (Creating quick messages & using them from Actions Ul) 10
8. Reassignment 5
9. Submitting a Support Request



Project Overview - HR Onboarding Pilot

Project Overview

The HR Onboarding Pilot’s goal is to create standardized, repeatable, and automated workflows and processes for onboarding

procedures and probationary activities for two pilot districts (Maine-New Hampshire-Vermont and South Carolina) for non-career and

bargaining positions. It will support automated, electronic means for action and milestone tracking while increasing visibility for the

managers and HR professionals tasked with delivering the appropriate communications, training, and performance feedback for new
ires.

Timeline
SEP OoCT NOV DEC
Pilot Training (9/7-16) ==
Pilot (9/17 - 12/31) |

Analyze Results and Feedback |



Project Overview - USPS HR Onboarding Pilot Journey Map

WEEK 2
| accepted my offer DAY 1 (OF ORIENTATION) . ]
am écégls?nggforward s b to complete the “Welcome f 'm excited to finally take NOTE: RCA/ARCs will end System Process at
3 P . ) tin a Shadow D d
information on next, USPS” training without issue. The C’?r?rthlg ?ob t?ai?\mg ;ylzgm the end of Week 2
Orientation team was very helpful and more about my job.

steps.

o n well-coordinated.

60 DAY
I'm glad | had the opportunity
to improve since the previous
PRE-BOARDING V| review. My second review 90 DAY
| am eager to get started; The went exactly as | expected. Finally! My last review
Orientation Letter confirmed my ﬂ Q went well, and | am a
position, unit, and details of my X . part of the team. The
Orientation. The New Hire site whole process went
makes everything very smoother than |
straightforward. expected.
WEEK 1
There was lots to do this I
week, Onboarding Forms, \
Driver Training, and <
additional
Orientation Training, but so
far everything is going very
NOTE: Shadow Days only apply to “smoothly.
newly hired city and rural carriers. If
. . 30 DAY
the Shadow Day is not applicable to a _ _
. My Supervisor has provided 30 DAY
newly hired employee, you do not me with very clear feedback,
. : and | was able to clarify my I'm glad | had the opportunity
need to complete the action in the HR  ;estions and expectations to improve since the previols
review. My third review went

without issue.
exactly as | expected.

Onboarding Pilot System
6



Module 1

Portal Overview



Portal - URL and Access

 Environment URL and Access:
* Onboarding Portal

 CAT URL: https://quspsonboarding.servicenowservices.com/onboarding

» PROD URL: https://uspsonboarding.servicenowservices.com/onboarding
* Training Portal

» CAT URL: https://quspsonboarding.servicenowservices.com/training

 PROD URL: https://uspsonboarding.servicenowservices.com/training

« All HR Pilot users will have access prior to go-live. However, if users need access to the system

after go-live, they can request access following these steps:
» To request access, email the HR coordinators. HR Coordinators will submit a Support Request in the HR Onboarding Pilot
system. The HR Onboarding Pilot Tier 2 team will grant access and notify the HR coordinators. HR Coordinators will notify
the users.



Portal

Onboarding Portal
Supervisors will access the Pilot through the
Onboarding Portal

Welcome, NH
You'll find what you need right here.

Training Portal
Trainers and HR Representatives will access the
Pilot through the Training Portal

Welcome, Brock
Youl find what you need right hens.

My District Overview
P ——
P

@ ERY BN mum
539 195 0 0

My District Overview

Training Sessions Recent New Hires




Training Widget — Scheduling a Session

The HR Onboarding “Training Widget” provides a convenient method for Trainers to create,
schedule, and mark attendance for orientation and training sessions in bulk

Schedule a Training Session: Add Attendees:
«  Trainers can use this functionality to - Trainers can add attendees while they are
; . ; creating the training as well as at a later
schedule/create various training sessions . g g
time
Schedule a Training Session Attendees X
Training Session
@ Training Details
Search bar can be used to look for new hires by name, position, cccupation code, designation/activity code, location, effective date, or HR Rep.
New Training Session
New Training Session | Add Selected
* Date/Time * Location Occupation Designation/ Effective
= Name Position p Activity Location HR Rep
ode Date
Code
*Yeaining Type PSE SALES & 33054-ROVAL .
) TomsofAnna SVCS/DISTRIBUTION 2395-0017 120 PALM- ‘?21'04’ SCHR
A 01 Representative
" ASSOCIATE 1449534
Training Facilitator
30320 - .
O TomsotAnna 2325-07XX 120 PEACHTREE- 202104 SHHR .
i epresentative
*Course Title 1352485
o 29020~ .
_ Barbara Na City Carrier Assistant 3310-0045 - CAMDEN- f?Zl 04 SCHR )
* Course Description 1 . 25 Representative
1356735
; I 29009- I
8 Sahadat City Carrier Assistant 2310-0045 s1e BETHUNE- f?n 04 SCHR )
Campbell 1 e 25 Representative
1354843
m ~  Prinda Edwards City Carrier Assistant s15 Ei?\ngN 2021-04- SCHR .
I 1 o 25 Reprasentative
1356735
A . PAMSmhacleven  MAILHANDLER - s 299;?425 202104  SCHR
TwentyFour ASSISTANT oS - 4\ : 25 Representative
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Training Widget - Managing Sessions & Attendance

The HR Onboarding “Training Widget” provides a convenient method for Trainers to create,
schedule, and mark attendance for orientation and training sessions in bulk

Edit Session Details: Mark Attendance:

* Trainers can change details of the session - Trainers can add or remove attendees as well
(e.g., in case of rescheduling a training) as mark their attendance (including hours)

Attendees
= City Carrier Academy @
Mick Perez 04101-ME-NH-VT-1434607 Effective 2021-05-30 "
Training
Course Tle Location Lisa Samuel 03033-BROOKLINE- Effective 2021-05-22 A
urse Tt - ! City Carrier Assistant 1 1356020
City Carrier Academy @ 03034-CANDIA-1356848 x _ e
Tyra Banks 03042-EPPING-1362675 Effective 2021-06-05 -
RURAL CARR ASSOC/SRY
Training Type Date/Time REG RTE
@  City Carrier Academy X v 2021-08-03 05:00:09 E Twyla Cordova 51006-BATTLE CREEK- Effective 2021-05-31 <
PSESALES & 1354205
SVCS/DISTRIBUTION
Facilitator Training Hours ASSOCIATE
®  BrockSizer * Hsialin Allen 20045-ELGIN-1362260 Effective 2021-04-28 .
ASSISTANT RURAL
Related Lists SARRER BRR)
"“’“dme Jiasaloni 03049-HOLLIS-1367208 Effective 2021-05-07 -
City Carrier Assistant 2
Save (Ctrl +5) Edit Attendees Log Attendance and Close Training

11



Module 2
Dashboard & Reporting



Dashboard & Reporting - Active HR Cases

 Metrics

* Active Cases Count (Number)

» Cases by HR Service

* HR Service Table

* Onboarding Cases by Activity Set
RCA/ARC Cases by Activity Set
All Active Cases

- Filters
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* District

* Employee Effective Date
» Supervisor

* HR Representative

* Training Lead

At R s | Aot T-Doa

Fither bey Disirict Emplayes Effective Dute Spervinar Tranang Lead R Represandatoee T Active Casas Cownt
] - L - w v e s L
52
T Caves by HA Senvice T N Service Tabbe
Sty
Fudy  Coum
MR sorace
i Onboarding L1 43
I Combt g - A (A i 1
Lanarn =5 5

W o onscedng = 43 Paave) B oo Orsaamtag . ARCSDLE 1 (2L LTS

T MR Onboarding Cares by Activity Set

T RCAKAC Cases by Activity St

1 Loyl Ciewevin Caor et

Th HECIT ey

A Perfplos

RO Rrady

OGO Ready

HECO001 TS Foady

) HSCO0SITT L]

HECOGIITE  Ready

([ ERWRUT)  Redy

et Jusiie

Bl aois

Hick Hewmae

Sk Mrermam

lpck Mewrnan

Leeern o

ki Active Cases
Marper v Srane Sulert peron Fasition
LR Pty M Torerdtyl e Carviey Aiamlant 3

Lty v Ayl

empey

Inrmpey

Gy Carvier Aasindant |

ot ey AR |

Loty Canvery Aysrdand |

oy S Assiaan

s, anagrad b
TENL-A T T iy
b T TR ety
LR AL DO LSS wtopry
TR ALCORAE LISISET tompry
IEQLAL OIS ey
IO L YCR gty
R A LR g
SR AL LSRR ompy

il servioe detiviny e i progre eaned
[ Db i Pre-Shogndie Furie 4
1 Orabipiting bye fon g 00824 R
o Crbmcing Dre B de g 1 LT
R Cobpatdios EreBoaokng O 30815 A W
18 Donbogudiod Frs Boaidng - T% LD
8 Ol ginireg Prs Bt Foo L RTER S
4 O Pre- By 3 1 LR
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Dashboard & Reporting — Active To-Dos

o Metricise ports ActiveHR Cases | Active To-Dos

° ACtIVG TO'DOS That Have Filter To-Dos by District l::w[uyee Effactive Date [7 Active To-Dos That Have Started
Started

e All Active To-Dos Assignedto Due Date q 5 8
All v Last 7days v

- Filters
° DlStrICt T Active To-Dos

. Number Parent Subject person Short description Position Location State Assigned to Duedate &
¢ E m p onee Effe Ctlve Date (i) HRTOO0OA799 HRC0001315 Lisa Samuel Enter ratings and generate 60-day review form City Carrier Assistant 1 03033-BROOKLINE-1356020 Ready NH Supervisor 2021-07-23 00:00:00
° ASS | g n ed TO (i) HRT0004797 HRC0001315 Lisa Samuel Determine if New Hire should be removed from rolls City Carrier Assistant 1 03033-BROOKLINE-1356020 Ready NH HR Representative 2021-07-23 00:00:00
L D ue Date (i) HRI0004%00 HRC0001315 153 Samuel Participate in 60 Day Review City Carrier Assistant 1 02033-BROOKLINE-1356020 Ready Lisa Samuel 2021-07-2300:00:00
(i) HRI004785 HRC000I315 Lisa Samuel Schedule 80-Day Review City Carier Assistant 1 03033 BROOKLINE-1356020 Ready NH Supervisor 2021-07-2300:00:00
(i) HRT0004798 HRC0001315 Lisa Samwel Conduct 60-Day Review City Carrier Assistant 1 03033 BROOKLINE-1356020 Ready NH Supervisor 2021-07-2300:00:00
(i) HRT0003%61 HRC0001249 Martha Gamblin Prepare for Orientation ASSISTANT RURAL CARRIER (ARC) 29041-DAVIS STATION-1437129 Ready Martha Gamblin 2021-07-23 18:52:14
(1) HRIO003988 HRC000125. Alleda Akhtar Contact New Hire regarding job requirements City Carrier Assistant 29009-BETHUNE-1354843 Ready SC Supervisor 2021-07-23 18:52:20
(i) HRI0003965 HRC0001251 Alleda Akhtar Prepare for Orientation City Carrier Assistant 1 25009 BETHUNE-1354843 Ready Alleda Akhtar 2021-07-23 18:52:20
(i) HRT0003979 HRC0001251 Alleda Akhtar Send New Hire Travel & Booking information if required City Carrier Assistant 1 29009-BETHUNE- 1354843 Ready SC HR Representative 2021-07-23 18:52:20
£ HET0003978 HEC000125] Alleda Akhiar EaterBepartigligit/Duty Siation Detal Litv CamierAssistant 29009 BFTHUNE.1354843 Beady CSunerisar 22L0723 185228

NOTE: HR Onboarding Pilot fulfiller users (Supervisors, Trainers, HR Representatives) can create their own reports and

.o Share the report with specific users and/or groups. Instructions in the corresponding Lab.



Module 3

Workflow - Supervisor Tasks



Project Overview - USPS HR Onboarding Pilot Journey Map

WEEK 2
| accepted my offer DAY 1 (OF ORIENTATION) . ]
am écégls?nggforward s b to complete the “Welcome f 'm excited to finally take NOTE: RCA/ARCs will end System Process at
3 P . ) tin a Shadow D d
information on next, USPS” training without issue. The C’?r?rthlg ?ob t?ai?\mg ;ylzgm the end of Week 2
Orientation team was very helpful and more about my job.

steps.

o n well-coordinated.

60 DAY
I'm glad | had the opportunity
to improve since the previous
PRE-BOARDING V| review. My second review 90 DAY
| am eager to get started; The went exactly as | expected. Finally! My last review
Orientation Letter confirmed my ﬂ Q went well, and | am a
position, unit, and details of my X . part of the team. The
Orientation. The New Hire site whole process went
makes everything very smoother than |
straightforward. expected.
WEEK 1
There was lots to do this I
week, Onboarding Forms, \
Driver Training, and <
additional
Orientation Training, but so
far everything is going very
NOTE: Shadow Days only apply to “smoothly.
newly hired city and rural carriers. If
. . 30 DAY
the Shadow Day is not applicable to a _ _
. My Supervisor has provided 30 DAY
newly hired employee, you do not me with very clear feedback,
. : and | was able to clarify my I'm glad | had the opportunity
need to complete the action in the HR  ;estions and expectations to improve since the previols
review. My third review went

without issue.
exactly as | expected.

Onboarding Pilot System
16



Workflow - Activity Sets

Activity Sets:
Depict the stages of the onboarding process, they
can include:
* Pre-Boarding
- Day 1
* Week 1
* Week 2
- Day 30
- Day 60
- Day 80

Note: ARCs/RCAs will not have Day 30, 60, or 80 Activity Sets

17

HR Onboarding: Gerardo Li

New Hire

Gerardo Li

Effective Date
2021-10-19

Tasks/To-Dos Activity

Actions -

Supervisor HRRep Training Rep

SC Supervisor SCHR Representative ® SCTraining Lead
Employment Type Position Location
Non-Career Employee MAIL HANDLER ASSISTANT 29037-CHAPPELLS-1357657

Attachments

Timeline

Pre-Boarding

Day1

Week 1

Week 2

Day30

Day 60

Day 80

(O viewalito-dos

ek 2 wm— 45 completed

All(2

Participate in Initial Meeting with Supervisor

DueinT days

Determine if New Hire should be removed from rolls
Duein7days

D Show completed to-dos E] Show upcoming to-dos




Project Overview - USPS HR Onboarding Pilot Journey Map

WEEK 2
| accepted my offer DAY 1 (OF ORIENTATION) . ]
am écégls?nggforward s b to complete the “Welcome f 'm excited to finally take NOTE: RCA/ARCs will end System Process at
3 P . ) tin a Shadow D d
information on next, USPS” training without issue. The C’?r?rthlg ?ob t?ai?\mg ;ylzgm the end of Week 2
Orientation team was very helpful and more about my job.

steps.

o n well-coordinated.

60 DAY
I'm glad | had the opportunity
to improve since the previous
PRE-BOARDING V| review. My second review 90 DAY
| am eager to get started; The went exactly as | expected. Finally! My last review
Orientation Letter confirmed my ﬂ Q went well, and | am a
position, unit, and details of my X . part of the team. The
Orientation. The New Hire site whole process went
makes everything very smoother than |
straightforward. expected.
WEEK 1
There was lots to do this I
week, Onboarding Forms, \
Driver Training, and <
additional
Orientation Training, but so
far everything is going very
NOTE: Shadow Days only apply to “smoothly.
newly hired city and rural carriers. If
. . 30 DAY
the Shadow Day is not applicable to a _ _
. My Supervisor has provided 30 DAY
newly hired employee, you do not me with very clear feedback,
. : and | was able to clarify my I'm glad | had the opportunity
need to complete the action in the HR  ;estions and expectations to improve since the previols
review. My third review went

without issue.
exactly as | expected.

Onboarding Pilot System
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Workflow - Preboarding Tasks

Schedule Report to Duty Station:

19

Supervisors will use this task to schedule the
date a New Hire has to report to their duty
station. Once the task is marked complete by the
Supervisor, an email is sent to the New Hire with
the information to prepare for reporting to their
duty station including the date and location

NOTE: If the task is completed prior to the New Hire’s effective date, a
system generated email containing the relevant information will be
sent. However, if the task is completed past the New Hire’s effective
date, no system generated email will be sent to the New Hire and it
will be the responsibility of the Supervisor to communicate the relevant
information to the New Hire outside the HR Onboarding Pilot system

HR Onboarding: Jia Saloni

{ Pre-Boarding

Enter Report to Unit/Duty Station Details

Attschments  History CrAsk 8 Question

HRT0004963 Unit/Duty Station Schedule

*Date

*Location
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Workflow - Preboarding Tasks

Supervisor Checklist:
A checklist is available for Supervisors through
this task outlining what needs to be discussed
with the New Hire when Supervisors contact
them for job requirements

HR Onboarding: Jia Saloni

ivity Attac
< Pre-Boarding Fqntac[ New H\Ire re.gammg,mh requirements
Attachments  History 2 Ask a Question
requl
Contact your New Hire to weicome them to USPS and review their job requirements - including work hours, days off and approximate
Contact Information

Name: Jia Salon
Phone;
Email
Supervisor Checklist
€ Initial work assignment
€) Job, dutes, roles, and responsivilties

) Performance expectations

© Introduction to coworkers

) USPS National Emergency Hotine number
© Supply requests

Contact New Hire regarding job requirements




Project Overview - USPS HR Onboarding Pilot Journey Map

WEEK 2
I accepted my offer DAY 1 (OF ORIENTATION) . i
am écégls?nggforward N e oo 'm excited to finally take NOTE: RCA/ARCs will end System Process at
t / 1 was able to complete the “Welcome to art in a Shadow Day and
information on nexf USPS’ training without issue. The 8n the Job training toylearn the end of Week 2
steps. Orientation team was very helpful and more about my job.

o n well-coordinated.

60 DAY
I'm glad | had the opportunity
to improve since the previous
PRE-BOARDING V| review. My second review 90 DAY
| am eager to get started; The went exactly as | expected. Finally! My last review
Orientation Letter confirmed my ﬂ Q went well, and | am a
position, unit, and details of my X . part of the team. The
Orientation. The New Hire site whole process went
makes everything very smoother than |
straightforward. expected.
WEEK 1
There was lots to do this I
week, Onboarding Forms, \
Driver Training, and <
additional
Orientation Training, but so
far everything is going very
NOTE: Shadow Days only apply to “smoothly.
newly hired city and rural carriers. If
. . 30 DAY
the Shadow Day is not applicable to a _ _
. My Supervisor has provided 30 DAY
newly hired employee, you do not me with very clear feedback,
. : and | was able to clarify my I'm glad | had the opportunity
need to complete the action in the HR  ;estions and expectations to improve since the previols
review. My third review went

without issue.
exactly as | expected.

Onboarding Pilot System
21



Workflow - Day 1 Tasks

Schedule Shadow Day:

22

If applicable Supervisors can use this task to
schedule the date a New Hire has to attend Shadow
Day. Once the task is marked complete by the
Supervisor, an email is sent to the New Hire with the
information to prepare for Shadow Day including the
date and location

NOTE: If the task is completed prior to the New Hire’s effective date, a
system generated email containing the relevant information will be
sent. However, if the task is completed past the New Hire’s effective
date, no system generated email will be sent to the New Hire and it
will be the responsibility of the Supervisor to communicate the relevant
information to the New Hire outside the HR Onboarding Pilot system

HR Onboarding: Jia Saloni

Schedule Shadow Day with New Hire

Attachments  History

HRT0004956 Schedule Shadow Day

*Date/Time
i

*Shadow Day POC Employee Name

* Location




Project Overview - USPS HR Onboarding Pilot Journey Map

WEEK 2
PAY T(OF ORIENTATION) NOTE: RCA/ARCs will end System Process at

I accepted my offer
am looking forward o I'm excited to finally take

to receiving . | was able to complete the “Welcome to ;

information on next, USPS” training without issue. The partin a Shadow Day and the end of Week 2
Orientation t heloful and On the Job training to learn

steps. rientation team was very helpful an more about my job.

o n well-coordinated.

60 DAY
I'm glad | had the opportunity
to improve since the previous
PRE-BOARDING V| review. My second review 90 DAY
| am eager to get started; The went exactly as | expected. Finally! My last review
Orientation Letter confirmed my ﬂ Q went well, and | am a
position, unit, and details of my X . part of the team. The
Orientation. The New Hire site whole process went
makes everything very smoother than |
straightforward. expected.
WEEK 1
There was lots to do this [ 4
week, Onboarding Forms, \
. Driver Training, and <
NOTE: Shadow Days only additional
H H Orientation Training, but so
apply to qewly hired city and | 2rene yihing 1S GG very
rural carriers. If the Shadow smoothly.
Day is not applicable to a o
newly hired employee, you do _ _
My Supervisor has provided 30 DAY

not need to complete the me with very clear feedback,
and | was able to clarify my I'm glad | had the opportunity

action in the HR Onboardmg guestions and expectations to improve since the previous
without issue. review. My third review went

F;I:lot System exactly as | expected.



Workflow — Week 1 Tasks

Scheduling Initial Meeting with Supervisor:

24

Supervisors will use this task to schedule the date a
New Hire has their initial probationary meeting with
the Supervisor. Once the task is marked complete by
the Supervisor, an email is sent to the New Hire with
the information needed for the meeting including the
date and location of the meeting as well as duration

NOTE: If the task is completed prior to the New Hire’s effective date, a
system generated email containing the relevant information will be
sent. However, if the task is completed past the New Hire’s effective
date, no system generated email will be sent to the New Hire and it
will be the responsibility of the Supervisor to communicate the relevant
information to the New Hire outside the HR Onboarding Pilot system

HR Onboarding: Jia Salon

Schedule Initial Meeting with Supervisor

Attachments  History

HRT0004944 Schedule Initial Meeting with Supervisor

Schedule Initial Meeting with Supervisor

* Enter Meeting Time:

*Duration (Enter time in Minutes):

* Location:

sk a Question




Workflow — Week 1 Tasks

Shadow Day Checklist:
If applicable Supervisors can use this checklist
to view how they can prepare for the New
Hire’s Shadow Day. Supervisors can
download the checklist displayed in the task

25

HR Onboarding: Jia Saloni

L
(x §
[

¥

New Hire Intro to Unit Checklist

SECTION 1= General Information (Compies for ssch rew
Employee Name:
EIN:
Unit Name & Finance:
Effective Date:
Shadow Day Date:
First Day in Unit Date:

SECTION 2 - Management Process Checklist

PART A - The Shadow Day
Preparation for Shadow Day - Postmaster /| Manager




Workflow — Week 1 Tasks

Enter Time in TACs:
This task is a reminder for Supervisor’s to
enter the New Hire’s time in the Time and e Sl
Attendance System (TACs) outside of the HR o o e
Onboarding Pilot system

HR Onboarding: Jia Saloni

Enter New Hire time into TACS (Week 1

Altachments  History

Be sure to enter your New Hire's time into TACS for their first week, If your New Hire completed training, you should have received s copy
of their timecard from the Training facilitator.

Enter New Hire time into TACS (Week 1
Enter New Hire time into TACS (Week 1

26



Workflow — Week 1 Tasks

Prepare for New Hire’s first day Unit/Duty
Station:
A checklist is available for Supervisors through
this task outlining how they can prepare for the
New Hire's first day at Unit/Duty Station.
Supervisors can download the checklist
displayed in the task

27

HR Onboarding: Jia Saloni

& nis s RRe, & NHTr
reer
Prepare for New Hire's First Day in the Unit/Duty Station
HRTO004040 Duein4 da
achm 8 Quests
O o T i o o <r
PART B - Preparing for the first day in the unit -
Postmaster / Manager
Prepare Welcome Introduction Package Recommendoed items)
1 r NESZ.23
B19 | Heat lliness Prevention Progra d NSN- 7530-18-000-4041




Workflow — Week 1 Tasks

Welcome New Hire to Unit/Duty Station:

28

A checklist is available for Supervisors through
this task outlining how they can prepare for the
New Hire’s first day at Unit/Duty Station.
Supervisors can download the checklist
displayed in the task

HR Onboarding: Jia Saloni

Welcome New Hire to the Unit/Duty Station

D@ 41w Fh@QAR Qs <>

PART C - First day in unit welcome process -

Postmaster / Manager & Union Steward
Make a Great First Impression

Give a tour of the facllity - Postmaster & OJI or Unlon Steward

Meoting with Postmaster / Station Manager Intisl  Date
14 | Dwscuss PS For 750 process (1 appada




Project Overview - USPS HR Onboarding Pilot Journey Map

| accepted my offer DAY 1 (OF ORIENTATION)

am looking forward
to receiving 2
information on nexf,
steps.

| was able to complete the “Welcome to
USPS” training without issue. The
Orientation team was very helpful and

o n well-coordinated.

PRE-BOARDING

| am eager to get started; The
Orientation Letter confirmed my
position, unit, and details of my
Orientation. The New Hire site
makes everything very
straightforward.

WEEK 1

There was lots to do this
week, Onboarding Forms,
Driver Training, and
additional
Orientation Training, but so
far everything is going very

NOTE: Shadow Days only apply to “smoothly.
newly hired city and rural carriers. If

the Shadow Day is not applicable to a
newly hired employee, you do not me with very clear feedback,
need to complete the action in the HR  2ioines aos evmaaiatons
Onboarding Pilot System without issue.
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30 DAY
My Supervisor has provided

WEEK 2
I'm excited to finally take

NOTE: RCA/ARCs will end System Process at

part in a Shadow Day and the end of Week 2

On the Job training to learn

more about my job.

60 DAY
I'm glad | had the opportunity
to improve since the previous 90 DAY
V| review. My second review
went exactly as | expected. Finally! My last review
4] went well, and | am a
. part of the team. The
whole process went
smoother than |
expected.
¥
80 DAY

I'm glad | had the opportunity

to improve since the previous

review. My third review went
exactly as | expected.



Workflow — Week 2 Tasks

Conduct Initial Meeting with New Hire:

Through this task Supervisors confirm they have
conducted the initial probationary meeting with P B  Jen ® e

HR Onboarding: Jia Saloni

Jia ® NH Rep NH ad
the New Hire. -
20210507 Non-Career Employee ty Camier Assistant Ll
Tasks/To-Dos Attachm
¢ Week2 Conduct Initial Meeting With Supervisor
Week DTOMIET sl i da
achments  Histor CrAsk & Questi
W HIre

PR L 8 S A HRT0004957 Conduct Initial Meeting With Supervisor

| certify that | have conducted an Initial Probationary Review with my New
Hire

30
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Workflow — Week 2 Tasks

Enter Time in TACs:
This task is a reminder for Supervisor’s to
enter the New Hire’s time in the Time and
Attendance System (TACs) outside of the HR
Onboarding Pilot system.

HR Onboarding: Jia Saloni

t Week 2
( w.ul

Enter New Hire time into TACS (Week 2)

Attachments  History QuAsk 8 Question

Be sure to enber your New Hire's time into TACS for their first week. I your New Hire completed training, you should have received a copy

of their timecard from the Training facilitator,

Enter New Hire time into TACS (Week 2




Workflow — Week 2 Tasks

Scheduling 30-Day Review:
Supervisors will use this task to schedule the 30-
day evaluation for the New Hire.

NOTE: There are no additional tasks past this point for Supervisors
associated to a RCA/ARC case. The following tasks and activity sets
will ONLY be triggered for non-RCA/ARC New Hires.

RCAs/ARCs will be excluded from the scheduling and completion
of automated PS Form 1750 evaluations at the 30, 60, and 80-Day
reviews. They will continue to be evaluated using the same process
used today and their reviews will not be captured within the HR
Onboarding Pilot tool.
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HR Onboarding: Jia Saloni

Schedule 30-day Review

Attachments  History

HRT0004958 Schedule 30-Day Review
Schedule 30-Day Review

* Enter Meeting Time:

* Duration (Enter time in Minutes):

Range: 15 - 120

* Location:




Project Overview - USPS HR Onboarding Pilot Journey Map

| accepted my offer DAY 1 (OF ORIENTATION) ]
am looking forward . _t""dEtE':,z . NOTE: RCA/ARCs will end System Process at
to receiving . | was able to complete the “Welcome to m excited to finally take
information on nexf USPS” training without issue. The part in a Shadow Day and the end of Week 2

On the Job training to learn

Orientation team was very helpful and

o n well-coordinated.

steps. more about my job.

60 DAY
I'm glad | had the opportunity
to improve since the previous
PRE-BOARDING V| review. My second review 90 DAY
| am eager to get started; The went exactly as | expected. Finally! My last review
Orientation Letter confirmed my ﬂ Q went well, and | am a
position, unit, and details of my X . part of the team. The
Orientation. The New Hire site whole process went
makes everything very smoother than |
straightforward. expected.
WEEK 1
There was lots to do this I
week, Onboarding Forms, \
Driver Training, and <
additional
Orientation Training, but so
far everything is going very
NOTE: Shadow Days only apply to “smoothly.
newly hired city and rural carriers. If
the Sha'dow Day is not applicable to 30 DAY
newly hired employee, you do not My S_thﬁervisor| hasfpr%\gdeg 80 DAY
i i me with very clear feeaback, I'm glad | had the opportunity
need to complete the action in the H ;‘32 s'ﬂ“;;‘: :rt:lde éipcéi{gﬁorﬂﬁ to improve since the previols
i i : § review. My third review went
? :?boa rding Pilot System Without issue. o e e




Workflow - Day 30 Tasks

Enter ratings and generate form:
The Supervisor will enter their evaluation of the :
New Hire’s performance in this task. Once the task
is completed, a PDF of the Form 1750 is generated i
using the Supervisor’s input values. The generated
PDF can be found under the ‘Attachments’ tab on e
the HR case page e
*Pay Location
* Factor Rating: Work Quantity
* Factor Rating: Work Quality
NOTE: RCAs/ARCs will be excluded from the scheduling and completion o e
of automated PS Form 1750 evaluations at the 30, 60, and 80-Day reviews. e s
They will continue to be evaluated using the same process used today and e e S e
their reviews will not be captured within the HR Onboarding Pilot tool.
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Workflow - Day 30

qulrsp_ STATES Employee Evaluation and/or Probationary Report
= SEReE =
1. Emgicyee's Name (First. MI. Last) 2. Empioyee Socal Secunty Number
Jia Saloni 061359902
3 Te 4. Pay Locabon |5 Appontment Date € Date Probabonary

. . . Period Encs
City Carrier Assistant 2 123 2021-05-07 |2021-08-05
7a Compiete 30-Osy Repon By 8a Compiste 60-Day Repon By %a Compiete 80-Day Report By 10a WYQ"EMR‘WB—
2021-06-05 2021-07-05 2021-07-25 2022-05-06
7o Erter Factor Rating (O. S. U. NO) |85 Emter Factor Rating (O. S U. NO)| 96 Enter Factor Rating (O. S U. NO)| 106, Enter Factor Rating (0. S. U. NO)
2080cS o0OeS eSS |a_e_c_o_€e_r_|a_®o_c_o_€_F_|a_8_c_o0__E__F__
Te Employes s inbals Bc Emgicyes s inmuads Gc  Empioyee s intals 10c Employes s lretals

H?m-a-sm;mo-h;!nadmﬁmdwvw 12 Empioyee’s Signature and Date (Does Not indicate Agreement)
nd)

Listed bDelow are The factors on whech you ame 10 evaluste the employee Next 10 each facior are examples of behaviors that would describe
performance at the SATISFACTORY level These are provided as reference points for evaluating performance. Periormance substantally above e
performance described at the SATISFACTORY level would be rated OUTSTANDING. while periormance substanitially below $he SATISFACTORY level
would be rated UNACCEPTABLE Please indicate your rating of OUTSTANDING, SATISFACTORY. or UNACCEPTABLE for each factor by entecng
the appropriate letiers (O. S. or U) in the boxes in Sems 7b through 100. If you have not observed how this Person performed on & given factor, or If the

Tacton is Ot relevant 10 the POston which you are rating, enter "NO™ (NOT OBSERVED) Popu|ated from the
O = OUTSTANDING S = SATISFACTORY U =UNACCEPTABLE NO = NOT OBSERVED New Hire’s HR
Populated from the Factor Examples of Satisfactory Perf Lavels Profile
Enter Ratings A. Work Quantity W WOrks at 3 SUMCIONt SPe0d 10 KESD UD With [N AMOunt Of work requred Dy the POston
8 Accompinhes tasks in an efcent and trmely mannes
Task W Makes procuctive Use of Bme When COmpleting ASEONMents

Makes few erors O matakes

Parionms work whch mests T Expectations of T DOSRon

WWOrks in & careful_siern. and CONSCRNGOUS MaNNe! 10 eNsure the SCCLMECY ANd compietensss of the work perormed
Compiotes work S3S:rments without UNVieCesSary SUDerasion

Takes responsbaity for completng hisher own work

Roports 1o work on trme.

Der ¥

Maintans postive workng relatonshps with others

Works harmonously with Others in Qetting the work done NOTE RCAS/ARCS Wl” be

COOpor310s wol with CO-wOrkers . SUPSNVIScrs. And OTers with whom he'she Comes nlo Contact

iy e e excluded from the scheduling and

Conascs Pereskhaceat £ & et scEroins 1o o SO $95 completion of automated PS Form

an e for the POston

& Osrmonstratvs 8 posiive approech towerd work. co-moriers. and eupervieors. 1750 evaluations at the 30, 60, and

® Demonstrates a wilngress 10 handie al assgnments
& Demonstrates fexibiity in moving from one task 10 another as needed

P G B s Doy - 80-Day reviews. They will continue
A v s to be evaluated using the same

- - il — process used today and their
T mmm— reviews will not be captured within
the HR Onboarding Pilot tool.

B. Work Quality

D. Work Relations

F. Personal Conduct
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Workflow - Day 30 Tasks

HR Onboarding: Jia Saloni

Conduct Review:
Through this task Supervisors confirm they e i g -~ Sl -
have conducted the 30-day probationary e doiog,
meeting with the New Hire.

HRT0004951 Conduct 30-Day Review

Conduct the 30-day review with your New Hire. Review the PS form 1750
(probationary form) and discuss the rating that have been provided against all
factors on job performance to-date. Obtain acknowledgement from the New
Hire orindicate a refusal to sign

Did this New Hire sign the 30-Day review?
Yes, this New Hire has signed the 30-Day review.

No, this New Hire refused to sign the 30-Day review.

NOTE: RCAs/ARCs will be excluded from the scheduling and completion
of automated PS Form 1750 evaluations at the 30, 60, and 80-Day reviews. A _

They will continue to be evaluated using the same process used today and = =
their reviews will not be captured within the HR Onboarding Pilot tool.
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Workflow - Day 30 Tasks

HR Onboarding: Jia Saloni

Schedule 60-Day Review:
Supervisors will use this task to schedule the g —— —— ——
date the 60-day evaluation for the New Hire. L I o

Schedule 60-day review

< Day30
tachments  Histor
HRT0004949 Schedule 60-Day Review
Schedule 60-Day Review
Schedule 60-day review . .
e *Enter Meeting Time:
=

*Duration (Enter time in Minutes):

*Location:

NOTE: RCAs/ARCs will be excluded from the scheduling and completion

of automated PS Form 1750 evaluations at the 30, 60, and 80-Day reviews.
They will continue to be evaluated using the same process used today and - :
their reviews will not be captured within the HR Onboarding Pilot tool. o
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Project Overview - USPS HR Onboarding Pilot Journey Map

DAY 1 (OF ORIENTATION) .
WEEK 2 NOTE: RCA/ARCs will end System Process at
I'm excited to finally take

part in a Shadow Day and the end of Week 2
On the Job training to learn
more about my job.

| accepted my offer
am looking forward
to receiving 2
information on nexf,

| was able to complete the “Welcome to
USPS” training without issue. The
Orientation team was very helpful and
well-coordinated.

60 DAY
I'm glad | had the opportunity
to improve since the previous
PRE-BOARDING V| review. My second review 90 DAY
| am eager to get started; The went exactly as | expected. Finally! My last review
Orientation Letter confirmed my ﬂ Q went well, and | am a
position, unit, and details of my X . part of the team. The
Orientation. The New Hire site whole process went
makes everything very smoother than |
straightforward. expected.
WEEK 1
There was lots to do this [ 4
week, Onboarding Forms, \
Driver Training, and <
additional
Orientation Training, but so
far everything is going very
NOTE: Shadow Days only apply to “smoothly.
newly hired city and rural carriers. If
the Shadow Day is not applicable to a 30 DAY ..

newly hired employee, you do not My Supervisor has provided

need to complete the action in the HR
Onboarding Pilot System
38

me with very clear feedback,

and | was able to clarify my

guestions and expectations
without issue.

I'm glad | had the opportunity

to improve since the previous

review. My third review went
exactly as | expected.



Workflow - Day 60 Tasks

Enter ratings and generate form:

The Supervisor will enter their evaluation of the
New Hire’s performance in this task. Once the task
is completed, a PDF of the Form 1750 is generated
using the Supervisor’s input values. The generated
PDF can be found under the ‘Attachments’ tab on
the HR case page

< Day60 Enter ratings and generate 60-day review form
e RT0004954 erdue 18 ds;

Attachments History

HRT0004954 60 Day - 1750 Form

* Factor Rating: Work Quantity

Examples of Satisfactory Performance Levels:

Works at a sufficient speed to keep up with the amount of work required by the position.
Accomplishes tasks in an efficient and timely manner.
Makes productive use of time when completing assignments.

* Factor Rating: Work Quality
Examples of Satisfactory Performance Levels:
Makes few errors or mistakes.

Perfor

rk which meets the expectations of the position.

Works in a careful, alert, and conscientious manner to ensure the accuracy and completeness of the

NOTE: RCAs/ARCs will be excluded from the scheduling and completion sk pertemes
of automated PS Form 1750 evaluations at the 30, 60, and 80-Day reviews.
They will continue to be evaluated using the same process used today and
their reviews will not be captured within the HR Onboarding Pilot tool.

* Factor Rating: Dependability
Examples of Satisfactory Performance Levels:

Completes work assignments withaut unnecessary supervision.
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Workflow - Day 60 Tasks

40

Populated from the
Enter Ratings
Task

UNITED STATES Employee Evaluation and/or Probationary Report
POSTAL SERVICE , (See instructions on Reverse)
1. Emgioyee’'s Name (First. M. Last) 2 Empioyee Social Secunty Number
Jia Saloni 061359902
A Toe 4. Pay Locaton 5 Appontment Date [ g:-o:‘vmmy
Clty Carrier A55|stant 2 123 2021-05-07 |2021-08-05
Compiete 30-Day Report By Compiete 60-Day Report By Compiote 80-Day Report By 10a. Compiote Year End Report By
2021 -06-05 5031-07-05 5021-07-25 2022-05-06

a0e80cS 0O€eS ¢S |oS 80cS 00 eOfO|a_8_c_o__€__F A__B__C__D__E__F
T0c_Employee s inbais

Tc Empioyee s insan 8c Empioyes s intais Gc Empioyes s intals

H?oorvw:SW nd Date (End of Protatonary Perod or Year 12 Empioyee’s Signature and Date (Does Mot incicate Agreement)
nd)

[ ow are the factors on which you are 1o evakiate the employos Next 1o each facior are of = that would
mance at the SATISFACTORY level rm&wmnwmmmmmm Performance substantially above e
Aormance described at the SATISFACTORY level would be rated OUTSTANDING mance substantialy below the SATISFACTORY level
would be rated UNACCEPTASLE. Please indicate your rating of OUTSTANDING SAT"SFACTORV or UNACCEPTABLE for each factor by entering
e appropriate ketters (O. S. or U) in The boxes in Sems 75 Brough 105, If you have not observed how this Person perormed On & given factor. of if the
factor is not relevant 1o the position which you are rating, enter “NO™ (NOT OBSERVED)

O = OUTSTANDING S = SATISFACTORY U = UNACCEPTABLE NO = NOT OBSERVED

Factor Examp of S 1 y Perfor Levels

A. Work Quantity ® Works at a sufficent speed 1o keep up with the amount of work required by the position.
® Accompishes tasks in an officent and timely manner
8 Makes productive use of ime when completing assignments
B. Work Quality ® Makes fow orrors or mestakos
@ Performs work atuch Moeots the expectatons of the posfon
W Works in 3 caredul. alert. and CONSCHNTIOUS MaNNer 10 ENEUNe the SCCLIAcY SNd Completenass of the work performmed
C. Dependability B Compiotos wor AtsQrmonts withoutl LNNOCOS Sary SLpOrnson
B Takes responsbilily 1or COMEIetng Ms/Mer Own work
B Reports o work on time
® De e
D. Work Relations -mmmm relationships with others
B Works harmoniously with others in geting Ihe work Sone
® Cooperstes wel with CoO-wOrkers. SUDervisors. and ofhers with whom he/she comes into contact
E. Work Methods ® Handies equipment and/or work materals in an appropriate Manmer
® Consistontly cbserves proper safety rulos and practces
B Understands and follows oral and/or wiitlen instrnuctions
F. Personal Conduct 8 Conducts himsellhersel!l in & MaNNer SPPICEIIBe 10 e Work Settng
8 Maintains an appropriate appearance for the position
- D a posave 1OWArd work. CO-wOrkers. and SUPervIsons
® Demonstrates a wilingress 1o handie all assignments
® Demonstrates fexibity in moving from one task 10 another as needed
Have Expectations Been Joindy Dacussed?
[ Yes 0O Ne Inbals

(Supennsor) (Empicyee)

Would You Recommend Thes Person for Retention or Retere?
@ Yes O Ne Intials
(Supenvisor)

Pioase Explain or Provide Addional Commaents Below

PS Form 1750, August 1904 1 - Forward to Designated Postal Official

Populated from the
New Hire’s HR
Profile

NOTE: RCAs/ARCs will be
excluded from the scheduling and
completion of automated PS
Form 1750 evaluations at the 30,
60, and 80-Day reviews. They will
continue to be evaluated using
the same process used today and
their reviews will not be captured
within the HR Onboarding Pilot
tool.



Workflow - Day 60 Tasks

Conduct Review: HR Onboarding Jia Saon
Through this task Supervisors confirm they | _ ) o
have conducted the 60-day probationary D sosson B s _ JomA— - Jrordi
meeting with the New Hire.

Conduct 60-Day Review

Attachments  History C Ask a Question

CO 005 K I HRT0004953 Conduct 60-Day Review

Conduct the 60-day review with your New Hire. Review the PS form 1750
(probationary form) and discuss the rating that have been provided against all
factors on job performance to-date. Obtain acknowledgement from the New
Hire orindicate a refusal to sign

Did this New Hire sign the 60-Day review?

Yes, this New Hire has signed the 60-Day review.

NOTE: RCAs/ARCs will be excluded from the scheduling and completion e e
of automated PS Form 1750 evaluations at the 30, 60, and 80-Day reviews
They will continue to be evaluated using the same process used today and m_
their reviews will not be captured within the HR Onboarding Pilot tool.
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Workflow - Day 60 Tasks

HR Onboarding: Jia Saloni

Schedule 80-Day Review:
Supervisors will use this task to schedule the Yoo Yereatl D i
date the 80-day evaluation for the New Hire.

< Day60 Schedule 80-Day Review
! HRT0004! verdue 18 da;

ittachments  History

Schedule 80-Day Review

HRT0004936 Schedule 80-Day Review

Schedule 80-Day Review

*Enter Meeting Time:

*Duration (Enter time in Minutes):

Range: 15 - 120

*Location:

NOTE: RCAs/ARCs will be excluded from the scheduling and completion

of automated PS Form 1750 evaluations at the 30, 60, and 80-Day reviews. s | [
They will continue to be evaluated using the same process used today and
their reviews will not be captured within the HR Onboarding Pilot tool.
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Project Overview - USPS HR Onboarding Pilot Journey Map

| ted my offer DAY 1 (OF ORIENTATION) _
am looking forward WEEK 2 NOTE: RCA/ARCs will end System Process at
I'm excited to finally take

to receiving 2 | was able to complete the “Welcome to €
information on next, USPS” training without issue. The part in a Shadow Day and the end of Week 2
On the Job training to learn

steps. Orientation team was very helpful and

o n well-coordinated. more about my job.

60 DAY
I'm glad | had the opportunity
to improve since the previous
PRE-BOARDING V| review. My second review 90 DAY
| am eager to get started; The went exactly as | expected. Finally! My last review
Orientation Letter confirmed my ﬂ Q went well, and | am a
position, unit, and details of my X . part of the team. The
Orientation. The New Hire site whole process went
makes everything very smoother than |
straightforward. expected.
WEEK 1
There was lots to do this [ 4
week, Onboarding Forms, \
Driver Training, and <
additional
Orientation Training, but so
far everything is going very
NOTE: Shadow Days only apply to “smoothly.
newly hired city and rural carriers. If
the Sha'dow Day is not applicable to a 30 DAY |
newly hired employee, you do not My Supervisor has provided 80 DAY
need to complete the action in the HR  "aed 1w abio b crarty may 'm glad | had the opportunity
Y gﬂggﬂ"gﬁ: :ﬁldeetzpceligilio?sl to improve since the previous
i i : § review. My third review went
(2 :? boarding Pilot System Without issue. e e




Workflow - Day 80 Tasks

Enter ratings and generate form:
The Supervisor will enter their evaluation of the
New Hire’s performance in this task. Once the task
is completed, a PDF of the Form 1750 is generated
using the Supervisor’s input values. The generated
PDF can be found under the ‘Attachments’ tab on —
the HR case page.

Enter ratings and generate 80-day review form

HRT0004971 80 Day - 1750 Form

*Factor Rating A: Work Quantity
Examples of Satisfactory Performance Levels:

Choose

Examples of Satisfactory Performance Levels:

expectations of the position.

NOTE: RCAs/ARCs will be excluded from the scheduling and completion ks e g gt i
of automated PS Form 1750 evaluations at the 30, 60, and 80-Day reviews
They will continue to be evaluated using the same process used today and
their reviews will not be captured within the HR Onboarding Pilot tool. HENE eI

Examples of Satisfactory Performance Levels:

Completes work assignments without unnecessary supénvision.
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Workflow - Day 80 Tasks

45

Populated from the
Enter Ratings
Task

UNITED STATES Employee Evaluation and/or Probationary Report
e (S22 Ingtructions on Reoverse)

1. Empioyee’s Name (First. Ali, Last) 2. Employee Social Secunty Number

Jia Saloni 061359902

3 Toe 4 Pay Locason |5 Appontment Date 6 Date Probasonary

City Carrier Assistant 2 123 2021-05-07 [2021-08-05
Regort By Report By Sa Compiete 80-Day Report By 10a. Complete Year End Report By
2021-07-25 2022-05-06

7a Compiete 30-Day 8a Complete 60-Day
2021-06-05 2021-07-05

A0D80cS 0O0eS ¢S |o5 60cS 00eOrO|a0eO0cO0S eOrO|a_8_c_o__e__r__

Tc Employee s inmais 8c Empioyes s intais . Empioyes's intais 10c Empioyee s irtais

‘l?ﬂ“wtsm-moﬂﬁlllﬂd“w} - or Year 12 Empioyee s Sgnature and Date (Does Not incicate Agreement)
nd)

Listed below are Tw fach afech you sre 10 evaluste the empioyee. Nexl 10 each facior are exampies of behaviors that would describe

performance at the ~ ~CTORY lovel. These are provided as reference points for ew g per y above the

performance < - ot the SATISFACTORY level would be rated OUTSTANDING. whie performance substantially below The SATISFACTORY level

would > LAACCEPTABLE Please ndicate your rating of OUTSTANDING, SATISFACTORY, or UNACCEPTABLE for each factor bry entering

- _-ate lottors (O, S, or U) in the boxes in Berms 7b through 10b. if you have not observed how this person performed on a given factor. or if the
5 POt relevant 10 the DOSTON which you are fating. enter "NO™ (NOT OBSERVED)

O = OUTSTANDING S = SATISFACTORY U = UNACCEPTABLE NO = NOT OBSERVED

Factor E les of S
A. Work Quantity W Works at a sufficent speed 10 keep UP With the amount of work requred by the postion
@ Accompinhes tasks in an efficent and tmely manner
B Makes productve ute of Bme when Completng assgrments
@ Makes few errors or mastakes
W Performs work which meets the expectations of the posfon
W Works i 8 careful_ skt and CONSCINNEIOUS Marme? 10 eNsure the ScCLracy and compieteness of the work perorrmed
B Compietes work assigriments withoul UNNECESSAry SUPErNISon
B Takes responsibsdty for compietng his/her own work
= Reports to work on time.
® Demonstrates satsfactory atendence
D. Work Relations B Maintains postve working relatonshios with others.
@ Works harmoniously with others in getting the work done.
B Cooperates well with CO-wOrkers. SUPSrVIsons. nd CErs with whom he'she Comes Into contact.
E. Work Methods B HaNGes 6qUEMBNt AnNcOr work MAtenals I AN ApEOCNAS MArmS!
W Consistently cheenes proper safely nies and practces
® Understands and follows oral and/or written instructons
F. Personal Conduct @ Conducts himsellhersell n a manner appropriate 10 the work settng
& Maintains an appropriate appearance for the positon
B Demonsirates & posiive Spprosch 1oward work Co-workers. 8nd Supervisors
® Demonstrates a wilingness 1o handie all assignments
= Domonstrates Sexibiity in moving from one task 1o another as noeded
Have Expectations Been Joingty Dascussed”?
@ Yes ONe Intals

1 y Pert Levels

B. Work Quality

C. Dependability

( Scpervison) (Empioyee)
Would You Recommend This Person for Retention of Rehire?
® Yes 0 ne irtads
(Supsnvisor)

Piease Explan or Provide Additional Comments Below

PS Form 1750, August 1904 1 - Forward to Designated Postal Official

Populated from the
New Hire’s HR
Profile

NOTE: RCAs/ARCs will be
excluded from the scheduling and
completion of automated PS Form
1750 evaluations at the 30, 60,
and 80-Day reviews. They will
continue to be evaluated using the
same process used today and
their reviews will not be captured
within the HR Onboarding Pilot
tool.



Workflow - Day 80 Tasks

Conduct Review:
Through this task Supervisors confirm they
have conducted the 80-day probationary
meeting with the New Hire.

NOTE: RCAs/ARCs will be excluded from the scheduling and completion
of automated PS Form 1750 evaluations at the 30, 60, and 80-Day reviews.
They will continue to be evaluated using the same process used today and
their reviews will not be captured within the HR Onboarding Pilot tool.
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HR Onboarding: Jia Saloni

Conduct 80-Day Review

Attachments History

HRT0004932 Conduct 80-Day Review

Conduct 80-Day Review

Hire or indicate a refusal to sign

Did this New Hire sign the 80-Day review?
Yes, this New Hire has signed the 80-Day review

No, this New Hire refused to sign the 80-Day review.

Conduct the 80-day review with your New Hire. Review the PS form 1750
(probationary form) and discuss the rating that have been provided against all
factors on job performance to-date. Obtain acknowledgement from the New




Module 4

Workflow - Trainer Tasks



Project Overview - USPS HR Onboarding Pilot Journey Map

WEEK 2
| accepted my offer DAY 1 (OF ORIENTATION) . ]
am écégls?nggforward s b to complete the “Welcome f 'm excited to finally take NOTE: RCA/ARCs will end System Process at
3 P . ) tin a Shadow D d
information on next, USPS” training without issue. The C’?r?rthlg ?ob t?ai?\mg ;ylzgm the end of Week 2
Orientation team was very helpful and more about my job.

steps.

o n well-coordinated.

60 DAY
I'm glad | had the opportunity
to improve since the previous
PRE-BOARDING V| review. My second review 90 DAY
| am eager to get started; The went exactly as | expected. Finally! My last review
Orientation Letter confirmed my ﬂ Q went well, and | am a
position, unit, and details of my X . part of the team. The
Orientation. The New Hire site whole process went
makes everything very smoother than |
straightforward. expected.
WEEK 1
There was lots to do this I
week, Onboarding Forms, \
Driver Training, and <
additional
Orientation Training, but so
far everything is going very
NOTE: Shadow Days only apply to “smoothly.
newly hired city and rural carriers. If
. . 30 DAY
the Shadow Day is not applicable to a _ _
. My Supervisor has provided 30 DAY
newly hired employee, you do not me with very clear feedback,
. : and | was able to clarify my I'm glad | had the opportunity
need to complete the action in the HR  ;estions and expectations to improve since the previols
review. My third review went

without issue.
exactly as | expected.

Onboarding Pilot System
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Workflow - Pre-Boarding Tasks

SChedUIe New Hire for Welcome to HR Onboarding: Alleda Akhtar Actions »
USPS Orientation (if applicable):
Trainers will use this task to schedule ) D i Ly S— B g

the date a New Hire has their ecthese Syl e l o R
. . 9-1 Non-Career Employee ity Carrier Assistant 29009-BETHUNE-1354843
Welcome to USPS Orientation.
Tasks/To-Dos Activity Attachments

Schedule Welcome to the USPS Training

HRT0003983  Overdue4 days

< Pre-Boarding
Attachments  History 2 Ask a Question

Schedule Safe Driver Program
Overdue 4 days

Zchzdule A ] HRT0003983 Schedule Welcome to the USPS Training
verdue 4 days

Choose Existing Training Session

Schedule City Carrier On-the-Job Trai...
Overdue 4 days To schedule this new hire's Welcome to USPS Orientation, you can select an upcoming session, or
you can schedule a new session:

Schedule City Carrier Academy
Overdue 4 days

Cancel Save
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Workflow - Pre-Boarding Tasks

Schedule New Hire Training: HR Onboarding: Alleda Akhtar
Trainers will use this task to schedule
. . . New Hire Supervisor HR Rep Training Rep
the NeW lee for thelr Varlous o Alleda Akhtar 3 SC Supervisor S SC HR Representative meo SC Training Lead
1 1 Effective Date Employment Type Position Location
tra I n I ng (S)' 2021-09-18 Non-Career Employee City Carrier Assistant 1 29009-BETHUNE-1354843
Tasks/To-Dos Activity Attachments
< Pre-Boarding fg_hfdule Csl:y Carrli/er AFaden1y
iRT0003981 Overdue 10 days

Attachments History ©» Ask a Question
Schedule Safe Driver Program
Overdue 10 days

Z[llfedu’l(?:'v'e}come to the USPS Train... HRT0003981 Schedule City Carrier Academy

Choose Existing Training Session

Schedule City Carrier On-the-Job Trai...
Overdue 10 days To schedule this new hire's City Carrier Academy, you can select an upcoming session, or you can
schedule a new session:

Schedule City Carrier Academy
Overdue 10 days

Cancel Save

50 NOTE: Depending on the New Hire’s occupation code and training plan, this may include more than one task.



Project Overview - USPS HR Onboarding Pilot Journey Map

WEEK 2

| accepted my offer DAY 1 (OF ORIENTATION) .
am looking forward " e the el I'm excited to finally take NOTE: RCA/ARCs will end System Process at
to receiving . | was able to complete the “Welcome to ;
information on next, USPS” training without issue. The 8?&:2 ?O%ht?a(lji?\m;;ylzggn the end of Week 2
steps. Orientation team was very helpful and more about my job
o n well-coordinated. '
60 DAY
I'm glad | had the opportunity
to improve since the previous
PRE-BOARDING V| review. My second review 90 DAY
| am eager to get started; The went exactly as | expected. Finally! My last review
Orientation Letter confirmed my ﬂ Q went well, and | am a
position, unit, and details of my X . part of the team. The
Orientation. The New Hire site whole process went
makes everything very smoother than |
straightforward. expected.
WEEK 1
There was lots to do this [ 4
week,‘ Onboaydjng Forms, \
NOTE: Shadow Days only Driver Training, and =
apply to newly hired City and Orientation Training, but so
. far everything is going ver
rural carriers. If the Shadow N emeati o Y
Day is not applicable to a
newly hired employee, you 30 DAY
My Supervisor has provided
do not need to complete the me with very clear feedback, 80 DAY
action in the HR and | was able to clarify my I'm glad | had the opportunity
. i guestions and expectations to improve since the previous
Onboarding Pilot System without issue. review. My third review went
exactly as | expected.
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Workflow — Week 1 Tasks

Mark Attendance for Welcome to USPS
Orientation (if applicable):
This task will allow the Trainer to
capture attendance and hours of
attendance for the New Hire’s
Welcome to USPS Orientation.

HR Onboarding: Alleda Akhtar

New Hire
8 Alleda Akhtar
Effective Date
2021-09-18

Tasks/To-Dos Activity

< Week1l

Supervisor
55 <
SC Supervisor

Employment Type

Non-Career Employee

Attachments

HR Rep
¥ SCHR Representative 2y

Position Location
City Carrier Assistant 1

Mark Attendance for Welcome to the USPS Training

HRT0003971

Attachments Hist:

Mark Attendance for Welcome to the ..

Overdue 3 days

Mark Attendance for Safe Driver Prog...

Overdue 3 days

Overdue 3 days

ory

o
29009-BETHUNE-1354843

2 Ask a Question

Number of Hours Attended

Employee's Completion Status

Notes

Cancel

HRT0003S71 Mark Attendance for Training

NOTE: Depending on the New Hire’s occupation code and training plan, this may include more than one task.




Workflow — Week 1 Tasks

Mark Attendance for ____ Training:
This task will allow the Trainer to
capture attendance and hours of
attendance for the New Hire’s various
training(s).

53

HR Onboarding: Alleda Akhtar

Tasks/To-Dos Activity

< Week1

Overdu

Mark Attendance for Welcome to the .

Training Rep

Supervisor R
2 sCSsupervisor #% SCHR Representative S8 SCTrainingLead

Employme . Position Location

Non-Career Employee City Carrier Assistant 1 29009-BETHUNE-1354843

Attachments
Mark Attendance for Safe Driver Program
HRT0003975 Overdue 3 days

Attachments History » Ask a Question

Mark Attendance for Safe Driver Prog.

Overdue 3days

£ HRT0003975 Mark Attendance for Safe Driver Program

Number of Hours Attended

Employee's Completion Status

Notes

NOTE: Depending on the New Hire’s occupation code and training plan, this may include more than one task.




Project Overview - USPS HR Onboarding Pilot Journey Map

| accepted my offer DAY 1 (OF ORIENTATION)

am looking forward
to receiving 2
information on nexf,
steps.

| was able to complete the “Welcome to
USPS” training without issue. The
Orientation team was very helpful and

o n well-coordinated.

PRE-BOARDING

| am eager to get started; The
Orientation Letter confirmed my
position, unit, and details of my
Orientation. The New Hire site
makes everything very
straightforward.

WEEK 1

There was lots to do this
week, Onboarding Forms,
Driver Training, and
additional
Orientation Training, but so
far everything is going very

NOTE: Shadow Days only apply to “smoothly.
newly hired city and rural carriers. If

the Shadow Day is not applicable to a
newly hired employee, you do not me with very clear feedback,
need to complete the action in the HR  2ioines aos evmaaiatons
Onboarding Pilot System without issue.
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30 DAY
My Supervisor has provided

WEEK 2
I'm excited to finally take

NOTE: RCA/ARCs will end System Process at

part in a Shadow Day and the end of Week 2

On the Job training to learn

more about my job.

60 DAY
I'm glad | had the opportunity
to improve since the previous 90 DAY
V| review. My second review
went exactly as | expected. Finally! My last review
4] went well, and | am a
. part of the team. The
whole process went
smoother than |
expected.
¥
80 DAY

I'm glad | had the opportunity

to improve since the previous

review. My third review went
exactly as | expected.
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Workflow — Week 2 Tasks

Mark Attendance for ____ Training:

This task will allow the Trainer to
capture attendance and hours of

attendance for the New Hire’s various
training(s).

HR Onboarding: Alleda Akhtar

Hire

Mark Attendance for City Carrier Aca...
Due in 4 days

Mark Attendance for City Carrier On-t...
Duein 4 days

Actions -

New Hire - upervisor HRRep Training Rep
Alleda Akhtar SC Supervisor & SCHR Represantative m@ SC Training Lead
Effective Date Employment Type ositi Location
2021-09-18 Non-Career Employee City Carrier Assistant 1 29009-BETHUNE-1354843
Tasks/To-Dos Activity Attachments
< Week2

Mark Attendance for City Carrier Academy

03988 Duein4

¥ Ask a Question

HRT0003988 Mark Attendance for City Carrier Academy

Number of Hours Attended
Employee's Completion Status

Notes

Concel Save m

NOTE: Depending on the New Hire’s occupation code and training plan, this may include more than one task.



Module 5

Workflow - HR Representative Tasks



Project Overview - USPS HR Onboarding Pilot Journey Map

WEEK 2
| accepted my offer DAY 1 (OF ORIENTATION) . ]
am écégls?nggforward s b to complete the “Welcome f 'm excited to finally take NOTE: RCA/ARCs will end System Process at
3 P . ) tin a Shadow D d
information on next, USPS” training without issue. The C’?r?rthlg ?ob t?ai?\mg ;ylzgm the end of Week 2
Orientation team was very helpful and more about my job.

steps.

o n well-coordinated.

60 DAY
I'm glad | had the opportunity
to improve since the previous
PRE-BOARDING V| review. My second review 90 DAY
| am eager to get started; The went exactly as | expected. Finally! My last review
Orientation Letter confirmed my ﬂ Q went well, and | am a
position, unit, and details of my X . part of the team. The
Orientation. The New Hire site whole process went
makes everything very smoother than |
straightforward. expected.
WEEK 1
There was lots to do this I
week, Onboarding Forms, \
Driver Training, and <
additional
Orientation Training, but so
far everything is going very
NOTE: Shadow Days only apply to “smoothly.
newly hired city and rural carriers. If
. . 30 DAY
the Shadow Day is not applicable to a _ _
. My Supervisor has provided 30 DAY
newly hired employee, you do not me with very clear feedback,
. : and | was able to clarify my I'm glad | had the opportunity
need to complete the action in the HR  ;estions and expectations to improve since the previols
review. My third review went

without issue.
exactly as | expected.

Onboarding Pilot System
57



Workflow - Pre-Boarding Tasks

Send New Hire travel/booking information:
HR Representatives will use this task as a
reminder to verify if the new hire will need to
drive more than 50 miles to orientation
training and if necessary, arrange
accommodations.

58

HR Onboarding: Jia Saloni

New Hire

Jia Saloni

Effective Date
2021-05-07

Tasks/To-Dos Activity

< Pre-Boarding

Actions =
Supervizor HRRep
Y pervisor £% NHHR Representative e
Employment Type Pasition Locstion
Non-Career Employee City Carrier Assistant 2 03049-HOLLIS-1367208
Attachments
Send New Hire Travel & Booking information if required
HRT0004984  Overdue 4 days
Attachments  History 2 Ask a Question

Overdue 4 days

Send New Hire Travel & Booking info...

Send New Hire Travel & Booking information if required

Click on the Complete button to mark task as complete.

If the New Hire needs to drive more than 50 miles to their Orientation Training, they may require accommodations, Coordinate with the
New Hire to arrange accommodations, then send the New Hire their Travel & Booking Informatien for Orientation. You can mark as
complete if no accommodations are needed or when the New Hire has been sent their travel & booking confirmation.




Project Overview - USPS HR Onboarding Pilot Journey Map

| accepted my offer DAY 1 (OF ORIENTATION) WEEK 2 _
am looking forward " e the el I'm excited to finally take NOTE: RCA/ARCs will end System Process at
to receiving . | was able to complete the “Welcome to ;
information on next, USPS” training without issue. The partin a Shadow Day and the end of Week 2

Orientation t heloful and On the Job training to learn
steps. rientation team was very helpful an more about my job.

o n well-coordinated.

60 DAY
I'm glad | had the opportunity
to improve since the previous
PRE-BOARDING V| review. My second review 90 DAY

| am eager to get started; The went exactly as | expected. Finally! My last review

Orientation Letter confirmed my ﬂ Q went well, and | am a

position, unit, and details of my X . part of the team. The

Orientation. The New Hire site whole process went

makes everything very smoother than |
straightforward. expected.
WEEK 1
There was lots to do this [ 4
week,‘ Onboaydjng Forms, \
NOTE: Shadow Days only Driver Training, and .
. . additional
apply to newly hired city and Orientation Training, but so
rural carriers. If the Shadow | ™ ver{ing 5 gdoingvery
Day is not applicable to a
newly hired employee, you 30 DAY
My Supervisor has provided
do not .need to complete the me with very clear foedback, 80 DAY
action in the HR Onboarding and | was able to clarify my I'm glad I had the opportunity
to improve since the previous

. guestions and expectations
Pilot System without issue. review. My third review went
exactly as | expected.
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Workflow — Week 1 Tasks

Determine if New Hire should be
removed from rolls:
HR Representatives will use this task

s NS NHR. NTL

as a reminder to verify the continued fesdon e S . gl
employment of the New Hire and take e e s Cly Care ot s HOLLS 1367208
any “outside-the-system” actions

necessary if the New Hire separates

from USPS.

HR Onboarding: Jia Saloni Actions

Tasks/To-Dos Activity Attachments

Determine if New Hire should be removed from rolls
HRT0004947  Duein3days

< Weekl

Attachments  History 2 Ask a Question)

Determine if New Hire should be rem...

Duein 3 days

This New Hire did not report for the first Day of Orientation and did not have an excused absence, Determine if the New Hire should be
removed from the rolls, Note: Managers and Supervisors must inform the Human Resources Shared Service Center (HRSSC) about any

direct reports who are separating (voluntarily or involuntarily). Instructions for processing separations can be found at
hitps://blue.usps.gov/hr/hrssc-info/separations/ and must be initiated and completed outside of this system. It is critical this process is
handled correctly and timely therefore, the submission of separation documentation for processing should be handled immediately upony
receipt, regardless of effective date. Once a separation has been initiated, select "Close Case due to Separation” from the Action menu
above to close the New Hire's Onboarding Case.

Determine if New Hire should be removed from rolls

Click on the Complete button to mark task as complete.
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Project Overview - USPS HR Onboarding Pilot Journey Map

| accepted my offer DAY 1 (OF ORIENTATION) ]
am looking forward . _t""dEtE':,z . NOTE: RCA/ARCs will end System Process at
to receiving . | was able to complete the “Welcome to m excited to finally take
information on nexf USPS” training without issue. The part in a Shadow Day and the end of Week 2

On the Job training to learn

Orientation team was very helpful and

o n well-coordinated.

steps. more about my job.

60 DAY
I'm glad | had the opportunity
to improve since the previous
PRE-BOARDING V| review. My second review 90 DAY
| am eager to get started; The went exactly as | expected. Finally! My last review
Orientation Letter confirmed my ﬂ Q went well, and | am a
position, unit, and details of my X . part of the team. The
Orientation. The New Hire site whole process went
makes everything very smoother than |
straightforward. expected.
WEEK 1
There was lots to do this I
week, Onboarding Forms, \
Driver Training, and <
additional
Orientation Training, but so
far everything is going very
NOTE: Shadow Days only apply to “smoothly.
newly hired city and rural carriers. If
the Sha'dow Day is not applicable to 30 DAY
newly hired employee, you do not My S_thﬁervisor| hasfpr%\gdeg 80 DAY
i i me with very clear feeaback, I'm glad | had the opportunity
need to complete the action in the H ;‘32 s'ﬂ“;;‘: :rt:lde éipcéi{gﬁorﬂﬁ to improve since the previols
i i : § review. My third review went
(g 1nboa rding Pilot System Without issue. o e e




Workflow - Day 30 Tasks

Actions

Determine if NeW Hire ShOUId be HR Onboarding: Jia Saloni
removed from rolls:

HR Representatives Wi” Use thiS taSk = J;S-Jl;nv “a '.;‘Sup;r‘a,cr mm :.;::;ﬁaprc;e-"..\h.c 2 ;Jrlj-il;j‘:<:chad
as a reminder to verify the continued - _—y “
Non-Career Employee City Carrier Assistant 2 03049-HOLLIS-1367208

employment of the New Hire and take
any “outside-the-system” actions
necessary if the New Hire separates
from USPS. % P Determine if New Hire should be removed from rolls

HRT000494

Tasks/To-Dos Activity Attachments

~<

Attachments  History e Ask a Question

Determine if New Hire should be rem...

verdue 49 days T
- his New Hire was not recommended for Retention during their 30-day review, Determine if the New Hire should be removed from the

rolls.

Note: Managers and Supervisors must inform the Human Resources Shared Service Center (HRSSC) about any direct reports who are
B ) P
blue.usps.gov/hr/hrssc-

separating (voluntarily or involuntarily). Instructions for processing separations can be found at https:
nfo/separations/ and must be initiated and completed outside of this system. It is critical this process is handled correctly and timely
therefore, the submission of separation documentation for processing should be handled immediately upon receipt, regardless of
effective date.

NOTE: RCAs/ARCs will be excluded from the scheduling g:;ea::»:’cf::- RN M A S
and completion of automated PS Form 1750 evaluations
at the 30, 60, and 80-Day reviews. They will continue to
be evaluated using the same process used today and
their reviews will not be captured within the HR
Onboarding Pilot tool.

Determine if New Hire should be removed from rolls

omplete button to mark task as complete
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Project Overview - USPS HR Onboarding Pilot Journey Map

DAY 1 (OF ORIENTATION) .
WEEK 2 NOTE: RCA/ARCs will end System Process at
I'm excited to finally take

part in a Shadow Day and the end of Week 2
On the Job training to learn
more about my job.

| accepted my offer
am looking forward
to receiving 2
information on nexf,

| was able to complete the “Welcome to
USPS” training without issue. The
Orientation team was very helpful and
well-coordinated.

60 DAY
I'm glad | had the opportunity
to improve since the previous
PRE-BOARDING V| review. My second review 90 DAY
| am eager to get started; The went exactly as | expected. Finally! My last review
Orientation Letter confirmed my ﬂ Q went well, and | am a
position, unit, and details of my X . part of the team. The
Orientation. The New Hire site whole process went
makes everything very smoother than |
straightforward. expected.
WEEK 1
There was lots to do this [ 4
week, Onboarding Forms, \
Driver Training, and <
additional
Orientation Training, but so
far everything is going very
NOTE: Shadow Days only apply to “smoothly.
newly hired city and rural carriers. If
the Shadow Day is not applicable to a 30 DAY ..

newly hired employee, you do not My Supervisor has provided

need to complete the action in the HR
Onboarding Pilot System
63

me with very clear feedback,

and | was able to clarify my

guestions and expectations
without issue.

I'm glad | had the opportunity

to improve since the previous

review. My third review went
exactly as | expected.



Workflow - Day 60 Tasks

Determine if New Hire should be

removed from rolls:
HR Representatives will use this task
as a reminder to verify the continued
employment of the New Hire and take
any “outside-the-system” actions
necessary if the New Hire separates
from USPS.

NOTE: RCAs/ARCs will be excluded from the scheduling
and completion of automated PS Form 1750 evaluations
at the 30, 60, and 80-Day reviews. They will continue to
be evaluated using the same process used today and
their reviews will not be captured within the HR
Onboarding Pilot tool.
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HR Onboarding: Jia Saloni

New Hire

Actions =

Supervisor HR Rep Training Rep

Jia Saloni '5;, NH Supervisor mms NH HR Representative W Training Lead
Effactive Date Employment Type Position Location
2021-05-07 Non-Career Employee City Carrier Assistant 2 03049-HOLLIS-1367208
Tasks/To-Dos Activity Attachments
Determine if New Hire should be removed from rolls
< Day60 e 0
HRT0004952  Overdue 19 days

Determine if New Hire should be rem...

Overdue 19 days

Attachments  History 2 Ask a Questiol
This New Hire was not recommended for Retention during their €0-day review, Determine if the New Hire should be removed from the
rolls.

Note: Managers and Supervisors must inform the Human Resources Shared Service Center (HRSSC) about any direct reports who are
separating (voluntarily or involuntarily). Instructions for processing separations can be found at https://blue.usps.gov/hr/hrssc-
info/separations/ and must be initiated and completed outside of this system. It is critical this process is handled correctly and timely
therefore, the submission of separation documentation for processing should be handled immediately upon receipt, regardless of
effective date,

Once a separation has beeninitiated, select "Close Case due to Separation” from the Action menu above to close the New Hire's

Onboarding Case.

Determine if New Hire should be removed from rolls

Click on the Complete button to mark task as complete




Project Overview - USPS HR Onboarding Pilot Journey Map

| ted my offer DAY 1 (OF ORIENTATION) _
am looking forward WEEK 2 NOTE: RCA/ARCs will end System Process at
I'm excited to finally take

to receiving 2 | was able to complete the “Welcome to €
information on next, USPS” training without issue. The part in a Shadow Day and the end of Week 2
On the Job training to learn

steps. Orientation team was very helpful and

o n well-coordinated. more about my job.

60 DAY
I'm glad | had the opportunity
to improve since the previous
PRE-BOARDING V| review. My second review 90 DAY
| am eager to get started; The went exactly as | expected. Finally! My last review
Orientation Letter confirmed my ﬂ Q went well, and | am a
position, unit, and details of my X . part of the team. The
Orientation. The New Hire site whole process went
makes everything very smoother than |
straightforward. expected.
WEEK 1
There was lots to do this [ 4
week, Onboarding Forms, \
Driver Training, and <
additional
Orientation Training, but so
far everything is going very
NOTE: Shadow Days only apply to “smoothly.
newly hired city and rural carriers. If
the Sha'dow Day is not applicable to a 30 DAY |
newly hired employee, you do not My Supervisor has provided 80 DAY
need to complete the action in the HR  "aed 1w abio b crarty may 'm glad | had the opportunity
Y gﬂggﬂ"gﬁ: :ﬁldeetzpceligilio?sl to improve since the previous
i i : § review. My third review went
(g 5n boarding Pilot System Without issue. e e




Workflow - Day 80 Tasks

Determine if New Hire should be

removed from rolls:
HR Representatives will use this task
as a reminder to verify the continued
employment of the New Hire and take
any “outside-the-system” actions
necessary if the New Hire separates
from USPS.

NOTE: RCAs/ARCs will be excluded from the scheduling
and completion of automated PS Form 1750 evaluations
at the 30, 60, and 80-Day reviews. They will continue to
be evaluated using the same process used today and
their reviews will not be captured within the HR
Onboarding Pilot tool.
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HR Onboarding: Jia Saloni

New Hire

= JiaSaloni

Effective Date
2021-05-07

Tasks/To-Dos Activity

< Day80

Supervizor HR Rep

NS NHR
NH Supervisor ® NHHR Representative
Employment Type Position
Mon-Career Employee City Carrier Assistant 2
Attachments

Actions »

M NH Training Lead

Location
03049-HOLLIS-1367208

Determine if New Hire should be removed from rolls

HRT0004972 Duein1day

Attachments  History

Due in 1 day

Determine if New Hire should be rem...

rolls,

effective date.

Onboarding Case.

Determine if New Hire should be removed from rolls

Click on the Complete button to mark task as complete.

(9 Ask a Question

This New Hire was not recommended for Retention during their 80-day review. Determine if the New Hire should be removed from the

Note: Managers and Supervisors must inform the Human Resources Shared Service Center (HRSSC) about any direct reports who are
separating (voluntarily or involuntarily). Instructions for processing separations can be found at https://blue.usps.gov/hr/hrssc-
info/separations/ and must be initiated and completed outside of this system. It is critical this process is handled correctly and timely
therefore, the submission of separation documentation for processing should be handled immediately upon receipt, regardless of

Once a separation has been initiated, select "Close Case due to Separation” from the Action menu above to close the New Hire's




Module 6

Initiating Separation



Closing a ServiceNow HR Onboarding Case

HR Onboarding: Gerardo Li

Close Onboarding Case

Send Email

New Hire Supervisor HRRep
2 i e Reassign Supervisor
Gerardo Li SC Supervisor SC HR Representative teassign supervis
Reassign HR Representative
Effective Date Employment Type Position

2021-10-19 Non-Career Employee M Reassign Training Lead

Close Case

Only proceed with taking the actionif:

1. You want to stop the New Hire's Onboarding or the probationary period for this New Hire has
ended.

2. You want to close the Onboarding case.

If you are closing this case due to separation...

This will not initiate a Separation request, follow the appropriate process outside this system to
ensure the New Hire is removed from Rolls. Instructions for processing separations can be found
at https://blue.usps.gov/hr/hrssc-info/separations/

Reason for Closing Case:

Voluntary Separation - New Hire Initiated

Additional Notes

Closure Reason:

When closing a case, the user
must identify a reason. Provide
additional high-level notes if
“Other” is selected (example
“Duplicate record”).

Last day worked: 7/30/2021

I confirm that a separation request has been initiated outside this system per the USPS
guidelines, these details look correct and this onboarding case will be closed.

68

Auto-Close:

ServiceNow HR Onboarding
cases for non-ARC/RCAs will
close automatically at the end
of the New Hire’s probationary
period.

Manual Closure:

1) ServiceNow HR cases for
ARC/RCAs must be closed
manually after training is
complete.

2) ServiceNow HR cases for
any New Hire must be
closed manually in the
event of a separation from
USPS.



Module 7

Communication



Communication - Sending an Email

HR Pilot users can send an -
. . HR Onboarding: Gerardo Li
email to other HR Pilot users,

through the case*.The email will

Close Onboarding Case

Send Email
New Hire Supervisor HR Rep

be traCked |n the case nOteS & GerardoLi = SC Supervisor ) SC HR Representative Reassign Supervisor
Reassign HR Representative
Effective Date Employment Type

Reassign Training Lead

2021-10-19 Non-Career Employee

Compose Email | ServiceNow - Goegle Chrome

Tasks/To-Dos Activit

@ quspsonboarding.servicenowservices.com/email_client.do?sysparm_table=sn_hr_le_case@sysparm_sys_id=6a9a14301ba57010e24cc915624bcbd9

Compose Email Quick Messages | — Select to Insert - v ,ﬁm

Timeline

Reply to
upcoming to-dos

Pre-Boardin g SC Training Lead; Add Recipient

SC supenvisor; Add Recipient

Day 1 Add Recipient

Subject HRC0001309 - HR Onboarding: Doing Great!
Week 1 Attachments
Week 2

L) Verdana - ot - B A-HE- & L BB O

v i= v 82
: i= '3

1just wanted to let you know that they have been doing a fantastic job! A+ hirel]

*NOTE: This feature should ONLY be used to communicate with other HR Pilot Users (Supervisors, Trainers,
70 HR Representatives). This feature should NOT be used to communicate with the New Hires
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Communication — Updating ServiceNow

Case Notes

HR Pilot users can add notes

to a case using the activity tab.

For example, a Trainer and
Supervisor might use these
notes to coordinate on
rescheduling training.

HR Onboarding

Home 2 MyRequest

Number

HRC0001309

Created Updated  State

9dago 18hago Ready

HR Onboarding: Gerardo Li Actions »
New Hire = Supervisor HR Rep Training Rep
Gerardo Li SC Supervisor SC HR Representative ® SCTraining Lead
Effective Date Employment Type Position Location
2021-10-19 Non-Career Employee MAIL HANDLER ASSISTANT 29037-CHAPPELLS-1357657
Tasks/To-Dos Activity Attachments
‘ | f ‘ Post &

SC Training Lead

o Messages posted on the activity tab will be saved to the case notes and can be seen by all user types!

@_\ustno.‘. . Additional comments

NOTE: These notes will not be emailed to user. They will only be kept in the activity tab ServiceNow HR Onboarding.




Communication — Notes on System Generated Emails

Automated/System Generated Emails

- Pre-defined, system generated emails will be sent to the HR Onboarding Pilot users throughout the
Onboarding Process.
« Emails to the New Hire will be sent to their personal email address.
- Emails will not be sent to the New Hire on or after their effective date.

- Users can validate that these emails have been sent out via the Activity tab of the case.

- System generated emails will not be sent when a task is assigned:
« New Hires will receive* emails for certain orientations and trainings
* Reminder emails will be sent to Supervisors when it is time to schedule certain meetings
« Emails will be sent for tasks that have not been completed within two days of its due date

*NOTE: If the task is completed prior to the New Hire’s effective date, a system generated email containing the relevant information will
be sent. However, if the task is completed past the New Hire’s effective date, no system generated email will be sent to the New Hire
and it will be the responsibility of the Supervisor, Trainer, or HR Representative to communicate the relevant information to the New
Hire outside the HR Onboarding Pilot system. Users should not send any email to the New Hire from the system after the New Hire’s
effective date.
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Module 8

Reassignment



Reassigning a Case

HR Pilot users can reassign a
set of tasks of a case to a new
user

Tasks are assigned to one of
three types of users:

1) Supervisors
2) HR Representatives
3) Training Leads
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HR Onboarding: Gerardo Li

New Hire

Gerardo Li

Effective Date

2021-10-19

Tasks/To-Dos Activity

Timeline

Pre-Boarding

Day 1

Week 1

Week 2

Day 30

Day 60

Day 80

Supervisor
SC Supervisor

Employment Type

Non-Career Employee

Select User to Reassign

Select User:

’

Close Onboarding Case

Seod bmail

% HR Rep Training Rep
SC HR Representative i

Reassign Supervisor

Reassign HR Representative
Position

MAIL HANDLERA

Reassign Training Lead

upcoming to-dos

I[ NH HR Representative




Module 9
Submitting a Support Request



Submitting a Support Request

To-dos 496 Requests = Support Requests BS w

e Submit a Support Request

The following information is My Support Requests

required to create a support

request: HR Portal IT Support Request
1) D|str|ct Ask a question about the HR portal @ _
2) Suppor‘t Type * Select District
3) Opened For S
4) Short Description ouppertvee

Supervisor

5) Description @
* Opened for
©  BrockSizer ®

* Short Description

HR Pilot users can submit a
support request

Can't see New Hire - John Doe

* Description

When searching for my New Hire via the My Requests page, my New Hire, John Doe, does not appear in the list.

& Add attachments
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Lab / Activities

Lab/ Tobic Covered Est. Time
Activity # P (min)

1. Onboarding Portal Overview (Homepage widgets, My Requests Page, My To-Dos Page, My Team Page, Helpful Links) 10
2. Training Portal Overview (Homepage widgets, My Requests Page, My To-Dos Page, My Team Page, Helpful Links, Training Widget) 10
&, Training Widget (Scheduling training, updating training sessions, bulk updates for attendance) 10
4. Dashboard (Navigating to Dashboard, Dashboard tabs, Dashboard filters) 5
5. Reporting Running/Creating ad-hoc reports 5
6. Supervisor Tasks 60
7. Trainer Tasks 30
8. HR Representative Tasks 20
9. Cancelling a case 5
10. Communications (Creating quick messages & using them from Actions Ul) 10
11. Reassignment 5
12. Submitting a Support Request 5
13. Working a Support Request 5
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Lab 1 — Onboarding Portal

1. Navigate to the HR Onboarding Portal (https://quspsonboarding.servicenowservices.com/onboarding)

2. Click through the different widgets on the homepage to familiarize yourself with the portal

1.
2.

3.

Search for New Hires through the search bar on the homepage

Click into My Requests and My To-Dos to familiarize yourself with the layout of the tasks/activities assigned to the logged in
user

Click into My Teams to better understand the your team structure

NOTE: Direct reports and managers may not be visible to all users as the data is not available in the HR Onboarding Pilot
system

Click into Helpful Links to view resources available to aid in the Onboarding process



Lab 2 — Training Portal

1. Navigate to the HR Training Portal (https://quspsonboarding.servicenowservices.com/training)

2. Click through the different widgets on the Homepage to familiarize yourself with the portal
1. Trying searching for New Hires through the search bar on the homepage

2. Click into My Requests and My To-Dos to familiarize yourself with the layout of the tasks/activities assigned to the logged in
user

3. Click into My Teams to better understand the your team structure

NOTE: Direct reports and managers may not visible to all users as the data is not available in the HR Onboarding Pilot system
5. Click into Helpful Links to view resources available to aid in the Onboarding process

s
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Lab 3 - Training Widget

1. Schedule a Training Session & Add Attendees Simultaneously

1.

2.
3.
4.

5.
6.

On the Homepage, click the ‘Schedule a Training Session’ button (under the ‘Training Sessions’ and ‘Recent New Hires’
sections)

Complete the required fields (Course Title, Location, Training Type, Date/Time, Facilitator)

Click ‘Submit’

If you are not adding attendees at this time, skip to the next step. Otherwise, click ‘Add Attendees,’ then search for the New
Hires you would like to include in this training and select their checkboxes. When finished, click ‘Add Selected.’

Click “Next: Review Summary & Confirm”

Review your selections. Once confirmed, click ‘Finish.’

2. Edit existing Training Session details

1.

SRS TN

On the Homepage, click the “‘View All’ link under (at the bottom of the “Training Sessions’ section)
Find and select the Session to which you would like to add attendees

Click ‘Edit Training Details’

Edit training session details as you see fit

Click ‘Save’

Use your browser’s ‘back’ button to return to the training session summary page



Lab 3 - Training Widget (cont.)

3. Add attendees to an existing Training Session
1.  On the Homepage, click the ‘View All’ link under (at the bottom of the ‘Training Sessions’ section)
2. Find and select the Session to which you would like to add attendees
3. Click ‘Edit Attendees’
4

Click ‘Add Attendees,’” then search for the New Hires you would like to include in this training and select their checkboxes.
When finished, click ‘Add Selected.’

Click “Next: Review Summary & Confirm”
6. Review your selections. Once confirmed, click ‘Finish.’

o

4. Mark attendance for a Training Session
1.  On the Homepage, click the ‘View All’ link under (at the bottom of the ‘Training Sessions’ section)
2. Find and select the session for which you would like to mark attendance

3. Inthe Attendees section, record the hours attended, attendance status (Attended, No Show, Partial Attendance), and notes (if
applicable) for each attendee.

4. Click “Log Attendance and Close Training”
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Lab 4 - Dashboard

1. Navigate to the HR Onboarding Portal (https://quspsonboarding.servicenowservices.com/onboarding) and
click ‘View All Reports’ under ‘My Overview’ to navigate to the HR Onboarding Dashboard

2. Click the Active HR Cases tab and familiarize yourself with the displayed reports:
Active Cases Count (Number)

Cases by HR Service

HR Service Table

HR Onboarding Cases by Activity Set

RCA/ARC Cases by Activity Set

All Active Cases

NOTE: Try changing the filter conditions to see how the reports are updated based on defined criteria
3. Click the Active To Dos tab and familiarize yourself with the displayed reports:

1. Active To-Dos Count (Number)

2. Active To-Dos

NOTE: Try changing the filter conditions to see how the reports are updated based on defined criteria

Nooakwbh-=
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Lab 5 - Reporting

1. Navigate to the HR Onboarding Portal (https://quspsonboarding.servicenowservices.com/onboarding) and
click ‘View All Reports’ under ‘My Overview’ to navigate to the backend view of the HR Onboarding Pilot
system

2. Type ‘Reporting’ in the filter navigator to navigate to HR Dashboard & Reports > Reports

3. Click through the different tabs to familiarize yourself with the different reports available for you to view in
the HR Onboarding Pilot system

1.
2.
3.
4.

My Reports: Reports created by the logged in user

Group: Reports shared with the logged in user via group or user
Global: Reports that are shared as global

All: All reports accessible by the logged in user

4. Create a new report using the ‘Create a Report’ button

1.

2.
3.
4.

Data: Populate a name for the report, select ‘Table’ for data source, and select ‘HR Lifecycle Event Cases’ OR ‘HR Tasks’ to generate a report for the
HR Onboarding Pilot data

Type: Select a type of report you would like to use to display the data (e.g. Pie Chart, Bar Graph, etc.)

Configure: Select how you would like to group the data.

Style: Update the color palette, size, and format

Click ‘Run’ to generate the report. Make changes as needed and click ‘Save’ to save the report.

Click ‘Share’ to share the report with a specific group or user



Lab 6

Supervisor Tasks



Lab 6.1 - Pre-Boarding Tasks

85

Navigate to the HR Onboarding Portal (https://quspsonboarding.servicenowservices.com/onboarding) and
click ‘My Requests’ to view a list of all open HR Onboarding Requests

Select a request that is not closed or cancelled. Once the request is displayed, click the ‘Pre-Boarding’ link
under the timeline to view all tasks. Select ‘Assigned to Me’ under the drop-down in the center of the page.
The following tasks will be displayed:

1. Enter Report to Unit/Duty Station Details

2. Contact New Hire regarding job requirements

Click ‘Enter Report to Unit/Duty Station Details’ task
1. Populate the mandatory fields (indicated by a red *)
2. Click ‘Submit’
3. Click ‘Pre-boarding’

Click ‘Contact New Hire regarding job requirements’ task
1. Familiarize yourself with the displayed information
2. Click ‘Complete’
3. Click ‘Pre-boarding’

Select ‘Assigned to Me’ under the drop-down in the center of the page. No tasks should be displayed



Lab 6.2 - Day 1 Tasks
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Navigate to the HR Onboarding Portal (https://quspsonboarding.servicenowservices.com/onboarding) and
click ‘My Requests’ to view a list of all open HR Onboarding Requests

Select a request that is not closed or cancelled. Once the request is displayed, click the ‘Day 1’ link under
the timeline to view all tasks. Select ‘Assigned to Me’ under the drop-down in the center of the page. The
following tasks will be displayed:

1. Schedule Shadow Day with New Hire

Click ‘Schedule Shadow Day with New Hire’ task
1. Populate the mandatory fields (indicated by a red *)
2. Click ‘Submit’
3. Click ‘Day 1’

Select ‘Assigned to Me’ under the drop-down in the center of the page. No tasks should be displayed
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Lab 6.3 - Week 1 Tasks

1. Navigate to the HR Onboarding Portal (https://quspsonboarding.servicenowservices.com/onboarding) and
click ‘My Requests’ to view a list of all open HR Onboarding Requests

2. Select a request that is not closed or cancelled. Once the request is displayed, click the ‘Week 1’ link under
the timeline to view all tasks. Select ‘Assigned to Me’ under the drop-down in the center of the page. The
following tasks will be displayed:

1.
2.
3.
4.
5.

Schedule Initial Meeting with Supervisor

Prepare for Shadow Day with New Hire

Enter New Hire time into TACS (Week1)

Welcome New Hire to the Unit/Duty Station

Prepare for New Hire's First Day in the Unit/Duty Station

3. Click ‘Prepare for Shadow Day with New Hire’ task

1.

2.
3.

Download the Supervisor Checklist by clicking the second button from the left in the menu (square with downward pointing
arrow)

Click 'Accept and Complete' button

Click ‘Week 1’

4. Click ‘Enter New Hire time into TACS (Week1)’ task

1.
2.
3.

Familiarize yourself with the displayed information
Click ‘Complete’
Click ‘Week 1’



Lab 6.3 - Week 1 Tasks

5. Click ‘Welcome New Hire to the Unit/Duty Station’ task
1. Download the Welcome New Hire to the Unit/Duty Station Checklist by clicking the second button from the left in the menu
(square with downward pointing arrow)
2. Click 'Accept and Complete' button
3. Click ‘Week 1’

6. Click ‘Prepare for New Hire's First Day in the Unit/Duty Station’ task
1. Download the Preparing for the first day Checklist by clicking the second button from the left in the menu (square with
downward pointing arrow)
2. Click 'Accept and Complete' button
3. Click ‘Week 1’

7. Select ‘Assigned to Me’ under the drop-down in the center of the page. No tasks should be displayed
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Lab 6.4 - Week 2 Tasks

89

Navigate to the HR Onboarding Portal (https://quspsonboarding.servicenowservices.com/onboarding) and
click ‘My Requests’ to view a list of all open HR Onboarding Requests

Select a request that is not closed or cancelled. Once the request is displayed, click the ‘Week 2’ link under
the timeline to view all tasks. Select ‘Assigned to Me’ under the drop-down in the center of the page. The
following tasks will be displayed:

1. Schedule 30-Day Review

2. Conduct Initial Meeting With Supervisor

3. Enter New Hire Time into TACS (Week 2)

Click ‘Enter New Hire time into TACS (Week 2)’ task

1. Familiarize yourself with the displayed information
2. Click ‘Complete’
3. Click ‘Week 2’

Click ‘Conduct Initial Meeting with Supervisor’ task
1. Select the Certification Statement
2. Click 'Submit'
3. Click ‘Week 2’

Click ‘Schedule 30 Day Review’ task
1. Populate the mandatory fields (indicated by a red *)
2. Click ‘Submit’
3. Click ‘Week 2’

Select ‘Assigned to Me’ under the drop-down in the center of the page. No tasks should be displayed




Lab 6.5 - Day 30 Tasks

1. Navigate to the HR Onboarding Portal (https://quspsonboarding.servicenowservices.com/onboarding) and
click ‘My Requests’ to view a list of all open HR Onboarding Requests

2. Select a request that is not closed or cancelled. Once the request is displayed, click the ‘Day 30’ link under
the timeline to view all tasks. Select ‘Assigned to Me’ under the drop-down in the center of the page. The
following tasks will be displayed:

1. Enter ratings and generate review form
2. Conduct 30-Day Review
3. Schedule 60-Day Review

3. Click ‘Enter ratings and generate review form’ task
1. Populate the mandatory fields (indicated by a red *)
2. Click ‘Submit’
3. Click ‘Day 30’
4. Click ‘Activity’ to view the generated form 1750
4. Click ‘Conduct 30-Day Review’ task
1. Select the Certification Statement and confirm whether or not the new hire signed the review
2. Click ‘Submit’
3. Click ‘Day 30’
5. Click ‘Schedule 60 Day Review’ task
1. Populate the mandatory fields (indicated by a red *)

2. Click ‘Submit’
3. Click ‘Day 30’

6. Select ‘Assigned to Me’ under the drop-down in the center of the page. No tasks should be displayed
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Lab 6.6 - Day 60 Tasks

1. Navigate to the HR Onboarding Portal (https://quspsonboarding.servicenowservices.com/onboarding) and
click ‘My Requests’ to view a list of all open HR Onboarding Requests

2. Select a request that is not closed or cancelled. Once the request is displayed, click the ‘Day 60’ link under
the timeline to view all tasks. Select ‘Assigned to Me’ under the drop-down in the center of the page. The
following tasks will be displayed:

1. Enter ratings and generate review form
2. Conduct 60-Day Review
3. Schedule 80-Day Review

3. Click ‘Enter ratings and generate review form’ task
1. Populate the mandatory fields (indicated by a red *)
2. Click ‘Submit’
3. Click ‘Day 60’
4. Click ‘Activity’ to view the generated form 1750
4. Click ‘Conduct 60-Day Review’ task
1. Select the Certification Statement and confirm whether or not the new hire signed the review
2. Click ‘Submit’
3. Click ‘Day 60’
5. Click ‘Schedule 80 Day Review’ task
1. Populate the mandatory fields (indicated by a red *)

2. Click ‘Submit’
3. Click ‘Day 60’

6. Select ‘Assigned to Me’ under the drop-down in the center of the page. No tasks should be displayed
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Lab 6.7 - Day 80 Tasks

1. Navigate to the HR Onboarding Portal (https://quspsonboarding.servicenowservices.com/onboarding) and
click ‘My Requests’ to view a list of all open HR Onboarding Requests

2. Select a request that is not closed or cancelled. Once the request is displayed, click the ‘Day 60’ link under
the timeline to view all tasks. Select ‘Assigned to Me’ under the drop-down in the center of the page. The
following tasks will be displayed:

1. Enter ratings and generate review form
2. Conduct 80-Day Review

3. Click ‘Enter ratings and generate review form’ task
1. Populate the mandatory fields (indicated by a red *)
2. Click ‘Submit’
3. Click ‘Day 80’
4. Click ‘Activity’ to view the generated form 1750

4. Click ‘Conduct 80-Day Review’ task
1. Select the Certification Statement and confirm whether or not the new hire signed the review
2. Click ‘Submit’
3. Click ‘Day 80’

5. Select ‘Assigned to Me’ under the drop-down in the center of the page. No tasks should be displayed

92



Lab 7

Trainer Tasks



Lab 5 - Pre-Boarding Tasks

94

Navigate to the HR Onboarding Portal (https://quspsonboarding.servicenowservices.com/onboarding) and
click ‘My Requests’ to view a list of all open HR Onboarding Requests

Select a request that is not closed or cancelled. Once the request is displayed, click the ‘Pre-Boarding’ link
under the timeline to view all tasks. Select ‘Assigned to Me’ under the drop-down in the center of the page.
The following task(s) will be displayed:
1. Schedule XXX’ Training
NOTE: The HR Onboarding system will automatically create a separate ‘Scheduling’ task for each type of
training relevant to that occupation code. Therefore, there may be more than one ‘Scheduling’ task.

Click ‘Schedule ‘XXX’ Training’ task and select the appropriate training session from the drop-down list
Continue through all ‘Schedule ‘XXX’ Training’ tasks
Select ‘Assigned to Me’ under the drop-down in the center of the page. No tasks should be displayed



Lab 6 - Week 1 Tasks

95

Navigate to the HR Onboarding Portal (https://quspsonboarding.servicenowservices.com/onboarding) and
click ‘My Requests’ to view a list of all open HR Onboarding Requests

Select a request that is not closed or cancelled. Once the request is displayed, click the ‘Week 1’ link under
the timeline to view all tasks. Select ‘Assigned to Me’ under the drop-down in the center of the page. The
following task(s) will be displayed:
1. Mark Attendance for ‘XXX’ Training
NOTE: The HR Onboarding system will automatically create a separate ‘Mark Attendance...’ task for each
type of training relevant to that occupation code. Therefore, there may be more than one ‘Mark Attendance...’
task.

Click ‘Mark Attendance for ‘XXX’ Training’ task and complete the required fields
1. Number of Hours Attended
2. Employee’s Completion Status
3. Notes (if applicable)
4. Click ‘Submit’
Continue through all ‘Mark Attendance for ‘XXX’ Training’ tasks

Select ‘Assigned to Me’ under the drop-down in the center of the page. No tasks should be displayed




Lab 7 - Week 2 Tasks
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Navigate to the HR Onboarding Portal (https://quspsonboarding.servicenowservices.com/onboarding) and
click ‘My Requests’ to view a list of all open HR Onboarding Requests

Select a request that is not closed or cancelled. Once the request is displayed, click the ‘Week 2’ link under
the timeline to view all tasks. Select ‘Assigned to Me’ under the drop-down in the center of the page. The
following tasks will be displayed:
1. Mark Attendance for ‘XXX’ Training
NOTE: The HR Onboarding system will automatically create a separate ‘Mark Attendance...’ task for each
type of training relevant to that occupation code. Therefore, there may be more than one ‘Mark Attendance...’
task.

Click ‘Mark Attendance for ‘XXX’ Training’ task and complete the required fields
1. Number of Hours Attended
2. Employee’s Completion Status
3. Notes (if applicable)
4. Click ‘Submit’
Continue through all ‘Mark Attendance for ‘XXX’ Training’ tasks

Select ‘Assigned to Me’ under the drop-down in the center of the page. No tasks should be displayed




Lab 8

HR Representative Tasks



Lab 8.1 - Pre-Boarding Tasks

98

Navigate to the HR Onboarding Portal (https://quspsonboarding.servicenowservices.com/onboarding) and
click ‘My Requests’ to view a list of all open HR Onboarding Requests

Select a request that is not closed or cancelled. Once the request is displayed, click the ‘Pre-Boarding’ link
under the timeline to view all tasks. Select ‘Assigned to Me’ under the drop-down in the center of the page.
The following tasks will be displayed:

1. Send New Hire travel/booking information

Click ‘Send New Hire travel/lbooking information’ task
1. Read the information provided
2. Take any ‘outside-the-system’ actions necessary
3. Click ‘Submit’ to confirm the task is complete

Select ‘Assigned to Me’ under the drop-down in the center of the page. No tasks should be
displayed



Lab 8.2 - Week 1 Tasks

99

Navigate to the HR Onboarding Portal (https://quspsonboarding.servicenowservices.com/onboarding) and
click ‘My Requests’ to view a list of all open HR Onboarding Requests

Select a request that is not closed or cancelled. Once the request is displayed, click the ‘Week 1’ link under
the timeline to view all tasks. Select ‘Assigned to Me’ under the drop-down in the center of the page. The
following tasks will be displayed:

1. Determine if New Hire should be removed from rolls

Click ‘Determine if New Hire should be removed from rolls’ task
1. Read the information provided
2. Take any ‘outside-the-system’ actions necessary
3. Click ‘Submit’ to confirm the task is complete

Select ‘Assigned to Me’ under the drop-down in the center of the page. No tasks should be displayed




Lab 8.3 - Day 30 Tasks
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Navigate to the HR Onboarding Portal (https://quspsonboarding.servicenowservices.com/onboarding) and
click ‘My Requests’ to view a list of all open HR Onboarding Requests

Select a request that is not closed or cancelled. Once the request is displayed, click the ‘Day 30’ link under
the timeline to view all tasks. Select ‘Assigned to Me’ under the drop-down in the center of the page. The
following tasks will be displayed:

1. Determine if New Hire should be removed from rolls

Click ‘Determine if New Hire should be removed from rolls’ task
1. Read the information provided
2. Take any ‘outside-the-system’ actions necessary
3. Click ‘Submit’ to confirm the task is complete

Select ‘Assigned to Me’ under the drop-down in the center of the page. No tasks should be displayed




Lab 8.4 - Day 60 Tasks
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Navigate to the HR Onboarding Portal (https://quspsonboarding.servicenowservices.com/onboarding) and
click ‘My Requests’ to view a list of all open HR Onboarding Requests

Select a request that is not closed or cancelled. Once the request is displayed, click the ‘Day 60’ link under
the timeline to view all tasks. Select ‘Assigned to Me’ under the drop-down in the center of the page. The
following tasks will be displayed:

1. Determine if New Hire should be removed from rolls

Click ‘Determine if New Hire should be removed from rolls’ task
1. Read the information provided
2. Take any ‘outside-the-system’ actions necessary
3. Click ‘Submit’ to confirm the task is complete

Select ‘Assigned to Me’ under the drop-down in the center of the page. No tasks should be displayed




Lab 8.5 - Day 80 Tasks
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Navigate to the HR Onboarding Portal (https://quspsonboarding.servicenowservices.com/onboarding) and
click ‘My Requests’ to view a list of all open HR Onboarding Requests

Select a request that is not closed or cancelled. Once the request is displayed, click the ‘Day 80’ link under
the timeline to view all tasks. Select ‘Assigned to Me’ under the drop-down in the center of the page. The
following tasks will be displayed:

1. Determine if New Hire should be removed from rolls

Click ‘Determine if New Hire should be removed from rolls’ task
1. Read the information provided
2. Take any ‘outside-the-system’ actions necessary
3. Click ‘Submit’ to confirm the task is complete

Select ‘Assigned to Me’ under the drop-down in the center of the page. No tasks should be displayed




Lab 9 - Initiating Separation

103

Navigate to the HR Onboarding Portal (https://quspsonboarding.servicenowservices.com/onboarding) and
click ‘My Requests’ to view a list of all open HR Onboarding Requests

Select a request that is not closed or cancelled.

Click the ‘Actions’ button on the HR case view. The drop-down is expanded and the following values are
displayed:

1. Send Email

2. Close Onboarding Case

3. Reassign Supervisor

4. Reassign HR Representative

5. Reassign Training Lead

Click ‘Close Onboarding Case’
1. Populate the mandatory fields (indicated by red *)
2. For Reason of Cancellation, select ‘Voluntary Separation - New Hire Initiated’ OR ‘Involuntary Separation -
Employer Initiated’
3. Read the confirmation statement and check the checkbox
4. Click ‘Close Case’

Click 'Activity' tab near middle of page to confirm an entry was added to indicate Case Closure email was
sent to the HR Rep



Lab 10 - Communication

1. Navigate to the HR Onboarding Portal (https://quspsonboarding.servicenowservices.com/onboarding) and
click ‘View All Reports’ under ‘My Overview’ to navigate to the HR Onboarding Dashboard

2. Type ‘Quick Messages’ in the filter navigator
1. Select Email Client > Quick Messages
2. Click ‘New’
3. Populate the mandatory fields, make sure the 'active' field is checked and the table field is populated with 'HR
Lifecycle Events Case', and click 'Submit'

3. Navigate to the HR Onboarding Portal (https://quspsonboarding.servicenowservices.com/onboarding) and
click ‘My Requests’ to view a list of all open HR Onboarding Requests

4. Select a request that is not closed or cancelled.
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Lab 10 - Communication

5. Click the ‘Actions’ button on the HR case view. The drop-down is expanded and the following values are
displayed:
1. Send Email
2. Close Onboarding Case
3. Reassign Supervisor
4. Reassign HR Representative
5. Reassign Training Lead

6. Click ‘Send Email’
1. Click the Quick Messages drop-down on top right
2. Populate the ‘To’ field and click ‘Send’

7. Click 'Activity' tab near middle of page to confirm an entry was added to indicate the email was sent
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Lab 11 - Reassignment

1. Navigate to the HR Onboarding Portal (https://quspsonboarding.servicenowservices.com/onboarding) and
click ‘My Requests’ to view a list of all open HR Onboarding Requests

2. Select a request that is not closed or cancelled.

3. Click the ‘Actions’ button on the HR case view. The drop-down is expanded and the following values are
displayed:
1. Send Email
2. Close Onboarding Case
3. Reassign Supervisor
4. Reassign HR Representative
5. Reassign Training Lead

4. Click ‘Reassign HR Representative’
1. Select a user to reassign as HR Representative on the case
2. Click ‘Save’
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Lab 12 - Submitting a Support Request

1. Navigate to the HR Onboarding Portal (https://quspsonboarding.servicenowservices.com/onboarding) and
click ‘My Support Requests’ on the top right

2. Select a ‘Submit a Support Request’
3. Populate the mandatory fields (indicated by the red *) and click ‘Submit’
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Lab 13 - Working a Support Request
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Navigate to the HR Onboarding Portal (https://quspsonboarding.servicenowservices.com/onboarding) and
click ‘View All Reports’ to navigate to the backend view

Select a ‘HRIT Cases’ from the filter navigator

Select an HR Case from the displayed list

1. If the ‘Assigned To’ field is unpopulated, populate the field with your own name and click ‘Ready for Work’
2. Click ‘Start Work’

3. Populate your comments in the ‘Additional Comments’ field and click ‘Update’

4. Click ‘Close Complete’ to close the HR Case

Note: The end user (Opened For/Subject Person) will come in and click ‘Accept Completion’ to indicate

that their issue has been resolved. If they are not satisfied with the resolution, they can click ‘Reject
Completion’ and the case will reopen for you to provide additional comments.

NOTE: Users can reassign the case to Tier 2 by updating the Assignment Group field if Tier 1 does not
have the resolution



HR Onboarding Pilot

HR Representative



Expectations: Before We Begin

= Be engaged.

= Ask questions in the
chat.

= Please mute your

phones/microphones.

= Please do NOT place us
on hold/multitask.

= This is your training!




Objectives & Goals

By the end of the training session, participants will:
v Understand the role of the HR Lead as it pertains to the HR Onboarding Pilot

v Be familiar with the following:
v How to access and navigate the different widgets on the HR Onboarding Pilot Training Portal
How to access and monitor the HR Onboarding Dashboard
How to access and report on a list of ALL Onboarding cases
How to access and take action on tasks assigned to HR Lead in the Onboarding Lifecycle Event (e.g. booking new hire travel)
How to initiate reassignment of the HR Lead associated to an Onboarding case
How to monitor communications (e.g. work notes and emails) associated to HR Onboarding cases
How to communicate with new hire, Supervisor, and Training Leads from the system via direct messages (emails)
How to communicate with Training Lead, Supervisor, and other HR Leads through work notes and comment on the HR case
How to creating and accessing quick messages
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Course Modules

Topic Covered Est. Time
(min)

1. Portal (Homepage widgets, My Requests Page, My To-Dos Page, My Team Page, Helpful Links) 10
2. Dashboard & Reporting (Navigating to Dashboard, Dashboard tabs, Dashboard filters) 5
Workflow

3.1 Pre-Boarding
3.2 Week 1 Tasks

3 25
3.3 Day 30 Tasks
3.4 Day 60 Tasks
3.5 Day 80 Tasks
4. Closing a ServiceNow HR Onboarding cases 5
5. Communications (Creating quick messages & using them from Actions Ul) 10
6. Reassignment
7. Submitting a Support Request
8. Labs/Activities 65



Project Overview - HR Onboarding Pilot

Project Overview
The HR Onboarding Pilot’s goal is to create standardized, repeatable, and automated workflows and processes for onboarding procedures and

probationary activities for two pilot districts (Maine-New Hampshire-Vermont and South Carolina) for non-career and bargaining positions. It will
support automated, electronic means for action and milestone tracking while increasing visibility for the managers and HR professionals tasked

with delivering the appropriate communications, training, and performance feedback for new hires.
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Project Overview - HR Onboarding Pilot

WEEK 2
| accepted my offer DAY 1 (OF ORIENTATION) )
am looking forward I'm excited to finally take NOTE: RCA/ARCs will end System Process at
to receiving . | was able to complete the “Welcome to :
information on nex USPS” training without issue. The partin a Shadow Day and the end of Week 2
on . helnful and On the Job training to learn
steps. rientation team was very helpful an more about my job.

o n well-coordinated.

60 DAY
I'm glad | had the opportunity
to improve since the previous
PRE-BOARDING ™ review. My second review 90 DAY
| am eager to get started; The went exactly as | expected. Finally! My last review
Orientation Letter confirmed my ﬂ 9 went well, and | am a
position, unit, and details of my 1 part of the team. The
Orientation. The New Hire site whole process went
makes everything very smoother than |
straightforward. expected.
WEEK 1
There was lots to do this &
week, Onboarding Forms, \
Driver Training, and =
additional
Orientation Training, but so
far everything is going very
NOTE: Shadow Days only apply to smoothly.
newly hired city and rural carriers. If
. . 30 DAY
the Shadow Day is not applicable to a _ _
) My Supervisor has provided 30 DAY
newly hired employee, you do not me with very clear feedback,
. . and | was able to clarify my I'm glad | had the opportunity
need to complete the action in the HR  guestions and expectations to improve since the previous
review. My third review went

without issue.
exactly as | expected.

%)nboarding Pilot System



HR Representative Roles & Responsibilities
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ACCOMMODATION ARE FOLLOWED IN CASE OF A SUPERVISORS TO COMPLETE AND

ARRANGEMENTS IF NECESSARY SEPARATION FILE ONBOARDING PAPERWORK



Module 1

HR Onboarding Portal



Portal - URL and Access

 Environment URL and Access:
* Onboarding Portal

 CAT URL: https://quspsonboarding.servicenowservices.com/onboarding

» PROD URL: https://uspsonboarding.servicenowservices.com/onboarding
* Training Portal

» CAT URL: https://quspsonboarding.servicenowservices.com/training

 PROD URL: https://uspsonboarding.servicenowservices.com/training

« All HR Pilot users will have access prior to go-live. However, if users need access to the system

after go-live, they can request access following these steps:
» To request access, email the HR coordinators. HR Coordinators will submit a Support Request in the HR Onboarding Pilot
system. The HR Onboarding Pilot Tier 2 team will grant access and notify the HR coordinators. HR Coordinators will notify
the users.



Portal

Onboarding Portal Training Portal
Supervisors will access the Pilot through the Trainers and HR Representatives will access the
Onboarding Portal Pilot through the Training Portal

Welcome, NH Welcome, Brock
You'll find what you need right here. “Viusl Firv what yoss nesesd Fight esrs:

My District Overview My District Overview
¢ FEEY OB REE. pR @ = ®ws == S
861 327 1 0
e A 539 195 0 View

Training Sessions Recent New Hires
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Module 2
Dashboard & Reporting



Dashboard & Reporting - Active HR Cases

 Metrics

* Active Cases Count (Number)

» Cases by HR Service

* HR Service Table

* Onboarding Cases by Activity Set
RCA/ARC Cases by Activity Set
All Active Cases

- Filters
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* District

* Employee Effective Date
» Supervisor

* HR Representative

* Training Lead
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Dashboard & Reporting — Active To-Dos

o Metricise ports ActiveHR Cases | Active To-Dos

° ACtIVG TO'DOS That Have Filter To-Dos by District l::w[uyee Effactive Date [7 Active To-Dos That Have Started
Started

e All Active To-Dos Assignedto Due Date q 5 8
All v Last 7days v

- Filters
° DlStrICt T Active To-Dos

. Number Parent Subject person Short description Position Location State Assigned to Duedate &
¢ E m p onee Effe Ctlve Date (i) HRTOO0OA799 HRC0001315 Lisa Samuel Enter ratings and generate 60-day review form City Carrier Assistant 1 03033-BROOKLINE-1356020 Ready NH Supervisor 2021-07-23 00:00:00
° ASS | g n ed TO (i) HRT0004797 HRC0001315 Lisa Samuel Determine if New Hire should be removed from rolls City Carrier Assistant 1 03033-BROOKLINE-1356020 Ready NH HR Representative 2021-07-23 00:00:00
L D ue Date (i) HRI0004%00 HRC0001315 153 Samuel Participate in 60 Day Review City Carrier Assistant 1 02033-BROOKLINE-1356020 Ready Lisa Samuel 2021-07-2300:00:00
(i) HRI004785 HRC000I315 Lisa Samuel Schedule 80-Day Review City Carier Assistant 1 03033 BROOKLINE-1356020 Ready NH Supervisor 2021-07-2300:00:00
(i) HRT0004798 HRC0001315 Lisa Samwel Conduct 60-Day Review City Carrier Assistant 1 03033 BROOKLINE-1356020 Ready NH Supervisor 2021-07-2300:00:00
(i) HRT0003%61 HRC0001249 Martha Gamblin Prepare for Orientation ASSISTANT RURAL CARRIER (ARC) 29041-DAVIS STATION-1437129 Ready Martha Gamblin 2021-07-23 18:52:14
(1) HRIO003988 HRC000125. Alleda Akhtar Contact New Hire regarding job requirements City Carrier Assistant 29009-BETHUNE-1354843 Ready SC Supervisor 2021-07-23 18:52:20
(i) HRI0003965 HRC0001251 Alleda Akhtar Prepare for Orientation City Carrier Assistant 1 25009 BETHUNE-1354843 Ready Alleda Akhtar 2021-07-23 18:52:20
(i) HRT0003979 HRC0001251 Alleda Akhtar Send New Hire Travel & Booking information if required City Carrier Assistant 1 29009-BETHUNE- 1354843 Ready SC HR Representative 2021-07-23 18:52:20
£ HET0003978 HEC000125] Alleda Akhiar EaterBepartigligit/Duty Siation Detal Litv CamierAssistant 29009 BFTHUNE.1354843 Beady CSunerisar 22L0723 185228

NOTE: HR Onboarding Pilot fulfiller users (Supervisors, Trainers, HR Representatives) can create their own reports and

s Share the report with specific users and/or groups. Instructions in the corresponding Lab.



Module 3

Workflow



Project Overview - USPS HR Onboarding Pilot Journey Map

WEEK 2
| accepted my offer DAY 1 (OF ORIENTATION) . ]
am looking forward " e the el I'm excited to finally take NOTE: RCA/ARCs will end System Process at
to receiving | | was able to complete the “Welcome to art in a Shadow Day and
information on next, USPS” training without issue. The an the Job training toylearn the end of Week 2

Orientation team was very helpful and more about my job.

o n well-coordinated.

steps.

60 DAY
I'm glad | had the opportunity
to improve since the previous
PRE-BOARDING V| review. My second review 90 DAY
| am eager to get started; The went exactly as | expected. Finally! My last review
Orientation Letter confirmed my ﬂ Q went well, and | am a
position, unit, and details of my X . part of the team. The
Orientation. The New Hire site whole process went
makes everything very smoother than |
straightforward. expected.
WEEK 1
There was lots to do this [ 4
week, Onboarding Forms, \
Driver Training, and <
additional
Orientation Training, but so
far everything is going very
NOTE: Shadow Days only apply to smoothly.
newly hired city and rural carriers. If
. . 30 DAY
the Shadow Day is not applicable to a _ _
) My Supervisor has provided 30 DAY
newly hired employee, you do not me with very clear feedback,
. . and | was able to clarify my I'm glad | had the opportunity
need tO com plete the aCtIOn n the HR questions and expectations to improve since the preViOUS
review. My third review went

without issue.
exactly as | expected.

%nboarding Pilot System



Workflow - Pre-Boarding Tasks

Send New Hire travel/booking information:
HR Representatives will use this task as a
reminder to verify if the new hire will need to
drive more than 50 miles to orientation
training and if necessary, arrange
accommodations.
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HR Onboarding: Jia Saloni

New Hire

Jia Saloni

Effective Date
2021-05-07

Tasks/To-Dos Activity

< Pre-Boarding

Actions =
Supervizor HRRep
Y pervisor £% NHHR Representative e
Employment Type Pasition Locstion
Non-Career Employee City Carrier Assistant 2 03049-HOLLIS-1367208
Attachments
Send New Hire Travel & Booking information if required
HRT0004984  Overdue 4 days
Attachments  History 2 Ask a Question

Overdue 4 days

Send New Hire Travel & Booking info...

Send New Hire Travel & Booking information if required

Click on the Complete button to mark task as complete.

If the New Hire needs to drive more than 50 miles to their Orientation Training, they may require accommodations, Coordinate with the
New Hire to arrange accommodations, then send the New Hire their Travel & Booking Informatien for Orientation. You can mark as
complete if no accommodations are needed or when the New Hire has been sent their travel & booking confirmation.




Project Overview - USPS HR Onboarding Pilot Journey Map

WEEK 2
PAY T(OF ORIENTATION) NOTE: RCA/ARCs will end System Process at

I accepted my offer
am looking forward o I'm excited to finally take

to receiving . | was able to complete the “Welcome to ;

information on next, USPS” training without issue. The partin a Shadow Day and the end of Week 2
Orientation t heloful and On the Job training to learn

steps. rientation team was very helpful an more about my job.

o n well-coordinated.

60 DAY
I'm glad | had the opportunity
to improve since the previous
PRE-BOARDING V| review. My second review 90 DAY
| am eager to get started; The went exactly as | expected. Finally! My last review
Orientation Letter confirmed my ﬂ Q went well, and | am a
position, unit, and details of my X . part of the team. The
Orientation. The New Hire site whole process went
makes everything very smoother than |
straightforward. expected.
WEEK 1
There was lots to do this [ 4
. week, Onboarding Forms, \
NOTE: Shadow Days Only Driver Training, and =
apply to newly hired city and additional
pp y i y y Orientation Training, but so
rural carriers. If the Shadow far everything is going very
. . smoothly.
Day is not applicable to a Y
newly hired employee, you do 30 DAY
not need to complete the My Supervisor has provided 80 DAY
: ' : me with very clear feedback,
action in the HR Onboardmg and | was able to clarify my I'm glad I had the opportunity
Pilot SyStem questions and expectations to improve since the previous
without issue. review. My third review went

17 exactly as | expected.



Workflow — Week 1 Tasks

Determine if New Hire should be
removed from rolls:
HR Representatives will use this task

s NS NHR. NTL

as a reminder to verify the continued fesdon e S . gl
employment of the New Hire and take e e s Cly Care ot s HOLLS 1367208
any “outside-the-system” actions

necessary if the New Hire separates

from USPS.

HR Onboarding: Jia Saloni Actions

Tasks/To-Dos Activity Attachments

Determine if New Hire should be removed from rolls
HRT0004947  Duein3days

< Weekl

Attachments  History 2 Ask a Question)

Determine if New Hire should be rem...

Duein 3 days

This New Hire did not report for the first Day of Orientation and did not have an excused absence, Determine if the New Hire should be
removed from the rolls, Note: Managers and Supervisors must inform the Human Resources Shared Service Center (HRSSC) about any

direct reports who are separating (voluntarily or involuntarily). Instructions for processing separations can be found at
hitps://blue.usps.gov/hr/hrssc-info/separations/ and must be initiated and completed outside of this system. It is critical this process is
handled correctly and timely therefore, the submission of separation documentation for processing should be handled immediately upony
receipt, regardless of effective date. Once a separation has been initiated, select "Close Case due to Separation” from the Action menu
above to close the New Hire's Onboarding Case.

Determine if New Hire should be removed from rolls

Click on the Complete button to mark task as complete.

18



Project Overview - USPS HR Onboarding Pilot Journey Map

| accepted my offer DAY 1 (OF ORIENTATION) ]
an looking forward ? e o o NOTE: RCA/ARCs will end System Process at
to receiving . | was able to complete the “Welcome to m excited to finally take
information on nexf USPS” training without issue. The part in a Shadow Day and the end of Week 2
steps. Orientation team was very helpful and On the Job training to learn

more about my job.

o n well-coordinated.

60 DAY
I'm glad | had the opportunity
to improve since the previous
PRE-BOARDING V| review. My second review 90 DAY
| am eager to get started; The went exactly as | expected. Finally! My last review
Orientation Letter confirmed my ﬂ Q went well, and | am a
position, unit, and details of my X . part of the team. The
Orientation. The New Hire site whole process went
makes everything very smoother than |
straightforward. expected.
WEEK 1
There was lots to do this [ 4
week, Onboarding Forms, \
Driver Training, and <
additional
Orientation Training, but so
far everything is going very
NOTE: Shadow Days only apply to smoothly.
newly hired city and rural carriers. If
the Shadow Day is not applicable to 30DAY
newly hired employee, you do not My Supervisor has provided 80 DAY
dt lete th fi in the H me with very clear feedback, I'm glad | had the opportunity
neea to complete tne action Iin the gﬂgsltivc\:g: ggldeetzpceligilio?sl to impro‘ﬁ StirT'Cg the previouts
i i : § review. My third review wen
1Ogn boardlng PlIOt SyStem without issue. eXaCtly as| eXpeCted.




Workflow - Day 30 Tasks

Actions

Determine if NeW Hire ShOUId be HR Onboarding: Jia Saloni
removed from rolls:

HR Representatives Wi” Use thiS taSk = J;S-Jl;nv “a '.;‘Sup;r‘a,cr mm :.;::;ﬁaprc;e-"..\h.c 2 ;Jrlj-il;j‘:<:chad
as a reminder to verify the continued - _—y “
Non-Career Employee City Carrier Assistant 2 03049-HOLLIS-1367208

employment of the New Hire and take
any “outside-the-system” actions
necessary if the New Hire separates
from USPS. % P Determine if New Hire should be removed from rolls

HRT000494

Tasks/To-Dos Activity Attachments

~<

Attachments  History e Ask a Question

Determine if New Hire should be rem...

verdue 49 days T
- his New Hire was not recommended for Retention during their 30-day review, Determine if the New Hire should be removed from the

rolls.

Note: Managers and Supervisors must inform the Human Resources Shared Service Center (HRSSC) about any direct reports who are
B ) P
blue.usps.gov/hr/hrssc-

separating (voluntarily or involuntarily). Instructions for processing separations can be found at https:
nfo/separations/ and must be initiated and completed outside of this system. It is critical this process is handled correctly and timely
therefore, the submission of separation documentation for processing should be handled immediately upon receipt, regardless of
effective date.

NOTE: RCAs/ARCs will be excluded from the scheduling g:;ea::»:’cf::- RN M A S
and completion of automated PS Form 1750 evaluations
at the 30, 60, and 80-Day reviews. They will continue to
be evaluated using the same process used today and
their reviews will not be captured within the HR
Onboarding Pilot tool.

Determine if New Hire should be removed from rolls

omplete button to mark task as complete
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Project Overview - USPS HR Onboarding Pilot Journey Map

DAY 1 (OF ORIENTATION) .
WEEK 2 NOTE: RCA/ARCs will end System Process at
I'm excited to finally take

part in a Shadow Day and the end of Week 2
On the Job training to learn
more about my job.

| accepted my offer
am looking forward
to receiving 2
information on nexf,

| was able to complete the “Welcome to
USPS” training without issue. The
Orientation team was very helpful and
well-coordinated.

60 DAY
I'm glad | had the opportunity
to improve since the previous 90 DAY
PRE-BOARDING V| review. My second review
| am eager to get started; The went exactly as | expected. Finally! My last review
® s went well, and | am a

Orientation Letter confirmed my
position, unit, and details of my
Orientation. The New Hire site
makes everything very
straightforward.

part of the team. The
whole process went
smoother than |
expected.

WEEK 1

~

There was lots to do this
week, Onboarding Forms,
Driver Training, and
additional
Orientation Training, but so
far everything is going very
NOTE: Shadow Days only apply to smoothly.
newly hired city and rural carriers. If

the Shadow Day is not applicable to a 30 DAY
80 DAY

i My Supervisor has provided
newly hired employee, you do not ek

need to complete the action in the HR  and | was able to clarify my

(2)1nboarding Pilot System

guestions and expectations
without issue.

I'm glad | had the opportunity

to improve since the previous

review. My third review went
exactly as | expected.



Workflow - Day 60 Tasks

Determine if New Hire should be

removed from rolls:
HR Representatives will use this task
as a reminder to verify the continued
employment of the New Hire and take
any “outside-the-system” actions
necessary if the New Hire separates
from USPS.

NOTE: RCAs/ARCs will be excluded from the scheduling
and completion of automated PS Form 1750 evaluations
at the 30, 60, and 80-Day reviews. They will continue to
be evaluated using the same process used today and
their reviews will not be captured within the HR
Onboarding Pilot tool.
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HR Onboarding: Jia Saloni

New Hire

Actions =

Supervisor HR Rep Training Rep

Jia Saloni '5;, NH Supervisor mms NH HR Representative W Training Lead
Effactive Date Employment Type Position Location
2021-05-07 Non-Career Employee City Carrier Assistant 2 03049-HOLLIS-1367208
Tasks/To-Dos Activity Attachments
Determine if New Hire should be removed from rolls
< Day60 e 0
HRT0004952  Overdue 19 days

Determine if New Hire should be rem...

Overdue 19 days

Attachments  History 2 Ask a Questiol
This New Hire was not recommended for Retention during their €0-day review, Determine if the New Hire should be removed from the
rolls.

Note: Managers and Supervisors must inform the Human Resources Shared Service Center (HRSSC) about any direct reports who are
separating (voluntarily or involuntarily). Instructions for processing separations can be found at https://blue.usps.gov/hr/hrssc-
info/separations/ and must be initiated and completed outside of this system. It is critical this process is handled correctly and timely
therefore, the submission of separation documentation for processing should be handled immediately upon receipt, regardless of
effective date,

Once a separation has beeninitiated, select "Close Case due to Separation” from the Action menu above to close the New Hire's

Onboarding Case.

Determine if New Hire should be removed from rolls

Click on the Complete button to mark task as complete




Project Overview - USPS HR Onboarding Pilot Journey Map

| accepted my offer DAY 1 (OF ORIENTATION) )
am looking forward - excit"e"dE;':i:a”y e  NOTE: RCA/ARCs will end System Process at
to receiving 0 | was able to complete the “Welcome to part in & Shadow Day and the end of Week 2

USPS” training without issue. The 1OV
Orientation team was very helpful and On the Job training to learn

o n well-coordinated. more about my job.

information on nex{|
steps.

60 DAY
I'm glad | had the opportunity
to improve since the previous
PRE-BOARDING V| review. My second review 90 DAY
| am eager to get started; The went exactly as | expected. Finally! My last review
Orientation Letter confirmed my ﬂ Q went well, and | am a
position, unit, and details of my X . part of the team. The
Orientation. The New Hire site whole process went
makes everything very smoother than |
straightforward. expected.
WEEK 1
There was lots to do this [ 4
week, Onboarding Forms, \
Driver Training, and <
additional
Orientation Training, but so
far everything is going very
NOTE: Shadow Days only apply to smoothly.
newly hired city and rural carriers. If
the Shadow Day is not applicable to a 0DAY X
newly hired employee, you do not My Supervisor has provided 80 DAY
K . me with very clear feedback, I'm glad | had the opportunity
need to complete the action in the HR  and 1 was able to clarify my 0 improve since the previous
i i questions and expectations review. My third review went
%n boardlng PlIOt SyStem without issue. eXaCtly as | eXpeCted.




Workflow - Day 80 Tasks

Determine if New Hire should be

removed from rolls:
HR Representatives will use this task
as a reminder to verify the continued
employment of the New Hire and take
any “outside-the-system” actions
necessary if the New Hire separates
from USPS.

NOTE: RCAs/ARCs will be excluded from the scheduling
and completion of automated PS Form 1750 evaluations
at the 30, 60, and 80-Day reviews. They will continue to
be evaluated using the same process used today and
their reviews will not be captured within the HR
Onboarding Pilot tool.
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HR Onboarding: Jia Saloni

New Hire

= JiaSaloni

Effective Date
2021-05-07

Tasks/To-Dos Activity

< Day80

Supervizor HR Rep

NS NHR
NH Supervisor ® NHHR Representative
Employment Type Position
Mon-Career Employee City Carrier Assistant 2
Attachments

Actions »

M NH Training Lead

Location
03049-HOLLIS-1367208

Determine if New Hire should be removed from rolls

HRT0004972 Duein1day

Attachments  History

Due in 1 day

Determine if New Hire should be rem...

rolls,

effective date.

Onboarding Case.

Determine if New Hire should be removed from rolls

Click on the Complete button to mark task as complete.

(9 Ask a Question

This New Hire was not recommended for Retention during their 80-day review. Determine if the New Hire should be removed from the

Note: Managers and Supervisors must inform the Human Resources Shared Service Center (HRSSC) about any direct reports who are
separating (voluntarily or involuntarily). Instructions for processing separations can be found at https://blue.usps.gov/hr/hrssc-
info/separations/ and must be initiated and completed outside of this system. It is critical this process is handled correctly and timely
therefore, the submission of separation documentation for processing should be handled immediately upon receipt, regardless of

Once a separation has been initiated, select "Close Case due to Separation” from the Action menu above to close the New Hire's




Module 4

Initiating Separation



Closing a ServiceNow HR Onboarding Case

HR Onboarding: Gerardo Li

Close Onboarding Case

Send Email

New Hire Supervisor HRRep
2 i e Reassign Supervisor
Gerardo Li SC Supervisor SC HR Representative teassign supervis
Reassign HR Representative
Effective Date Employment Type Position

2021-10-19 Non-Career Employee M Reassign Training Lead

Close Case

Only proceed with taking the actionif:

1. You want to stop the New Hire's Onboarding or the probationary period for this New Hire has
ended.

2. You want to close the Onboarding case.

If you are closing this case due to separation...

This will not initiate a Separation request, follow the appropriate process outside this system to
ensure the New Hire is removed from Rolls. Instructions for processing separations can be found
at https://blue.usps.gov/hr/hrssc-info/separations/

Reason for Closing Case:

Voluntary Separation - New Hire Initiated

Additional Notes

Closure Reason:

When closing a case, the user
must identify a reason. Provide
additional high-level notes if
“Other” is selected (example
“Duplicate record”).

Last day worked: 7/30/2021

I confirm that a separation request has been initiated outside this system per the USPS
guidelines, these details look correct and this onboarding case will be closed.

26

Auto-Close:

ServiceNow HR Onboarding
cases for non-ARC/RCAs will
close automatically at the end
of the New Hire’s probationary
period.

Manual Closure:

1) ServiceNow HR cases for
ARC/RCAs must be closed
manually after training is
complete.

2) ServiceNow HR cases for
any New Hire must be
closed manually in the
event of a separation from
USPS.



Module 5

Communications



Communication - Sending an Email

HR Pilot users can send an -
. . HR Onboarding: Gerardo Li
email to other HR Pilot users,

through the case*.The email will

Close Onboarding Case

Send Email
New Hire Supervisor HR Rep

be traCked |n the case nOteS & GerardoLi = SC Supervisor ) SC HR Representative Reassign Supervisor
Reassign HR Representative
Effective Date Employment Type

Reassign Training Lead

2021-10-19 Non-Career Employee

Compose Email | ServiceNow - Goegle Chrome

Tasks/To-Dos Activit

@ quspsonboarding.servicenowservices.com/email_client.do?sysparm_table=sn_hr_le_case@sysparm_sys_id=6a9a14301ba57010e24cc915624bcbd9

Compose Email Quick Messages | — Select to Insert - v ,ﬁm

Timeline

Reply to
upcoming to-dos

Pre-Boardin g SC Training Lead; Add Recipient

SC supenvisor; Add Recipient

Day 1 Add Recipient

Subject HRC0001309 - HR Onboarding: Doing Great!
Week 1 Attachments
Week 2

L) Verdana - ot - B A-HE- & L BB O

v i= v 82
: i= '3

1just wanted to let you know that they have been doing a fantastic job! A+ hirel]

*NOTE: This feature should ONLY be used to communicate with other HR Pilot Users (Supervisors, Trainers,
28 HR Representatives). This feature should NOT be used to communicate with the New Hires
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Communication — Updating ServiceNow

Case Notes

HR Pilot users can add notes

to a case using the activity tab.

For example, a Trainer and
Supervisor might use these
notes to coordinate on
rescheduling training.

HR Onboarding

Home 2 MyRequest

Number

HRC0001309

Created Updated  State

9dago 18hago Ready

HR Onboarding: Gerardo Li Actions »
New Hire = Supervisor HR Rep Training Rep
Gerardo Li SC Supervisor SC HR Representative ® SCTraining Lead
Effective Date Employment Type Position Location
2021-10-19 Non-Career Employee MAIL HANDLER ASSISTANT 29037-CHAPPELLS-1357657
Tasks/To-Dos Activity Attachments
‘ | f ‘ Post &

SC Training Lead

o Messages posted on the activity tab will be saved to the case notes and can be seen by all user types!

@_\ustno.‘. . Additional comments

NOTE: These notes will not be emailed to user. They will only be kept in the activity tab ServiceNow HR Onboarding.




Communication — Notes on System Generated Emails

Automated/System Generated Emails

- Pre-defined, system generated emails will be sent to the HR Onboarding Pilot users throughout the
Onboarding Process.
« Emails to the New Hire will be sent to their personal email address.
- Emails will not be sent to the New Hire on or after their effective date.

- Users can validate that these emails have been sent out via the Activity tab of the case.

- System generated emails will not be sent when a task is assigned:
« New Hires will receive* emails for certain orientations and trainings
* Reminder emails will be sent to Supervisors when it is time to schedule certain meetings
« Emails will be sent for tasks that have not been completed within two days of its due date

*NOTE: If the task is completed prior to the New Hire’s effective date, a system generated email containing the relevant information will
be sent. However, if the task is completed past the New Hire’s effective date, no system generated email will be sent to the New Hire
and it will be the responsibility of the Supervisor, Trainer, or HR Representative to communicate the relevant information to the New
Hire outside the HR Onboarding Pilot system. Users should not send any email to the New Hire from the system after the New Hire’s
effective date.
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Module 6

Reassigning a Case



Reassigning a Case

HR Pilot users can reassign a
set of tasks of a case to a new
user

Tasks are assigned to one of
three types of users:

1) Supervisors
2) HR Representatives
3) Training Leads

32

HR Onboarding: Gerardo Li

New Hire

Gerardo Li

Effective Date

2021-10-19

Tasks/To-Dos Activity

Timeline

Pre-Boarding

Day 1

Week 1

Week 2

Day 30

Day 60

Day 80

Supervisor
SC Supervisor

Employment Type

Non-Career Employee

Select User to Reassign

Select User:

’

Close Onboarding Case

Seod bmail

% HR Rep Training Rep
SC HR Representative i

Reassign Supervisor

Reassign HR Representative
Position

MAIL HANDLERA

Reassign Training Lead

upcoming to-dos

I[ NH HR Representative




Module 7

Submitting a Support Request



Submitting a Support Request

To-dos 496 Requests = Support Requests BS w

e Submit a Support Request

The following information is My Support Requests

required to create a support

request: HR Portal IT Support Request
1) D|str|ct Ask a question about the HR portal @ _
2) Suppor‘t Type * Select District
3) Opened For S
4) Short Description ouppertvee

Supervisor

5) Description @
* Opened for
©  BrockSizer ®

* Short Description

HR Pilot users can submit a
support request

Can't see New Hire - John Doe

* Description

When searching for my New Hire via the My Requests page, my New Hire, John Doe, does not appear in the list.

& Add attachments
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Module 8

Labs/Activities



Lab / Activities

Lab/ Tobic Covered Est. Time
Activity # P (min)

Portal (Homepage widgets, My Requests Page, My To-Dos Page, My Team
Page, Helpful Links, Training Widget (High Level ONLY))

1. 10

Dashboard (Navigating to Dashboard, Dashboard tabs, Dashboard filters)
Reporting (Running/Creating) ad-hoc reports

Pre-Boarding Tasks (Send New Hire Travel & Booking Information)

Week 1 Tasks (Remove New Hire from Rolls if Applicable)

Day 30 Tasks (Remove New Hire from Rolls if Applicable)

Day 60 Tasks (Remove New Hire from Rolls if Applicable)

Day 80 Tasks (Remove New Hire from Rolls if Applicable)

Bd B OB B
o g g aaaoa

Closing a ServiceNow HR Onboarding cases

-
=
-
(=)

Communications (Creating quick messages & using them from Actions Ul)

-_—
-_—

-
O
(3)]

Reassignment

(S}

Submitting a Support Request
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Lab 1 - Onboarding Portal

1. Navigate to the HR Onboarding Portal (https://quspsonboarding.servicenowservices.com/onboarding)

2. Click through the different widgets on the homepage to familiarize yourself with the portal
1. Search for New Hires through the search bar on the homepage
2. Click into 'My Requests' and 'My To-Dos' to familiarize yourself with the layout of the tasks/activities assigned
to the logged in user
3. Click into 'My Teams' to better understand the team structure of the logged in user
NOTE: Direct reports and managers may not be visible to all users as the data is not available in the HR
Onboarding Pilot system
4. Click into Helpful Links to view resources available to aid in the Onboarding process
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Lab 2 - Dashboard

1. Navigate to the HR Onboarding Portal (https://quspsonboarding.servicenowservices.com/onboarding) and
click ‘View All Reports’ under ‘My Overview’ to navigate to the HR Onboarding Dashboard

2. Click the Active HR Cases tab and familiarize yourself with the displayed reports:

Active Cases Count (Number)

Cases by HR Service

HR Service Table

HR Onboarding Cases by Activity Set

RCA/ARC Cases by Activity Set

All Active Cases

NOTE: Try changing the filter conditions to see how the reports are updated based on defined criteria

3. Click the Active To Dos tab and familiarize yourself with the displayed reports:
1. Active To-Dos Count (Number)
2. Active To-Dos

3. NOTE: Try changing the filter conditions to see how the reports are updated based on defined criteria

NooaRsLODN =
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Lab 3 - Reporting

39

Navigate to the HR Onboarding Portal (https://quspsonboarding.servicenowservices.com/onboarding) and
click ‘View All Reports’ under ‘My Overview’ to navigate to the backend view of the HR Onboarding Pilot
system.

Type ‘Reporting’ in the filter navigator to navigate to HR Dashboard & Reports > Reports

Click through the different tabs to familiarize yourself with the different reports available for you to view in
the HR Onboarding Pilot system

1. My Reports: Reports created by the logged in user

2. Group: Reports shared with the logged in user via group or user

3. Global: Reports that are shared as global

4. All: All reports accessible by the logged in user

Create a new report using the ‘Create a Report’ button
1. Data: Choose a name for the report, select ‘Table’ for data source, and select ‘HR Lifecycle Event Cases’ OR
‘HR Tasks’ to generate a report for the HR Onboarding Pilot data

2. Type: Select a type of report you would like to use to display the data (e.g., Pie Chart, Bar Graph, etc.)
3. Configure: Select how you would like to group the data
4. Style: Update the color palette, size, and format

Click ‘Run’ to generate the report. Make changes as needed and click ‘Save’ to save the report.
Click ‘Share’ to share the report with a specific group or user.



Lab 4 - Pre-Boarding Tasks

40

Navigate to the HR Onboarding Portal (https://quspsonboarding.servicenowservices.com/onboarding) and
click ‘My Requests’ to view a list of all open HR Onboarding Requests

Select a request that is not closed or cancelled. Once the request is displayed, click the ‘Pre-Boarding’ link
under the timeline to view all tasks. Select ‘Assigned to Me’ under the drop-down in the center of the page.
The following tasks will be displayed:

1. Send New Hire travel/booking information

Click ‘Send New Hire travel/lbooking information’ task
1. Read the information provided
2. Take any ‘outside-the-system’ actions necessary
3. Click ‘Submit’ to confirm the task is complete

Select ‘Assigned to Me’ under the drop-down in the center of the page. No tasks should be displayed



Lab 5 - Week 1 Tasks

1. Navigate to the HR Onboarding Portal (https://quspsonboarding.servicenowservices.com/onboarding) and
click ‘My Requests’ to view a list of all open HR Onboarding Requests

2. Select a request that is not closed or cancelled. Once the request is displayed, click the ‘Week 1’ link under
the timeline to view all tasks. Select ‘Assigned to Me’ under the drop-down in the center of the page. The
following tasks will be displayed:

1. Determine if New Hire should be removed from rolls

3. Click ‘Determine if New Hire should be removed from rolls’ task
1. Read the information provided
2. Take any ‘outside-the-system’ actions necessary
3. Click ‘Submit’ to confirm the task is complete

4. Select ‘Assigned to Me’ under the drop-down in the center of the page. No tasks should be displayed
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Lab 6 - Day 30 Tasks
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Navigate to the HR Onboarding Portal (https://quspsonboarding.servicenowservices.com/onboarding) and
click ‘My Requests’ to view a list of all open HR Onboarding Requests

Select a request that is not closed or cancelled. Once the request is displayed, click the ‘Day 30’ link under
the timeline to view all tasks. Select ‘Assigned to Me’ under the drop-down in the center of the page. The
following tasks will be displayed:

1. Determine if New Hire should be removed from rolls

Click ‘Determine if New Hire should be removed from rolls’ task
1. Read the information provided
2. Take any ‘outside-the-system’ actions necessary
3. Click ‘Submit’ to confirm the task is complete

Select ‘Assigned to Me’ under the drop-down in the center of the page. No tasks should be displayed



Lab 7 - Day 60 Tasks
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Navigate to the HR Onboarding Portal (https://quspsonboarding.servicenowservices.com/onboarding) and
click ‘My Requests’ to view a list of all open HR Onboarding Requests

Select a request that is not closed or cancelled. Once the request is displayed, click the ‘Day 60’ link under
the timeline to view all tasks. Select ‘Assigned to Me’ under the drop-down in the center of the page. The
following tasks will be displayed:

1. Determine if New Hire should be removed from rolls

Click ‘Determine if New Hire should be removed from rolls’ task
1. Read the information provided
2. Take any ‘outside-the-system’ actions necessary
3. Click ‘Submit’ to confirm the task is complete

Select ‘Assigned to Me’ under the drop-down in the center of the page. No tasks should be displayed



Lab 8 - Day 80 Tasks
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Navigate to the HR Onboarding Portal (https://quspsonboarding.servicenowservices.com/onboarding) and
click ‘My Requests’ to view a list of all open HR Onboarding Requests

Select a request that is not closed or cancelled. Once the request is displayed, click the ‘Day 80’ link under
the timeline to view all tasks. Select ‘Assigned to Me’ under the drop-down in the center of the page. The
following tasks will be displayed:

1. Determine if New Hire should be removed from rolls

Click ‘Determine if New Hire should be removed from rolls’ task
1. Read the information provided
2. Take any ‘outside-the-system’ actions necessary
3. Click ‘Submit’ to confirm the task is complete

Select ‘Assigned to Me’ under the drop-down in the center of the page. No tasks should be displayed



Lab 9 - Closing a ServiceNow HR Onboarding cases

1. Navigate to the HR Onboarding Portal (https://quspsonboarding.servicenowservices.com/onboarding) and
click ‘My Requests’ to view a list of all open HR Onboarding Requests

2. Select a request that is not closed or cancelled.

3. Click the ‘Actions’ button on the HR case view. The drop-down is expanded and the following values are
displayed:
1. Send Email
2. Close Onboarding Case
3. Reassign Supervisor
4. Reassign HR Representative
5. Reassign Training Lead

4. Click ‘Close Onboarding Case’
1. Populate the mandatory fields (indicated by red *)
2. For Reason of Cancellation, select ‘Voluntary Separation - New Hire Initiated’ OR ‘Involuntary Separation -
Employer Initiated’
3. Read the confirmation statement and check the checkbox
4. Click ‘Close Case’

5. Click 'Activity' tab near middle of page to confirm an entry was added to indicate Case Closure email was
sent to the HR Rep
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Lab 10 - Communication

1. Navigate to the HR Onboarding Portal (https://quspsonboarding.servicenowservices.com/onboarding) and click ‘View All
Reports’ under ‘My Overview’ to navigate to the HR Onboarding Dashboard

2. Type ‘Quick Messages’ in the filter navigator
1. Select Email Client > Quick Messages
2. Click ‘New’

3. Populate the mandatory fields, make sure the 'active' field is checked and the table field is populated with 'HR Lifecycle Events
Case', and click 'Submit'

3. Navigate to the HR Onboarding Portal (https://quspsonboarding.servicenowservices.com/onboarding) and click ‘My
Requests’ to view a list of all open HR Onboarding Requests

4. Select arequest that is not closed or cancelled.
Click the ‘Actions’ button on the HR case view. The drop-down is expanded and the following values are displayed:
1. Send Email
2. Close Onboarding Case
3. Reassign Supervisor
4. Reassign HR Representative
5. Reassign Training Lead
6. Click ‘Send Email’
1. Click the Quick Messages drop-down on top right
2. Populate the ‘To’ field and click ‘Send’

7. Click 'Activity' tab near middle of page to confirm an entry was added to indicate the email was sent
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Lab 11 - Reassignment

1. Navigate to the HR Onboarding Portal (https://quspsonboarding.servicenowservices.com/onboarding) and
click ‘My Requests’ to view a list of all open HR Onboarding Requests

2. Select a request that is not closed or cancelled.

3. Click the ‘Actions’ button on the HR case view. The drop-down is expanded and the following values are
displayed:
1. Send Email
2. Close Onboarding Case
3. Reassign Supervisor
4. Reassign HR Representative
5. Reassign Training Lead

4. Click ‘Reassign HR Representative’
1. Select a user to reassign as HR Representative on the case
2. Click ‘Save’
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Lab 12 - Submitting a Support Request

1. Navigate to the HR Onboarding Portal (https://quspsonboarding.servicenowservices.com/onboarding) and
click ‘My Support Requests’ on the top right

2. Select a ‘Submit a Support Request’
. Populate the mandatory fields (indicated by the red *)
4. Click ‘Submit’

48



HR Onboarding Pilot

Supervisor



Expectations: Before We Begin

= Be engaged.

= Ask questions in the
chat.

= Please mute your

phones/microphones.

= Please do NOT place us
on hold/multitask.

= This is your training!




Objective & Goals

- By the end of the training session, users will be familiar with the following functionality as it pertains to
their role in the HR Onboarding Pilot:

How to access and navigate the different widgets on the HR Onboarding Pilot Supervisor Portal

How to access and monitor the HR Onboarding Dashboard

How to access and report on a list of ALL Onboarding cases

How to access and take action on tasks assigned to Supervisor in the Onboarding Lifecycle Event (e.g. schedule shadow
day/report to duty station, complete probationary reviews, etc.)

Form 1750 automation

How to initiate reassignment of the Supervisor associated to an Onboarding case

How to monitor communications (e.g. work notes and emails) associated to HR Onboarding cases

How to communicate with new hire, HR Representative, and Training Leads from the system via direct messages (emails)

How to communicate with Training Lead, HR Representative, and other Supervisors through work notes and comment on the
HR case

How to create and access quick messages



Course Modules

Topic Covered Est. Time
(min)

1. Portal (Homepage widgets, My Requests Page, My To-Dos Page, My Team Page, Helpful Links) 5
2. Dashboard & Reporting (Navigating to Dashboard, Dashboard tabs, Dashboard filters) 5
Workflow

3.1 Day 1 Tasks
3.2 Week 1 Tasks

3. 3.3 Week 2 Tasks 30

3.4 Day 30 Tasks
3.5 Day 60 Tasks
3.6 Day 80 Tasks

4. Cancelling a case 5
5. Communications (Creating quick messages & using them from Actions Ul) 10
6. Reassignment 5
7. Submitting a Support Request



Project Overview - HR Onboarding Pilot

Project Overview

The HR Onboarding Pilot’s goal is to create standardized, repeatable, and automated workflows and processes for onboarding

procedures and probationary activities for two pilot districts (Maine-New Hampshire-Vermont and South Carolina) for non-career and

bargaining positions. It will support automated, electronic means for action and milestone tracking while increasing visibility for the

managers and HR professionals tasked with delivering the appropriate communications, training, and performance feedback for new
ires.

Timeline
SEP OoCT NOV DEC
Pilot Training (9/7-16) ==
Pilot (9/17 - 12/31) |

Analyze Results and Feedback |



Project Overview - USPS HR Onboarding Pilot Journey Map

WEEK 2
| accepted my offer DAY 1 (OF ORIENTATION) . ]
am écégls?nggforward s b to complete the “Welcome f 'm excited to finally take NOTE: RCA/ARCs will end System Process at
3 P . ) tin a Shadow D d
information on next, USPS” training without issue. The C’?r?rthlg ?ob t?ai?\mg ;ylzgm the end of Week 2
Orientation team was very helpful and more about my job.

steps.

o n well-coordinated.

60 DAY
I'm glad | had the opportunity
to improve since the previous
PRE-BOARDING ¥ review. My second review 90 DAY
| am eager to get started; The went exactly as | expected. Finally! My last review
Orientation Letter confirmed my ﬂ Q went well, and | am a
position, unit, and details of my X . part of the team. The
Orientation. The New Hire site whole process went
makes everything very smoother than |
straightforward. expected.
WEEK 1
There was lots to do this [ 4
week, Onboarding Forms, \
Driver Training, and <
additional
Orientation Training, but so
far everything is going very
NOTE: Shadow Days only apply to ~ smeothly.
newly hired city a_nd rural carriers. If 30 DAY
the Shadow Day is not applicabletoa Supervisor has provided 50 DAY
newly hired employee, you do not me with very clear feedback, :
. . and | was able to clarify my I'm glad | had the opportunity
need to Complete the action in the HR  questions and expectations to improve since the previous
review. My third review went

without issue.
exactly as | expected.

(gnboarding Pilot System



Supervisor Roles & Responsibilities

00
Y ‘s L) 22
PH \/ Al N
SUPERVISORS MANAGE SET THE SCHEDULE FOR MANAGE WORK RESPONSIBLE FOR COORDINATING WITH HR
THE NEW HIRE DURING NEW HIRE’S EXPECTATIONS FOR THE COMPLETING THE LOCAL SERVICES
DAY-TO- ONBOARDING NEW HIRE 30/60/80-DAY REGARDING
DAY OPERATIONS REVIEWS/PAPERWORK RECOMMENDATIONS FOR

WITH THE NEW HIRE AND RETENTION OR RELEASE
FOR



Module 1

Portal Overview



Portal - URL and Access

 Environment URL and Access:
* Onboarding Portal

 CAT URL: https://quspsonboarding.servicenowservices.com/onboarding

» PROD URL: https://uspsonboarding.servicenowservices.com/onboarding
* Training Portal

» CAT URL: https://quspsonboarding.servicenowservices.com/training

 PROD URL: https://uspsonboarding.servicenowservices.com/training

« All HR Pilot users will have access prior to go-live. However, if users need access to the system

after go-live, they can request access following these steps:
* Torequest access, email the HR coordinators. HR Coordinators will submit a Support Request in the HR Onboarding
Pilot system. The HR Onboarding Pilot Tier 2 team will grant access and notify the HR coordinators. HR Coordinators will
notify the users.
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Portal

Onboarding Portal
Supervisors will access the Pilot through the
Onboarding Portal

Welcome, NH
You'll find what you need right here.

Training Portal
Trainers and HR Representatives will access the
Pilot through the Training Portal

Welcome, Brock
Youl find what you need right hens.

My District Overview

Active ToDosThat ActveOverdue Mew s Statiog e e Starti
A e Started- MG TaskalTe Do ME AWk MENRYT Nt Mok NENR-
<] N A [

My District Overview

‘‘‘‘‘‘‘‘

Training Sessions Recent New Hires




Module 2
Dashboard & Reporting



Dashboard & Reporting - Active HR Cases

 Metrics

* Active Cases Count (Number)

» Cases by HR Service

* HR Service Table

* Onboarding Cases by Activity Set
RCA/ARC Cases by Activity Set
All Active Cases

- Filters
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* District

* Employee Effective Date
» Supervisor

* HR Representative

* Training Lead

At R s | Aot T-Doa

Fither bey Disirict Emplayes Effective Dute Spervinar Tranang Lead R Represandatoee T Active Casas Cownt
] - L - w v e s L
52
T Caves by HA Senvice T N Service Tabbe
Sty
Fudy  Coum
MR sorace
i Onboarding L1 43
I Combt g - A (A i 1
Lanarn =5 5

W o onscedng = 43 Paave) B oo Orsaamtag . ARCSDLE 1 (2L LTS

T MR Onboarding Cares by Activity Set

T RCAKAC Cases by Activity St

1 Loyl Ciewevin Caor et

Th HECIT ey

A Perfplos

RO Rrady

OGO Ready

HECO001 TS Foady

) HSCO0SITT L]

HECOGIITE  Ready

([ ERWRUT)  Redy

et Jusiie

Bl aois

Hick Hewmae

Sk Mrermam

lpck Mewrnan

Leeern o

ki Active Cases
Marper v Srane Sulert peron Fasition
LR Pty M Torerdtyl e Carviey Aiamlant 3

Lty v Ayl

empey

Inrmpey

Gy Carvier Aasindant |

ot ey AR |

Loty Canvery Aysrdand |

oy S Assiaan

s, anagrad b
TENL-A T T iy
b T TR ety
LR AL DO LSS wtopry
TR ALCORAE LISISET tompry
IEQLAL OIS ey
IO L YCR gty
R A LR g
SR AL LSRR ompy

il servioe detiviny e i progre eaned
[ Db i Pre-Shogndie Furie 4
1 Orabipiting bye fon g 00824 R
o Crbmcing Dre B de g 1 LT
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18 Donbogudiod Frs Boaidng - T% LD
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Dashboard & Reporting — Active To-Dos

o Metricise ports ActiveHR Cases | Active To-Dos

° ACtIVG TO'DOS That Have Filter To-Dos by District l::w[uyee Effactive Date [7 Active To-Dos That Have Started
Started

e All Active To-Dos Assignedto Due Date q 5 8
All v Last 7days v

- Filters
° DlStrICt T Active To-Dos

. Number Parent Subject person Short description Position Location State Assigned to Duedate &
¢ E m p onee Effe Ctlve Date (i) HRTOO0OA799 HRC0001315 Lisa Samuel Enter ratings and generate 60-day review form City Carrier Assistant 1 03033-BROOKLINE-1356020 Ready NH Supervisor 2021-07-23 00:00:00
° ASS | g n ed TO (i) HRT0004797 HRC0001315 Lisa Samuel Determine if New Hire should be removed from rolls City Carrier Assistant 1 03033-BROOKLINE-1356020 Ready NH HR Representative 2021-07-23 00:00:00
L D ue Date (i) HRI0004%00 HRC0001315 153 Samuel Participate in 60 Day Review City Carrier Assistant 1 02033-BROOKLINE-1356020 Ready Lisa Samuel 2021-07-2300:00:00
(i) HRI004785 HRC000I315 Lisa Samuel Schedule 80-Day Review City Carier Assistant 1 03033 BROOKLINE-1356020 Ready NH Supervisor 2021-07-2300:00:00
(i) HRT0004798 HRC0001315 Lisa Samwel Conduct 60-Day Review City Carrier Assistant 1 03033 BROOKLINE-1356020 Ready NH Supervisor 2021-07-2300:00:00
(i) HRT0003%61 HRC0001249 Martha Gamblin Prepare for Orientation ASSISTANT RURAL CARRIER (ARC) 29041-DAVIS STATION-1437129 Ready Martha Gamblin 2021-07-23 18:52:14
(1) HRIO003988 HRC000125. Alleda Akhtar Contact New Hire regarding job requirements City Carrier Assistant 29009-BETHUNE-1354843 Ready SC Supervisor 2021-07-23 18:52:20
(i) HRI0003965 HRC0001251 Alleda Akhtar Prepare for Orientation City Carrier Assistant 1 25009 BETHUNE-1354843 Ready Alleda Akhtar 2021-07-23 18:52:20
(i) HRT0003979 HRC0001251 Alleda Akhtar Send New Hire Travel & Booking information if required City Carrier Assistant 1 29009-BETHUNE- 1354843 Ready SC HR Representative 2021-07-23 18:52:20
£ HET0003978 HEC000125] Alleda Akhiar EaterBepartigligit/Duty Siation Detal Litv CamierAssistant 29009 BFTHUNE.1354843 Beady CSunerisar 22L0723 185228

NOTE: HR Onboarding Pilot fulfiller users (Supervisors, Trainers, HR Representatives) can create their own reports and

s Share the report with specific users and/or groups. Instructions in the corresponding Lab.



Module 3
Workflow



Project Overview - USPS HR Onboarding Pilot Journey Map

WEEK 2
| accepted my offer DAY 1 (OF ORIENTATION) . ]
am écégls?nggforward s b to complete the “Welcome f 'm excited to finally take NOTE: RCA/ARCs will end System Process at
3 P . ) tin a Shadow D d
information on next, USPS” training without issue. The C’?r?rthlg ?ob t?ai?\mg ;ylzgm the end of Week 2
Orientation team was very helpful and more about my job.

steps.

o n well-coordinated.

60 DAY
I'm glad | had the opportunity
to improve since the previous
PRE-BOARDING V| review. My second review 90 DAY
| am eager to get started; The went exactly as | expected. Finally! My last review
Orientation Letter confirmed my ﬂ Q went well, and | am a
position, unit, and details of my X . part of the team. The
Orientation. The New Hire site whole process went
makes everything very smoother than |
straightforward. expected.
WEEK 1
There was lots to do this [ 4
week, Onboarding Forms, \
Driver Training, and <
additional
Orientation Training, but so
far everything is going very
NOTE: Shadow Days only apply to smoothly.
newly hired city and rural carriers. If 30 DAY
the Shadow Day is not applicable to a . _
. My Supervisor has provided 30 DAY
newly hired employee, you do not me with very clear feedback,
. . and | was able to clarify my I'm glad | had the opportunity
need to COmp|ete the action in the HR questions and expectations to improve since the previous
review. My third review went

without issue.
exactly as | expected.

105nboarding Pilot System



Workflow - Activity Sets

Activity Sets:
Depict the stages of the onboarding process, they
can include:
* Pre-Boarding
- Day 1
* Week 1
* Week 2
- Day 30
- Day 60
- Day 80

Note: ARCs/RCAs will not have Day 30, 60, or 80 Activity Sets
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HR Onboarding: Gerardo Li

New Hire

Gerardo Li

Effective Date
2021-10-19

Tasks/To-Dos Activity

Actions -

Supervisor HRRep Training Rep

SC Supervisor SCHR Representative ® SCTraining Lead
Employment Type Position Location
Non-Career Employee MAIL HANDLER ASSISTANT 29037-CHAPPELLS-1357657

Attachments

Timeline

Pre-Boarding

Day1

Week 1

Week 2

Day30

Day 60

Day 80

(O viewalito-dos

ek 2 wm— 45 completed

All(2

Participate in Initial Meeting with Supervisor

DueinT days

Determine if New Hire should be removed from rolls
Duein7days

D Show completed to-dos E] Show upcoming to-dos




Project Overview - USPS HR Onboarding Pilot Journey Map

WEEK 2
| accepted my offer DAY 1 (OF ORIENTATION) . ]
am écégls?nggforward s b to complete the “Welcome f 'm excited to finally take NOTE: RCA/ARCs will end System Process at
3 P . ) tin a Shadow D d
information on next, USPS” training without issue. The C’?r?rthlg ?ob t?ai?\mg ;ylzgm the end of Week 2
Orientation team was very helpful and more about my job.

steps.

o n well-coordinated.

60 DAY
I'm glad | had the opportunity
to improve since the previous
PRE-BOARDING V| review. My second review 90 DAY
| am eager to get started; The went exactly as | expected. Finally! My last review
Orientation Letter confirmed my ﬂ Q went well, and | am a
position, unit, and details of my X . part of the team. The
Orientation. The New Hire site whole process went
makes everything very smoother than |
straightforward. expected.
WEEK 1
There was lots to do this [ 4
week, Onboarding Forms, \
Driver Training, and <
additional
Orientation Training, but so
far everything is going very
NOTE: Shadow Days only apply to smoothly.
newly hired city and rural carriers. If 30 DAY
the Shadow Day is not applicable to a . _
. My Supervisor has provided 30 DAY
newly hired employee, you do not me with very clear feedback,
. . and | was able to clarify my I'm glad | had the opportunity
need to COmp|ete the action in the HR questions and expectations to improve since the previous
review. My third review went

without issue.
exactly as | expected.

1O7nboarding Pilot System



Workflow - Preboarding Tasks

Schedule Report to Duty Station:

18

Supervisors will use this task to schedule the
date a New Hire has to report to their duty
station. Once the task is marked complete by the
Supervisor, an email is sent to the New Hire with
the information to prepare for reporting to their
duty station including the date and location

NOTE: If the task is completed prior to the New Hire’s effective date, a
system generated email containing the relevant information will be
sent. However, if the task is completed past the New Hire’s effective
date, no system generated email will be sent to the New Hire and it
will be the responsibility of the Supervisor to communicate the relevant
information to the New Hire outside the HR Onboarding Pilot system

HR Onboarding: Jia Saloni

{ Pre-Boarding

Enter Report to Unit/Duty Station Details

Attschments  History CrAsk 8 Question

HRT0004963 Unit/Duty Station Schedule

*Date

*Location
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Workflow - Preboarding Tasks

Supervisor Checklist:
A checklist is available for Supervisors through
this task outlining what needs to be discussed
with the New Hire when Supervisors contact
them for job requirements

HR Onboarding: Jia Saloni

ivity Attac
< Pre-Boarding Fqntac[ New H\Ire re.gammg,mh requirements
Attachments  History 2 Ask a Question
requl
Contact your New Hire to weicome them to USPS and review their job requirements - including work hours, days off and approximate
Contact Information

Name: Jia Salon
Phone;
Email
Supervisor Checklist
€ Initial work assignment
€) Job, dutes, roles, and responsivilties

) Performance expectations

© Introduction to coworkers

) USPS National Emergency Hotine number
© Supply requests

Contact New Hire regarding job requirements




Project Overview - USPS HR Onboarding Pilot Journey Map

WEEK 2
I accepted my offer DAY 1 (OF ORIENTATION) . i
am écégls?nggforward N e oo 'm excited to finally take NOTE: RCA/ARCs will end System Process at
t / 1 was able to complete the “Welcome to art in a Shadow Day and
information on nexf USPS’ training without issue. The 8n the Job training toylearn the end of Week 2
steps. Orientation team was very helpful and more about my job.

o n well-coordinated.

60 DAY
I'm glad | had the opportunity
to improve since the previous
PRE-BOARDING V| review. My second review 90 DAY
| am eager to get started; The went exactly as | expected. Finally! My last review
Orientation Letter confirmed my ﬂ Q went well, and | am a
position, unit, and details of my X . part of the team. The
Orientation. The New Hire site whole process went
makes everything very smoother than |
straightforward. expected.
WEEK 1
There was lots to do this [ 4
week, Onboarding Forms, \
Driver Training, and <
additional
Orientation Training, but so
far everything is going very
NOTE: Shadow Days only apply to smoothly.
newly hired city and rural carriers. If 30 DAY
the Shadow Day is not applicable to a . _
. My Supervisor has provided 30 DAY
newly hired employee, you do not me with very clear feedback,
. . and | was able to clarify my I'm glad | had the opportunity
need to COmp|ete the action in the HR questions and expectations to improve since the previous
review. My third review went

without issue.
exactly as | expected.

2Oonboarding Pilot System



Workflow - Day 1 Tasks

Schedule Shadow Day:

21

If applicable Supervisors can use this task to
schedule the date a New Hire has to attend Shadow
Day. Once the task is marked complete by the
Supervisor, an email is sent to the New Hire with the
information to prepare for Shadow Day including the
date and location

NOTE: If the task is completed prior to the New Hire’s effective date, a
system generated email containing the relevant information will be
sent. However, if the task is completed past the New Hire’s effective
date, no system generated email will be sent to the New Hire and it
will be the responsibility of the Supervisor to communicate the relevant
information to the New Hire outside the HR Onboarding Pilot system

HR Onboarding: Jia Saloni

Schedule Shadow Day with New Hire

Attachments  History

HRT0004956 Schedule Shadow Day

*Date/Time
i

*Shadow Day POC Employee Name

* Location




Project Overview - USPS HR Onboarding Pilot Journey Map

WEEK 2
| accepted my offer DAY 1 (OF ORIENTATION) ] .
am éggmggforward s b to complete the “Welcome f I'm excited to finally take NOTE: RCA/ARCs will end System Process at
3 Pt d ) tin a Shadow D d
information on nexf, USPS” training without issue. The 8ré11rth|2 ?ob t?ai?\mg t%yégm the end of Week 2
steps. Orientation team was very helpful and more about my job
o n well-coordinated. :
60 DAY
I'm glad | had the opportunity
to improve since the previous
PRE-BOARDING V| review. My second review 90 DAY
| am eager to get started; The went exactly as | expected. Finally! My last review
Orientation Letter confirmed my ﬂ Q went well, and | am a
position, unit, and details of my X . part of the team. The
Orientation. The New Hire site whole process went
makes everything very smoother than |
straightforward. expected.
WEEK 1
There was lots to do this
NOTE: Shadow Days onIy week, Onboarding Forms, ."
. . Driver Training, and <
apply to newly hired city L dditione]
H Orientation Training, but so
and rural carriers. If the far everything 1S goimg very
Shadow Day is not smoothly.
applicable to a newly hired Y
employee, you do not need _ _
X i My Supervisor has provided 30 DAY
to Complete the action in the me with very clear feedback,
. . and | was able to clarify my I'm glad | had the opportunity
HR Onboardmg P”Ot guestions and expectations to improve since the previous
review. My third review went

without issue.
282ystem exactly as | expected.



Workflow — Week 1 Tasks

Scheduling Initial Meeting with Supervisor:

23

Supervisors will use this task to schedule the date a
New Hire has their initial probationary meeting with
the Supervisor. Once the task is marked complete by
the Supervisor, an email is sent to the New Hire with
the information needed for the meeting including the
date and location of the meeting as well as duration

NOTE: If the task is completed prior to the New Hire’s effective date, a
system generated email containing the relevant information will be
sent. However, if the task is completed past the New Hire’s effective
date, no system generated email will be sent to the New Hire and it
will be the responsibility of the Supervisor to communicate the relevant
information to the New Hire outside the HR Onboarding Pilot system

HR Onboarding: Jia Salon

Schedule Initial Meeting with Supervisor

Attachments  History

HRT0004944 Schedule Initial Meeting with Supervisor

Schedule Initial Meeting with Supervisor

* Enter Meeting Time:

*Duration (Enter time in Minutes):

* Location:

sk a Question




Workflow — Week 1 Tasks

Shadow Day Checklist:
If applicable Supervisors can use this checklist
to view how they can prepare for the New
Hire’s Shadow Day. Supervisors can
download the checklist displayed in the task

24

HR Onboarding: Jia Saloni

L
(x §
[

¥

New Hire Intro to Unit Checklist

SECTION 1= General Information (Compies for ssch rew
Employee Name:
EIN:
Unit Name & Finance:
Effective Date:
Shadow Day Date:
First Day in Unit Date:

SECTION 2 - Management Process Checklist

PART A - The Shadow Day
Preparation for Shadow Day - Postmaster /| Manager




Workflow — Week 1 Tasks

Enter Time in TACs:
This task is a reminder for Supervisor’s to
enter the New Hire’s time in the Time and e Sl
Attendance System (TACs) outside of the HR o o e
Onboarding Pilot system

HR Onboarding: Jia Saloni

Enter New Hire time into TACS (Week 1

Altachments  History

Be sure to enter your New Hire's time into TACS for their first week, If your New Hire completed training, you should have received s copy
of their timecard from the Training facilitator.

Enter New Hire time into TACS (Week 1
Enter New Hire time into TACS (Week 1

25



Workflow — Week 1 Tasks

Prepare for New Hire’s first day Unit/Duty
Station:
A checklist is available for Supervisors through
this task outlining how they can prepare for the
New Hire's first day at Unit/Duty Station.
Supervisors can download the checklist
displayed in the task

26

HR Onboarding: Jia Saloni

& nis s RRe, & NHTr
reer
Prepare for New Hire's First Day in the Unit/Duty Station
HRTO004040 Duein4 da
achm 8 Quests
O o T i o o <r
PART B - Preparing for the first day in the unit -
Postmaster / Manager
Prepare Welcome Introduction Package Recommendoed items)
1 r NESZ.23
B19 | Heat lliness Prevention Progra d NSN- 7530-18-000-4041




Workflow — Week 1 Tasks

Welcome New Hire to Unit/Duty Station:

27

A checklist is available for Supervisors through
this task outlining how they can prepare for the
New Hire’s first day at Unit/Duty Station.
Supervisors can download the checklist
displayed in the task

HR Onboarding: Jia Saloni

Welcome New Hire to the Unit/Duty Station

D@ 41w Fh@QAR Qs <>

PART C - First day in unit welcome process -

Postmaster / Manager & Union Steward
Make a Great First Impression

Give a tour of the facllity - Postmaster & OJI or Unlon Steward

Meoting with Postmaster / Station Manager Intisl  Date
14 | Dwscuss PS For 750 process (1 appada




Project Overview - USPS HR Onboarding Pilot Journey Map

| accepted my offer
am looking forward
to receiving 2
information on nexf,

PRE-BOARDING

| am eager to get started; The
Orientation Letter confirmed my
position, unit, and details of my
Orientation. The New Hire site
makes everything very
straightforward.

DAY 1 (OF ORIENTATION)

| was able to complete the “Welcome to
USPS” training without issue. The
Orientation team was very helpful and
well-coordinated.

WEEK 1

There was lots to do this
week, Onboarding Forms,
Driver Training, and
additional
Orientation Training, but so
far everything is going very

NOTE: Shadow Days only apply to smoothly.
newly hired city and rural carriers. If 30 DAY
the Shadow Day is not applicable to a My Supervisor has provided

newly hired employee, you do not

me with very clear feedback,
and | was able to clarify my

need to complete the action in the HR  questions and expectations

2OBnboarding Pilot System

without issue.

WEEK 2
I'm excited to finally take

NOTE: RCA/ARCs will end System Process at

part in a Shadow Day and the end of Week 2

On the Job training to learn

more about my job.

60 DAY
I'm glad | had the opportunity
to improve since the previous 90 DAY
V| review. My second review
went exactly as | expected. Finally! My last review
4] went well, and | am a
. part of the team. The
whole process went
smoother than |
expected.
¥
80 DAY

I'm glad | had the opportunity

to improve since the previous

review. My third review went
exactly as | expected.



Workflow — Week 2 Tasks

Conduct Initial Meeting with New Hire:

Through this task Supervisors confirm they have
conducted the initial probationary meeting with P B  Jen ® e

HR Onboarding: Jia Saloni

Jia ® NH Rep NH ad
the New Hire. -
20210507 Non-Career Employee ty Camier Assistant Ll
Tasks/To-Dos Attachm
¢ Week2 Conduct Initial Meeting With Supervisor
Week DTOMIET sl i da
achments  Histor CrAsk & Questi
W HIre

PR L 8 S A HRT0004957 Conduct Initial Meeting With Supervisor

| certify that | have conducted an Initial Probationary Review with my New
Hire

29
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Workflow — Week 2 Tasks

Enter Time in TACs:
This task is a reminder for Supervisor’s to
enter the New Hire’s time in the Time and
Attendance System (TACs) outside of the HR
Onboarding Pilot system.

HR Onboarding: Jia Saloni

t Week 2
( w.ul

Enter New Hire time into TACS (Week 2)

Attachments  History QuAsk 8 Question

Be sure to enber your New Hire's time into TACS for their first week. I your New Hire completed training, you should have received a copy

of their timecard from the Training facilitator,

Enter New Hire time into TACS (Week 2




Workflow — Week 2 Tasks

Scheduling 30-Day Review:
Supervisors will use this task to schedule the 30-
day evaluation for the New Hire.

NOTE: There are no additional tasks past this point for Supervisors
associated to a RCA/ARC case. The following tasks and activity sets
will ONLY be triggered for non-RCA/ARC New Hires.

RCAs/ARCs will be excluded from the scheduling and completion
of automated PS Form 1750 evaluations at the 30, 60, and 80-Day
reviews. They will continue to be evaluated using the same process
used today and their reviews will not be captured within the HR
Onboarding Pilot tool.

31

HR Onboarding: Jia Saloni

Schedule 30-day Review

Attachments  History

HRT0004958 Schedule 30-Day Review
Schedule 30-Day Review

* Enter Meeting Time:

* Duration (Enter time in Minutes):

Range: 15 - 120

* Location:




Project Overview - USPS HR Onboarding Pilot Journey Map

| accepted my offer DAY 1 (OF ORIENTATION) ]
am looking forward . _t""dEtE':,z . NOTE: RCA/ARCs will end System Process at
to receiving . | was able to complete the “Welcome to m excited to finally take
information on nexf USPS” training without issue. The part in a Shadow Day and the end of Week 2

On the Job training to learn

Orientation team was very helpful and

o n well-coordinated.

steps. more about my job.

60 DAY
I'm glad | had the opportunity
to improve since the previous
PRE-BOARDING V| review. My second review 90 DAY
| am eager to get started; The went exactly as | expected. Finally! My last review
Orientation Letter confirmed my ﬂ Q went well, and | am a
position, unit, and details of my X . part of the team. The
Orientation. The New Hire site whole process went
makes everything very smoother than |
straightforward. expected.
WEEK 1
There was lots to do this [ 4
week, Onboarding Forms, \
Driver Training, and <
additional
Orientation Training, but so
far everything is going very
NOTE: Shadow Days only apply to  smoothly.
newly hired city and rural carriers. If
the Shadow Day is not applicable to a 30 DAY
newly hired employee, you do not My Supervisor has provided 80 DAY
T . me with very clear feedback, I'm glad | had the opportunity
need to complete the action in the HR ;‘32 | was able éipcééc‘{gﬁorﬂﬁ to improve since the previous
; ; : § review. My third review wen
O?Eboardlng Pilot System without issue. exactly as | expected.




Workflow - Day 30 Tasks

Enter ratings and generate form:
The Supervisor will enter their evaluation of the :
New Hire’s performance in this task. Once the task
is completed, a PDF of the Form 1750 is generated i
using the Supervisor’s input values. The generated
PDF can be found under the ‘Attachments’ tab on e
the HR case page e
*Pay Location
* Factor Rating: Work Quantity
* Factor Rating: Work Quality
NOTE: RCAs/ARCs will be excluded from the scheduling and completion o e
of automated PS Form 1750 evaluations at the 30, 60, and 80-Day reviews. e s
They will continue to be evaluated using the same process used today and e e S e
their reviews will not be captured within the HR Onboarding Pilot tool.
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Workflow - Day 30

qulrsp_ STATES Employee Evaluation and/or Probationary Report
= SEReE =
1. Emgicyee's Name (First. MI. Last) 2. Empioyee Socal Secunty Number
Jia Saloni 061359902
3 Te 4. Pay Locabon |5 Appontment Date € Date Probabonary

. . . Period Encs
City Carrier Assistant 2 123 2021-05-07 |2021-08-05
7a Compiete 30-Osy Repon By 8a Compiste 60-Day Repon By %a Compiete 80-Day Report By 10a WYQ"EMR‘WB—
2021-06-05 2021-07-05 2021-07-25 2022-05-06
7o Erter Factor Rating (O. S. U. NO) |85 Emter Factor Rating (O. S U. NO)| 96 Enter Factor Rating (O. S U. NO)| 106, Enter Factor Rating (0. S. U. NO)
2080cS o0OeS eSS |a_e_c_o_€e_r_|a_®o_c_o_€_F_|a_8_c_o0__E__F__
Te Employes s inbals Bc Emgicyes s inmuads Gc  Empioyee s intals 10c Employes s lretals

H?m-a-sm;mo-h;!nadmﬁmdwvw 12 Empioyee’s Signature and Date (Does Not indicate Agreement)
nd)

Listed bDelow are The factors on whech you ame 10 evaluste the employee Next 10 each facior are examples of behaviors that would describe
performance at the SATISFACTORY level These are provided as reference points for evaluating performance. Periormance substantally above e
performance described at the SATISFACTORY level would be rated OUTSTANDING. while periormance substanitially below $he SATISFACTORY level
would be rated UNACCEPTABLE Please indicate your rating of OUTSTANDING, SATISFACTORY. or UNACCEPTABLE for each factor by entecng
the appropriate letiers (O. S. or U) in the boxes in Sems 7b through 100. If you have not observed how this Person performed on & given factor, or If the

Tacton is Ot relevant 10 the POston which you are rating, enter "NO™ (NOT OBSERVED) Popu|ated from the
O = OUTSTANDING S = SATISFACTORY U =UNACCEPTABLE NO = NOT OBSERVED New Hire’s HR
Populated from the Factor Examples of Satisfactory Perf Lavels Profile
Enter Ratings A. Work Quantity W WOrks at 3 SUMCIONt SPe0d 10 KESD UD With [N AMOunt Of work requred Dy the POston
8 Accompinhes tasks in an efcent and trmely mannes
Task W Makes procuctive Use of Bme When COmpleting ASEONMents

Makes few erors O matakes

Parionms work whch mests T Expectations of T DOSRon

WWOrks in & careful_siern. and CONSCRNGOUS MaNNe! 10 eNsure the SCCLMECY ANd compietensss of the work perormed
Compiotes work S3S:rments without UNVieCesSary SUDerasion

Takes responsbaity for completng hisher own work

Roports 1o work on trme.

Der ¥

Maintans postive workng relatonshps with others

Works harmonously with Others in Qetting the work done NOTE RCAS/ARCS Wl” be

COOpor310s wol with CO-wOrkers . SUPSNVIScrs. And OTers with whom he'she Comes nlo Contact

iy e e excluded from the scheduling and

Conascs Pereskhaceat £ & et scEroins 1o o SO $95 completion of automated PS Form

an e for the POston

& Osrmonstratvs 8 posiive approech towerd work. co-moriers. and eupervieors. 1750 evaluations at the 30, 60, and

® Demonstrates a wilngress 10 handie al assgnments
& Demonstrates fexibiity in moving from one task 10 another as needed

P G B s Doy - 80-Day reviews. They will continue
A v s to be evaluated using the same

- - il — process used today and their
T mmm— reviews will not be captured within
the HR Onboarding Pilot tool.

B. Work Quality

D. Work Relations

F. Personal Conduct

34 PS Form 1780, August 1994 1 - Forward to Designated Postal Official




Workflow - Day 30 Tasks

HR Onboarding: Jia Saloni

Conduct Review:
Through this task Supervisors confirm they e i g -~ Sl -
have conducted the 30-day probationary e doiog,
meeting with the New Hire.

HRT0004951 Conduct 30-Day Review

Conduct the 30-day review with your New Hire. Review the PS form 1750
(probationary form) and discuss the rating that have been provided against all
factors on job performance to-date. Obtain acknowledgement from the New
Hire orindicate a refusal to sign

Did this New Hire sign the 30-Day review?
Yes, this New Hire has signed the 30-Day review.

No, this New Hire refused to sign the 30-Day review.

NOTE: RCAs/ARCs will be excluded from the scheduling and completion
of automated PS Form 1750 evaluations at the 30, 60, and 80-Day reviews. A _

They will continue to be evaluated using the same process used today and = =
their reviews will not be captured within the HR Onboarding Pilot tool.
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Workflow - Day 30 Tasks

HR Onboarding: Jia Saloni

Schedule 60-Day Review:
Supervisors will use this task to schedule the g —— —— ——
date the 60-day evaluation for the New Hire. L I o

Schedule 60-day review

< Day30
tachments  Histor
HRT0004949 Schedule 60-Day Review
Schedule 60-Day Review
Schedule 60-day review . .
e *Enter Meeting Time:
=

*Duration (Enter time in Minutes):

*Location:

NOTE: RCAs/ARCs will be excluded from the scheduling and completion

of automated PS Form 1750 evaluations at the 30, 60, and 80-Day reviews.
They will continue to be evaluated using the same process used today and - :
their reviews will not be captured within the HR Onboarding Pilot tool. o
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Project Overview - USPS HR Onboarding Pilot Journey Map

DAY 1 (OF ORIENTATION) .
WEEK 2 NOTE: RCA/ARCs will end System Process at
I'm excited to finally take

part in a Shadow Day and the end of Week 2
On the Job training to learn
more about my job.

| accepted my offer
am looking forward
to receiving 2
information on nexf,

| was able to complete the “Welcome to
USPS” training without issue. The
Orientation team was very helpful and
well-coordinated.

60 DAY
I'm glad | had the opportunity
to improve since the previous 90 DAY
PRE-BOARDING V| review. My second review
| am eager to get started; The went exactly as | expected. Finally! My last review
® s went well, and | am a

Orientation Letter confirmed my
position, unit, and details of my
Orientation. The New Hire site
makes everything very
straightforward.

part of the team. The
whole process went
smoother than |
expected.

WEEK 1

~

There was lots to do this
week, Onboarding Forms,
Driver Training, and
additional
Orientation Training, but so
far everything is going very

NOTE: Shadow Days only apply to smoothly.
newly hired city and rural carriers. If
the Shadow Day is not applicable to a 30 DAY
80 DAY

newly hired employee, you do not My Supervisor has provided
need to complete the action in the HR
gnboarding Pilot System

me with very clear feedback,

and | was able to clarify my

guestions and expectations
without issue.

I'm glad | had the opportunity

to improve since the previous

review. My third review went
exactly as | expected.



Workflow - Day 60 Tasks

Enter ratings and generate form:

The Supervisor will enter their evaluation of the
New Hire’s performance in this task. Once the task
is completed, a PDF of the Form 1750 is generated
using the Supervisor’s input values. The generated
PDF can be found under the ‘Attachments’ tab on
the HR case page

< Day60 Enter ratings and generate 60-day review form
e RT0004954 erdue 18 ds;

Attachments History

HRT0004954 60 Day - 1750 Form

* Factor Rating: Work Quantity

Examples of Satisfactory Performance Levels:

Works at a sufficient speed to keep up with the amount of work required by the position.
Accomplishes tasks in an efficient and timely manner.
Makes productive use of time when completing assignments.

* Factor Rating: Work Quality
Examples of Satisfactory Performance Levels:
Makes few errors or mistakes.

Perfor

rk which meets the expectations of the position.

Works in a careful, alert, and conscientious manner to ensure the accuracy and completeness of the

NOTE: RCAs/ARCs will be excluded from the scheduling and completion sk pertemes
of automated PS Form 1750 evaluations at the 30, 60, and 80-Day reviews.
They will continue to be evaluated using the same process used today and
their reviews will not be captured within the HR Onboarding Pilot tool.

* Factor Rating: Dependability
Examples of Satisfactory Performance Levels:

Completes work assignments withaut unnecessary supervision.
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Workflow - Day 60 Tasks

39

Populated from the
Enter Ratings
Task

UNITED STATES Employee Evaluation and/or Probationary Report
POSTAL SERVICE , (See instructions on Reverse)
1. Emgioyee’'s Name (First. M. Last) 2 Empioyee Social Secunty Number
Jia Saloni 061359902
A Toe 4. Pay Locaton 5 Appontment Date [ g:-o:‘vmmy
Clty Carrier A55|stant 2 123 2021-05-07 |2021-08-05
Compiete 30-Day Report By Compiete 60-Day Report By Compiote 80-Day Report By 10a. Compiote Year End Report By
2021 -06-05 5031-07-05 5021-07-25 2022-05-06

a0e80cS 0O€eS ¢S |oS 80cS 00 eOfO|a_8_c_o__€__F A__B__C__D__E__F
T0c_Employee s inbais

Tc Empioyee s insan 8c Empioyes s intais Gc Empioyes s intals

H?oorvw:SW nd Date (End of Protatonary Perod or Year 12 Empioyee’s Signature and Date (Does Mot incicate Agreement)
nd)

[ ow are the factors on which you are 1o evakiate the employos Next 1o each facior are of = that would
mance at the SATISFACTORY level rm&wmnwmmmmmm Performance substantially above e
Aormance described at the SATISFACTORY level would be rated OUTSTANDING mance substantialy below the SATISFACTORY level
would be rated UNACCEPTASLE. Please indicate your rating of OUTSTANDING SAT"SFACTORV or UNACCEPTABLE for each factor by entering
e appropriate ketters (O. S. or U) in The boxes in Sems 75 Brough 105, If you have not observed how this Person perormed On & given factor. of if the
factor is not relevant 1o the position which you are rating, enter “NO™ (NOT OBSERVED)

O = OUTSTANDING S = SATISFACTORY U = UNACCEPTABLE NO = NOT OBSERVED

Factor Examp of S 1 y Perfor Levels

A. Work Quantity ® Works at a sufficent speed 1o keep up with the amount of work required by the position.
® Accompishes tasks in an officent and timely manner
8 Makes productive use of ime when completing assignments
B. Work Quality ® Makes fow orrors or mestakos
@ Performs work atuch Moeots the expectatons of the posfon
W Works in 3 caredul. alert. and CONSCHNTIOUS MaNNer 10 ENEUNe the SCCLIAcY SNd Completenass of the work performmed
C. Dependability B Compiotos wor AtsQrmonts withoutl LNNOCOS Sary SLpOrnson
B Takes responsbilily 1or COMEIetng Ms/Mer Own work
B Reports o work on time
® De e
D. Work Relations -mmmm relationships with others
B Works harmoniously with others in geting Ihe work Sone
® Cooperstes wel with CoO-wOrkers. SUDervisors. and ofhers with whom he/she comes into contact
E. Work Methods ® Handies equipment and/or work materals in an appropriate Manmer
® Consistontly cbserves proper safety rulos and practces
B Understands and follows oral and/or wiitlen instrnuctions
F. Personal Conduct 8 Conducts himsellhersel!l in & MaNNer SPPICEIIBe 10 e Work Settng
8 Maintains an appropriate appearance for the position
- D a posave 1OWArd work. CO-wOrkers. and SUPervIsons
® Demonstrates a wilingress 1o handie all assignments
® Demonstrates fexibity in moving from one task 10 another as needed
Have Expectations Been Joindy Dacussed?
[ Yes 0O Ne Inbals

(Supennsor) (Empicyee)

Would You Recommend Thes Person for Retention or Retere?
@ Yes O Ne Intials
(Supenvisor)

Pioase Explain or Provide Addional Commaents Below

PS Form 1750, August 1904 1 - Forward to Designated Postal Official

Populated from the
New Hire’s HR
Profile

NOTE: RCAs/ARCs will be
excluded from the scheduling and
completion of automated PS
Form 1750 evaluations at the 30,
60, and 80-Day reviews. They will
continue to be evaluated using
the same process used today and
their reviews will not be captured
within the HR Onboarding Pilot
tool.



Workflow - Day 60 Tasks

Conduct Review: HR Onboarding Jia Saon
Through this task Supervisors confirm they | _ ) o
have conducted the 60-day probationary D sosson B s _ JomA— - Jrordi
meeting with the New Hire.

Conduct 60-Day Review

Attachments  History C Ask a Question

CO 005 K I HRT0004953 Conduct 60-Day Review

Conduct the 60-day review with your New Hire. Review the PS form 1750
(probationary form) and discuss the rating that have been provided against all
factors on job performance to-date. Obtain acknowledgement from the New
Hire orindicate a refusal to sign

Did this New Hire sign the 60-Day review?

Yes, this New Hire has signed the 60-Day review.

NOTE: RCAs/ARCs will be excluded from the scheduling and completion e e
of automated PS Form 1750 evaluations at the 30, 60, and 80-Day reviews
They will continue to be evaluated using the same process used today and m_
their reviews will not be captured within the HR Onboarding Pilot tool.
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Workflow - Day 60 Tasks

HR Onboarding: Jia Saloni

Schedule 80-Day Review:
Supervisors will use this task to schedule the Yoo Yereatl D i
date the 80-day evaluation for the New Hire.

< Day60 Schedule 80-Day Review
! HRT0004! verdue 18 da;

ittachments  History

Schedule 80-Day Review

HRT0004936 Schedule 80-Day Review

Schedule 80-Day Review

*Enter Meeting Time:

*Duration (Enter time in Minutes):

Range: 15 - 120

*Location:

NOTE: RCAs/ARCs will be excluded from the scheduling and completion

of automated PS Form 1750 evaluations at the 30, 60, and 80-Day reviews. s | [
They will continue to be evaluated using the same process used today and
their reviews will not be captured within the HR Onboarding Pilot tool.
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Project Overview - USPS HR Onboarding Pilot Journey Map

| ted my offer DAY 1 (OF ORIENTATION) _
am looking forward WEEK 2 NOTE: RCA/ARCs will end System Process at
I'm excited to finally take

to receiving 2 | was able to complete the “Welcome to €
information on next, USPS” training without issue. The part in a Shadow Day and the end of Week 2
On the Job training to learn

steps. Orientation team was very helpful and

o n well-coordinated. more about my job.

60 DAY
I'm glad | had the opportunity
to improve since the previous
PRE-BOARDING V| review. My second review 90 DAY
| am eager to get started; The went exactly as | expected. Finally! My last review
Orientation Letter confirmed my ﬂ Q went well, and | am a
position, unit, and details of my X . part of the team. The
Orientation. The New Hire site whole process went
makes everything very smoother than |
straightforward. expected.
WEEK 1
There was lots to do this [ 4
week, Onboarding Forms, \
Driver Training, and <
additional
Orientation Training, but so
far everything is going very
NOTE: Shadow Days only apply to smoothly.
newly hired city and rural carriers. If
the Shadow Day is not applicable to a 30 DAY .
newly hired employee, you do not My Supervisor has provided 80 DAY
. . me with very clear feedback, I'm glad | had the opportunity
need to complete the action in the HR  and | was ablde to c|a{.f¥_ my to improve since the previous
; ; guestions and expectations review. My third review went
gn boarding Pilot System without issue. exactly as | expected.




Workflow - Day 80 Tasks

Enter ratings and generate form:
The Supervisor will enter their evaluation of the
New Hire’s performance in this task. Once the task
is completed, a PDF of the Form 1750 is generated
using the Supervisor’s input values. The generated
PDF can be found under the ‘Attachments’ tab on —
the HR case page.

Enter ratings and generate 80-day review form

HRT0004971 80 Day - 1750 Form

*Factor Rating A: Work Quantity
Examples of Satisfactory Performance Levels:

Choose

Examples of Satisfactory Performance Levels:

expectations of the position.

NOTE: RCAs/ARCs will be excluded from the scheduling and completion ks e g gt i
of automated PS Form 1750 evaluations at the 30, 60, and 80-Day reviews
They will continue to be evaluated using the same process used today and
their reviews will not be captured within the HR Onboarding Pilot tool. HENE eI

Examples of Satisfactory Performance Levels:

Completes work assignments without unnecessary supénvision.
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Workflow - Day 80 Tasks
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Populated from the
Enter Ratings
Task

UNITED STATES Employee Evaluation and/or Probationary Report
e (S22 Ingtructions on Reoverse)

1. Empioyee’s Name (First. Ali, Last) 2. Employee Social Secunty Number

Jia Saloni 061359902

3 Toe 4 Pay Locason |5 Appontment Date 6 Date Probasonary

City Carrier Assistant 2 123 2021-05-07 [2021-08-05
Regort By Report By Sa Compiete 80-Day Report By 10a. Complete Year End Report By
2021-07-25 2022-05-06

7a Compiete 30-Day 8a Complete 60-Day
2021-06-05 2021-07-05

A0D80cS 0O0eS ¢S |o5 60cS 00eOrO|a0eO0cO0S eOrO|a_8_c_o__e__r__

Tc Employee s inmais 8c Empioyes s intais . Empioyes's intais 10c Empioyee s irtais

‘l?ﬂ“wtsm-moﬂﬁlllﬂd“w} - or Year 12 Empioyee s Sgnature and Date (Does Not incicate Agreement)
nd)

Listed below are Tw fach afech you sre 10 evaluste the empioyee. Nexl 10 each facior are exampies of behaviors that would describe

performance at the ~ ~CTORY lovel. These are provided as reference points for ew g per y above the

performance < - ot the SATISFACTORY level would be rated OUTSTANDING. whie performance substantially below The SATISFACTORY level

would > LAACCEPTABLE Please ndicate your rating of OUTSTANDING, SATISFACTORY, or UNACCEPTABLE for each factor bry entering

- _-ate lottors (O, S, or U) in the boxes in Berms 7b through 10b. if you have not observed how this person performed on a given factor. or if the
5 POt relevant 10 the DOSTON which you are fating. enter "NO™ (NOT OBSERVED)

O = OUTSTANDING S = SATISFACTORY U = UNACCEPTABLE NO = NOT OBSERVED

Factor E les of S
A. Work Quantity W Works at a sufficent speed 10 keep UP With the amount of work requred by the postion
@ Accompinhes tasks in an efficent and tmely manner
B Makes productve ute of Bme when Completng assgrments
@ Makes few errors or mastakes
W Performs work which meets the expectations of the posfon
W Works i 8 careful_ skt and CONSCINNEIOUS Marme? 10 eNsure the ScCLracy and compieteness of the work perorrmed
B Compietes work assigriments withoul UNNECESSAry SUPErNISon
B Takes responsibsdty for compietng his/her own work
= Reports to work on time.
® Demonstrates satsfactory atendence
D. Work Relations B Maintains postve working relatonshios with others.
@ Works harmoniously with others in getting the work done.
B Cooperates well with CO-wOrkers. SUPSrVIsons. nd CErs with whom he'she Comes Into contact.
E. Work Methods B HaNGes 6qUEMBNt AnNcOr work MAtenals I AN ApEOCNAS MArmS!
W Consistently cheenes proper safely nies and practces
® Understands and follows oral and/or written instructons
F. Personal Conduct @ Conducts himsellhersell n a manner appropriate 10 the work settng
& Maintains an appropriate appearance for the positon
B Demonsirates & posiive Spprosch 1oward work Co-workers. 8nd Supervisors
® Demonstrates a wilingness 1o handie all assignments
= Domonstrates Sexibiity in moving from one task 1o another as noeded
Have Expectations Been Joingty Dascussed”?
@ Yes ONe Intals

1 y Pert Levels

B. Work Quality

C. Dependability

( Scpervison) (Empioyee)
Would You Recommend This Person for Retention of Rehire?
® Yes 0 ne irtads
(Supsnvisor)

Piease Explan or Provide Additional Comments Below

PS Form 1750, August 1904 1 - Forward to Designated Postal Official

Populated from the
New Hire’s HR
Profile

NOTE: RCAs/ARCs will be
excluded from the scheduling and
completion of automated PS Form
1750 evaluations at the 30, 60,
and 80-Day reviews. They will
continue to be evaluated using the
same process used today and
their reviews will not be captured
within the HR Onboarding Pilot
tool.



Workflow - Day 80 Tasks

Conduct Review:
Through this task Supervisors confirm they
have conducted the 80-day probationary
meeting with the New Hire.

NOTE: RCAs/ARCs will be excluded from the scheduling and completion
of automated PS Form 1750 evaluations at the 30, 60, and 80-Day reviews.
They will continue to be evaluated using the same process used today and
their reviews will not be captured within the HR Onboarding Pilot tool.
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HR Onboarding: Jia Saloni

Conduct 80-Day Review

Attachments History

HRT0004932 Conduct 80-Day Review

Conduct 80-Day Review

Hire or indicate a refusal to sign

Did this New Hire sign the 80-Day review?
Yes, this New Hire has signed the 80-Day review

No, this New Hire refused to sign the 80-Day review.

Conduct the 80-day review with your New Hire. Review the PS form 1750
(probationary form) and discuss the rating that have been provided against all
factors on job performance to-date. Obtain acknowledgement from the New




Module 4

Initiating Separation



Closing a ServiceNow HR Onboarding Case

HR Onboarding: Gerardo Li

Close Onboarding Case

Send Email

New Hire Supervisor HRRep

6L 58 SHR = .
Gerardo Li SC Supervisor SC HR Representative Reassign Supervisor

Effective Date
2021-10-19

Employment Type Position

Non-Career Employee M Reassign Training Lead

Reassign HR Representative

Close Case

Only proceed with taking the actionif:

1. You want to stop the New Hire's Onboarding or the probationary period for this New Hire has
ended.

2. You want to close the Onboarding case.

If you are closing this case due to separation...

This will not initiate a Separation request, follow the appropriate process outside this system to
ensure the New Hire is removed from Rolls. Instructions for processing separations can be found
at https://blue.usps.gov/hr/hrssc-info/separations/

Reason for Closing Case:

Voluntary Separation - New Hire Initiated

Additional Notes

Closure Reason:

When closing a case, the user
must identify a reason. Provide
additional high-level notes if
“Other” is selected (example
“Duplicate record”).

Last day worked: 7/30/2021

I confirm that a separation request has been initiated outside this system per the USPS
guidelines, these details look correct and this onboarding case will be closed.
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Auto-Close:

ServiceNow HR Onboarding
cases for non-ARC/RCAs will
close automatically at the end
of the New Hire’s probationary
period.

Manual Closure:

1) ServiceNow HR cases for
ARC/RCAs must be closed
manually after training is
complete.

2) ServiceNow HR cases for
any New Hire must be
closed manually in the
event of a separation from
USPS.



Module 5

Communication



Communication - Sending an Email

HR Pilot users can send an -
. . HR Onboarding: Gerardo Li
email to other HR Pilot users,

through the case*.The email will

Close Onboarding Case

Send Email
New Hire Supervisor HR Rep

be traCked |n the case nOteS & GerardoLi = SC Supervisor ) SC HR Representative Reassign Supervisor
Reassign HR Representative
Effective Date Employment Type

Reassign Training Lead

2021-10-19 Non-Career Employee

Compose Email | ServiceNow - Goegle Chrome

Tasks/To-Dos Activit

@ quspsonboarding.servicenowservices.com/email_client.do?sysparm_table=sn_hr_le_case@sysparm_sys_id=6a9a14301ba57010e24cc915624bcbd9

Compose Email Quick Messages | — Select to Insert - v ,ﬁm

Timeline

Reply to
upcoming to-dos

Pre-Boardin g SC Training Lead; Add Recipient

SC supenvisor; Add Recipient

Day 1 Add Recipient

Subject HRC0001309 - HR Onboarding: Doing Great!
Week 1 Attachments
Week 2

L) Verdana - ot - B A-HE- & L BB O

v i= v 82
: i= '3

1just wanted to let you know that they have been doing a fantastic job! A+ hirel]

*NOTE: This feature should ONLY be used to communicate with other HR Pilot Users (Supervisors, Trainers,
49 HR Representatives). This feature should NOT be used to communicate with the New Hires
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Communication — Updating ServiceNow

Case Notes

HR Pilot users can add notes

to a case using the activity tab.

For example, a Trainer and
Supervisor might use these
notes to coordinate on
rescheduling training.

HR Onboarding

Home 2 MyRequest

Number

HRC0001309

Created Updated  State

9dago 18hago Ready

HR Onboarding: Gerardo Li Actions »
New Hire = Supervisor HR Rep Training Rep
Gerardo Li SC Supervisor SC HR Representative ® SCTraining Lead
Effective Date Employment Type Position Location
2021-10-19 Non-Career Employee MAIL HANDLER ASSISTANT 29037-CHAPPELLS-1357657
Tasks/To-Dos Activity Attachments
‘ | f ‘ Post &

SC Training Lead

o Messages posted on the activity tab will be saved to the case notes and can be seen by all user types!

@_\ustno.‘. . Additional comments

NOTE: These notes will not be emailed to user. They will only be kept in the activity tab ServiceNow HR Onboarding.




Communication — Notes on System Generated Emails

Automated/System Generated Emails

- Pre-defined, system generated emails will be sent to the HR Onboarding Pilot users throughout the
Onboarding Process.
« Emails to the New Hire will be sent to their personal email address.
- Emails will not be sent to the New Hire on or after their effective date.

- Users can validate that these emails have been sent out via the Activity tab of the case.

- System generated emails will not be sent when a task is assigned:
« New Hires will receive* emails for certain orientations and trainings
* Reminder emails will be sent to Supervisors when it is time to schedule certain meetings
« Emails will be sent for tasks that have not been completed within two days of its due date

*NOTE: If the task is completed prior to the New Hire’s effective date, a system generated email containing the relevant information will
be sent. However, if the task is completed past the New Hire’s effective date, no system generated email will be sent to the New Hire
and it will be the responsibility of the Supervisor, Trainer, or HR Representative to communicate the relevant information to the New
Hire outside the HR Onboarding Pilot system. Users should not send any email to the New Hire from the system after the New Hire’s
effective date.
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Module 6

Reassignment



Reassigning a Case

HR Pilot users can reassign a
set of tasks of a case to a new
user

Tasks are assigned to one of
three types of users:

1) Supervisors
2) HR Representatives
3) Training Leads

53

HR Onboarding: Gerardo Li

New Hire

Gerardo Li

Effective Date

2021-10-19

Tasks/To-Dos Activity

Timeline

Pre-Boarding

Day 1

Week 1

Week 2

Day 30

Day 60

Day 80

Supervisor
SC Supervisor

Employment Type

Non-Career Employee

Select User to Reassign

Select User:

’

Close Onboarding Case

Seod bmail

% HR Rep Training Rep
SC HR Representative i

Reassign Supervisor

Reassign HR Representative
Position

MAIL HANDLERA

Reassign Training Lead

upcoming to-dos

I[ NH HR Representative




Module 7
Submitting a Support Request



Submitting a Support Request

To-dos 496 Requests = Support Requests BS w

e Submit a Support Request

The following information is My Support Requests

required to create a support

request: HR Portal IT Support Request
1) D|str|ct Ask a question about the HR portal @ _
2) Suppor‘t Type * Select District
3) Opened For S
4) Short Description ouppertvee

Supervisor

5) Description @
* Opened for
©  BrockSizer ®

* Short Description

HR Pilot users can submit a
support request

Can't see New Hire - John Doe

* Description

When searching for my New Hire via the My Requests page, my New Hire, John Doe, does not appear in the list.

& Add attachments
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Lab / Activities

Lab/ Tobic Covered Est. Time
Activity # P (min)

1. Portal (Homepage widgets, My Requests Page, My To-Dos Page, My Team Page, Helpful Links) 10
2 Dashboard (Navigating to Dashboard, Dashboard tabs, Dashboard filters) 5
3 Reporting (Running/Creating) ad-hoc reports 5
4. Pre-Boarding Tasks Scheduling Report to Duty Station, Supervisor Checklist 10
5 Day 1 Tasks (Scheduling Shadow Day) 5

Week 1 Tasks (Schedule Initial Meeting with Supervisor, Prepare for Shadow Day with New Hire, Enter New Hire time into TACS

& (Week1), Welcome New Hire to the Unit/Duty Station, Prepare for New Hire's First Day in the Unit/Duty Station) 19
7. Week 2 Tasks (Schedule 30-Day Review, Conduct Initial Meeting With Supervisor, Enter New Hire Time into TACS (Week 2)) 10
8. Day 30 Tasks (Form 1750, Scheduling Day 60 Review) 10
9. Day 60 Tasks (Form 1750, Scheduling Day 80 Review) 10
10. Day 80 Tasks (Form 1750) 5
11. Cancelling a case 5
12. Communications (Creating quick messages & using them from Actions Ul) 10
13. Reassignment 5
14. Submitting a Support Request 5
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Lab 1 — Onboarding Portal

1. Navigate to the HR Onboarding Portal (https://quspsonboarding.servicenowservices.com/onboarding)

2. Click through the different widgets on the homepage to familiarize yourself with the portal

1.
2.

3.

Search for New Hires through the search bar on the homepage

Click into My Requests and My To-Dos to familiarize yourself with the layout of the tasks/activities assigned to the logged in
user

Click into My Teams to better understand the your team structure

NOTE: Direct reports and managers may not be visible to all users as the data is not available in the HR Onboarding Pilot
system

Click into Helpful Links to view resources available to aid in the Onboarding process



Lab 2 - Dashboard

1. Navigate to the HR Onboarding Portal (https://quspsonboarding.servicenowservices.com/onboarding) and
click ‘View All Reports’ under ‘My Overview’ to navigate to the HR Onboarding Dashboard

2. Click the Active HR Cases tab and familiarize yourself with the displayed reports:
Active Cases Count (Number)

Cases by HR Service

HR Service Table

HR Onboarding Cases by Activity Set

RCA/ARC Cases by Activity Set

All Active Cases

NOTE: Try changing the filter conditions to see how the reports are updated based on defined criteria
3. Click the Active To Dos tab and familiarize yourself with the displayed reports:

1. Active To-Dos Count (Number)

2. Active To-Dos

NOTE: Try changing the filter conditions to see how the reports are updated based on defined criteria

Nooakwbh-=
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Lab 3 - Reporting

1. Navigate to the HR Onboarding Portal (https://quspsonboarding.servicenowservices.com/onboarding) and
click ‘View All Reports’ under ‘My Overview’ to navigate to the backend view of the HR Onboarding Pilot
system

2. Type ‘Reporting’ in the filter navigator to navigate to HR Dashboard & Reports > Reports

3. Click through the different tabs to familiarize yourself with the different reports available for you to view in
the HR Onboarding Pilot system

1.
2.
3.
4.

My Reports: Reports created by the logged in user

Group: Reports shared with the logged in user via group or user
Global: Reports that are shared as global

All: All reports accessible by the logged in user

4. Create a new report using the ‘Create a Report’ button

1.

2.
3.
4.

Data: Populate a name for the report, select ‘Table’ for data source, and select ‘HR Lifecycle Event Cases’ OR ‘HR Tasks’ to generate a report for the
HR Onboarding Pilot data

Type: Select a type of report you would like to use to display the data (e.g. Pie Chart, Bar Graph, etc.)

Configure: Select how you would like to group the data.

Style: Update the color palette, size, and format

Click ‘Run’ to generate the report. Make changes as needed and click ‘Save’ to save the report.

Click ‘Share’ to share the report with a specific group or user



Lab 4 - Pre-Boarding Tasks

1. Navigate to the HR Onboarding Portal (https://quspsonboarding.servicenowservices.com/onboarding) and
click ‘My Requests’ to view a list of all open HR Onboarding Requests

2. Select a request that is not closed or cancelled. Once the request is displayed, click the ‘Pre-Boarding’ link
under the timeline to view all tasks. Select ‘Assigned to Me’ under the drop-down in the center of the page.
The following tasks will be displayed:

1. Enter Report to Unit/Duty Station Details
2. Contact New Hire regarding job requirements

3. Click ‘Enter Report to Unit/Duty Station Details’ task
1. Populate the mandatory fields (indicated by a red *)
2. Click ‘Submit’
3. Click ‘Pre-boarding’

4. Click ‘Contact New Hire regarding job requirements’ task
1. Familiarize yourself with the displayed information
2. Click ‘Complete’
3. Click ‘Pre-boarding’

5. Select ‘Assigned to Me’ under the drop-down in the center of the page. No tasks should be displayed
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Lab 5 - Day 1 Tasks

1. Navigate to the HR Onboarding Portal (https://quspsonboarding.servicenowservices.com/onboarding) and
click ‘My Requests’ to view a list of all open HR Onboarding Requests

2. Select a request that is not closed or cancelled. Once the request is displayed, click the ‘Day 1’ link under
the timeline to view all tasks. Select ‘Assigned to Me’ under the drop-down in the center of the page. The
following tasks will be displayed:

1. Schedule Shadow Day with New Hire

3. Click ‘Schedule Shadow Day with New Hire’ task
1. Populate the mandatory fields (indicated by a red *)
2. Click ‘Submit’
3. Click ‘Day 1’

4. Select ‘Assigned to Me’ under the drop-down in the center of the page. No tasks should be displayed
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Lab 6 - Week 1 Tasks

1. Navigate to the HR Onboarding Portal (https://quspsonboarding.servicenowservices.com/onboarding) and
click ‘My Requests’ to view a list of all open HR Onboarding Requests

2. Select a request that is not closed or cancelled. Once the request is displayed, click the ‘Week 1’ link under
the timeline to view all tasks. Select ‘Assigned to Me’ under the drop-down in the center of the page. The
following tasks will be displayed:

1.
2.
3.
4.
5.

Schedule Initial Meeting with Supervisor

Prepare for Shadow Day with New Hire

Enter New Hire time into TACS (Week1)

Welcome New Hire to the Unit/Duty Station

Prepare for New Hire's First Day in the Unit/Duty Station

3. Click ‘Prepare for Shadow Day with New Hire’ task

1.

2.
3.

Download the Supervisor Checklist by clicking the second button from the left in the menu (square with downward pointing
arrow)

Click 'Accept and Complete' button

Click ‘Week 1’

4. Click ‘Enter New Hire time into TACS (Week1)’ task

1.
2.
3.

Familiarize yourself with the displayed information
Click ‘Complete’
Click ‘Week 1’



Lab 6 - Week 1 Tasks

5. Click ‘Welcome New Hire to the Unit/Duty Station’ task
1. Download the Welcome New Hire to the Unit/Duty Station Checklist by clicking the second button from the left in the menu
(square with downward pointing arrow)
2. Click 'Accept and Complete' button
3. Click ‘Week 1’

6. Click ‘Prepare for New Hire's First Day in the Unit/Duty Station’ task
1. Download the Preparing for the first day Checklist by clicking the second button from the left in the menu (square with
downward pointing arrow)
2. Click 'Accept and Complete' button
3. Click ‘Week 1’

7. Select ‘Assigned to Me’ under the drop-down in the center of the page. No tasks should be displayed
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Lab 7 - Week 2 Tasks

1. Navigate to the HR Onboarding Portal (https://quspsonboarding.servicenowservices.com/onboarding) and
click ‘My Requests’ to view a list of all open HR Onboarding Requests

2. Select a request that is not closed or cancelled. Once the request is displayed, click the ‘Week 2’ link under
the timeline to view all tasks. Select ‘Assigned to Me’ under the drop-down in the center of the page. The
following tasks will be displayed:

1. Schedule 30-Day Review
2. Conduct Initial Meeting With Supervisor
3. Enter New Hire Time into TACS (Week 2)

3. Click ‘Enter New Hire time into TACS (Week 2)’ task

1. Familiarize yourself with the displayed information
2. Click ‘Complete’
3. Click ‘Week 2’

4. Click ‘Conduct Initial Meeting with Supervisor’ task
1. Select the Certification Statement
2. Click 'Submit'
3. Click ‘Week 2’

5. Click ‘Schedule 30 Day Review’ task
1. Populate the mandatory fields (indicated by a red *)
2. Click ‘Submit’
3. Click ‘Week 2’

6. Select ‘Assigned to Me’ under the drop-down in the center of the page. No tasks should be displayed
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Lab 8 - Day 30 Tasks

65

Navigate to the HR Onboarding Portal (https://quspsonboarding.servicenowservices.com/onboarding) and
click ‘My Requests’ to view a list of all open HR Onboarding Requests

Select a request that is not closed or cancelled. Once the request is displayed, click the ‘Day 30’ link under
the timeline to view all tasks. Select ‘Assigned to Me’ under the drop-down in the center of the page. The
following tasks will be displayed:

1. Enter ratings and generate review form

2. Conduct 30-Day Review

3. Schedule 60-Day Review

Click ‘Enter ratings and generate review form’ task
1. Populate the mandatory fields (indicated by a red *)
2. Click ‘Submit’
3. Click ‘Day 30’
4. Click ‘Activity’ to view the generated form 1750
Click ‘Conduct 30-Day Review’ task
1. Select the Certification Statement and confirm whether or not the new hire signed the review

2. Click ‘Submit’
3. Click ‘Day 30’

Click ‘Schedule 60 Day Review’ task
1. Populate the mandatory fields (indicated by a red *)
2. Click ‘Submit’
3. Click ‘Day 30’

Select ‘Assigned to Me’ under the drop-down in the center of the page. No tasks should be displayed




Lab 9 - Day 60 Tasks

1. Navigate to the HR Onboarding Portal (https://quspsonboarding.servicenowservices.com/onboarding) and
click ‘My Requests’ to view a list of all open HR Onboarding Requests

2. Select a request that is not closed or cancelled. Once the request is displayed, click the ‘Day 60’ link under
the timeline to view all tasks. Select ‘Assigned to Me’ under the drop-down in the center of the page. The
following tasks will be displayed:

1. Enter ratings and generate review form
2. Conduct 60-Day Review
3. Schedule 80-Day Review

3. Click ‘Enter ratings and generate review form’ task
1. Populate the mandatory fields (indicated by a red *)
2. Click ‘Submit’
3. Click ‘Day 60’
4. Click ‘Activity’ to view the generated form 1750
4. Click ‘Conduct 60-Day Review’ task
1. Select the Certification Statement and confirm whether or not the new hire signed the review
2. Click ‘Submit’
3. Click ‘Day 60’
5. Click ‘Schedule 80 Day Review’ task
1. Populate the mandatory fields (indicated by a red *)

2. Click ‘Submit’
3. Click ‘Day 60’

6. Select ‘Assigned to Me’ under the drop-down in the center of the page. No tasks should be displayed
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Lab 10 - Day 80 Tasks

1. Navigate to the HR Onboarding Portal (https://quspsonboarding.servicenowservices.com/onboarding) and
click ‘My Requests’ to view a list of all open HR Onboarding Requests

2. Select a request that is not closed or cancelled. Once the request is displayed, click the ‘Day 60’ link under
the timeline to view all tasks. Select ‘Assigned to Me’ under the drop-down in the center of the page. The
following tasks will be displayed:

1. Enter ratings and generate review form
2. Conduct 80-Day Review

3. Click ‘Enter ratings and generate review form’ task
1. Populate the mandatory fields (indicated by a red *)
2. Click ‘Submit’
3. Click ‘Day 80’
4. Click ‘Activity’ to view the generated form 1750

4. Click ‘Conduct 80-Day Review’ task
1. Select the Certification Statement and confirm whether or not the new hire signed the review
2. Click ‘Submit’
3. Click ‘Day 80’

5. Select ‘Assigned to Me’ under the drop-down in the center of the page. No tasks should be displayed
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Lab 11 - Initiating Separation

1. Navigate to the HR Onboarding Portal (https://quspsonboarding.servicenowservices.com/onboarding) and
click ‘My Requests’ to view a list of all open HR Onboarding Requests

2. Select a request that is not closed or cancelled.

3. Click the ‘Actions’ button on the HR case view. The drop-down is expanded and the following values are
displayed:
1. Send Email
2. Close Onboarding Case
3. Reassign Supervisor
4. Reassign HR Representative
5. Reassign Training Lead

4. Click ‘Close Onboarding Case’
1. Populate the mandatory fields (indicated by red *)
2. For Reason of Cancellation, select ‘Voluntary Separation - New Hire Initiated’ OR ‘Involuntary Separation -
Employer Initiated’
3. Read the confirmation statement and check the checkbox
4. Click ‘Close Case’

5. Click 'Activity' tab near middle of page to confirm an entry was added to indicate Case Closure email was
sent to the HR Rep
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Lab 12 - Communication

1. Navigate to the HR Onboarding Portal (https://quspsonboarding.servicenowservices.com/onboarding) and
click ‘View All Reports’ under ‘My Overview’ to navigate to the HR Onboarding Dashboard

2. Type ‘Quick Messages’ in the filter navigator
1. Select Email Client > Quick Messages
2. Click ‘New’
3. Populate the mandatory fields, make sure the 'active' field is checked and the table field is populated with 'HR
Lifecycle Events Case', and click 'Submit'

3. Navigate to the HR Onboarding Portal (https://quspsonboarding.servicenowservices.com/onboarding) and
click ‘My Requests’ to view a list of all open HR Onboarding Requests

4. Select a request that is not closed or cancelled.
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Lab 12 - Communication

5. Click the ‘Actions’ button on the HR case view. The drop-down is expanded and the following values are
displayed:
1. Send Email
2. Close Onboarding Case
3. Reassign Supervisor
4. Reassign HR Representative
5. Reassign Training Lead

6. Click ‘Send Email’
1. Click the Quick Messages drop-down on top right
2. Populate the ‘To’ field and click ‘Send’

7. Click 'Activity' tab near middle of page to confirm an entry was added to indicate the email was sent
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Lab 13 - Reassignment

1. Navigate to the HR Onboarding Portal (https://quspsonboarding.servicenowservices.com/onboarding) and
click ‘My Requests’ to view a list of all open HR Onboarding Requests

2. Select a request that is not closed or cancelled.

3. Click the ‘Actions’ button on the HR case view. The drop-down is expanded and the following values are
displayed:
1. Send Email
2. Close Onboarding Case
3. Reassign Supervisor
4. Reassign HR Representative
5. Reassign Training Lead

4. Click ‘Reassign Supervisor’
1. Select a user to reassign as Supervisor on the case
2. Click ‘Save’
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Lab 14 - Submitting a Support Request

1. Navigate to the HR Onboarding Portal (https://quspsonboarding.servicenowservices.com/onboarding) and
click ‘My Support Requests’ on the top right

2. Select a ‘Submit a Support Request’
3. Populate the mandatory fields (indicated by the red *) and click ‘Submit’
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HR Onboarding Pilot

Trainer



Expectations: Before We Begin

= Be engaged.

= Ask questions in the
chat.

= Please mute your

phones/microphones.

= Please do NOT place us
on hold/multitask.

= This is your training!




Objective & Goals

By the end of the training session, participants will:
v Understand the role of the Trainer as it pertains to the HR Onboarding Pilot

v Be familiar with the following:
v How to access and navigate the different widgets on the HR Onboarding Pilot Training Portal
v How to create, schedule, and mark attendance for training sessions through individual cases and through bulk updates from the
training widget
v" How to access and monitor the HR Onboarding Dashboard
How to access and report on a list of ALL Onboarding cases
How to access and take action on tasks assigned to the Trainer in the Onboarding Lifecycle Event (e.g. schedule and mark
attendance for trainings)
How to initiate reassignment of the HR Lead associated to an Onboarding case
How to monitor communications (e.g. work notes and emailss) associated to HR Onboarding cases
How to communicate with new hire, Supervisor, and HR Leads from the system via direct messages (emails)
How to communicate with HR Lead, Supervisor, and other Trainers through work notes and comment on the HR case
How to create and access quick messages

ANERN

ANRNENENEN



Course Modules

Topic Covered Est. Time
(min)

Portal (Homepage widgets, My Requests Page, My To-Dos Page, My Team Page, Helpful

e Links, Training Widget) 10
2. Dashboard & Reporting (Navigating to Dashboard, Dashboard tabs, Dashboard filters) 5
Workflow
3 3.1 Pre-Boarding 15
3.2 Week 1 Tasks
3.3 Week 2 Tasks
4. Closing a ServiceNow HR Onboarding cases 5
5. Communications (Creating quick messages & using them from Actions Ul) 10
6. Reassignment 5
7. Submitting a Support Request 5
8. Labs/Activities 65



Project Overview - HR Onboarding Pilot

Project Overview

The HR Onboarding Pilot’s goal is to create standardized, repeatable, and automated workflows and processes for onboarding
procedures and probationary activities for two pilot districts (Maine-New Hampshire-Vermont and South Carolina) for non-
career and bargaining positions. It will support automated, electronic means for action and milestone tracking while increasing
visibility for the managers and HR professionals tasked with delivering the appropriate communications, training, and

performance feedback for new hires.

Timeline

SEP ocCT NOV DEC

Pilot Training (9/7-16) ==

Pilot (9/17 - 12/31) e —
Analyze Results and Feedback |



Project Overview - HR Onboarding Pilot

WEEK 2

I'm excited to finally take

PAY T(OF ORIENTATION) NOTE: RCA/ARCs will end System Process at

| accepted my offer

am looking forward
to receiving . I was able to complete the “Welcome to ;
information on nex USPS” training without issue. The partin a Shadow Day and the end of Week 2
Orientation t helnful and On the Job training to learn
rientation team was very helpful an more about my job.

steps.

o n well-coordinated.

60 DAY
I'm glad | had the opportunity
to improve since the previous
PRE-BOARDING ™ review. My second review 90 DAY
| am eager to get started; The went exactly as | expected. Finally! My last review
Orientation Letter confirmed my ﬂ 9 went well, and | am a
position, unit, and details of my 1 part of the team. The
Orientation. The New Hire site whole process went
makes everything very smoother than |
straightforward. expected.
WEEK 1
There was lots to do this &
week, Onboarding Forms, \
Driver Training, and =
additional
Orientation Training, but so
far everything is going very
NOTE: Shadow Days only apply to  smoothly.
newly hired city and rural carriers. If
. . 30 DAY
the Shadow Day is not applicable to a _ _
: My Supervisor has provided 30 DAY
newly hired employee, you do not me with very clear feedback,
I'm glad | had the opportunity

. . dl ble to clari
need to complete the action in the HR  fiecions and oxpestaions

C%nboarding Pilot System without issue.

to improve since the previous
review. My third review went
exactly as | expected.



HR Representative Roles & Responsibilities

SCHEDULE AND MAINTAIN TRAINING
SESSIONS

ORIENTATION AND TRAINING OF NEW COORDINATING WITH HRSSC, HR
HIRES REPRESENTATIVES, AND SUPERVISORS
TO TRACK ONBOARDING PROGRESS



Module 1

HR Onboarding Portal



Portal - URL and Access

 Environment URL and Access:
* Onboarding Portal

 CAT URL: https://quspsonboarding.servicenowservices.com/onboarding

» PROD URL: https://uspsonboarding.servicenowservices.com/onboarding
* Training Portal

» CAT URL: https://quspsonboarding.servicenowservices.com/training

 PROD URL: https://uspsonboarding.servicenowservices.com/training

« All HR Pilot users will have access prior to go-live. However, if users need access to the system

after go-live, they can request access following these steps:
* Torequest access, email the HR coordinators. HR Coordinators will submit a Support Request in the HR Onboarding
Pilot system. The HR Onboarding Pilot Tier 2 team will grant access and notify the HR coordinators. HR Coordinators will
notify the users.



Training Widget — Scheduling a Session

The HR Onboarding “Training Widget” provides a convenient method for Trainers to create,
schedule, and mark attendance for orientation and training sessions in bulk

Schedule a Training Session: Add Attendees:
«  Trainers can use this functionality to - Trainers can add attendees while they are
; . ; creating the training as well as at a later
schedule/create various training sessions . g g
time
Schedule a Training Session Attendees X
Training Session
@ Training Details
Search bar can be used to look for new hires by name, position, cccupation code, designation/activity code, location, effective date, or HR Rep.
New Training Session
New Training Session | Add Selected
* Date/Time * Location Occupation Designation/ Effective
= Name Position p Activity Location HR Rep
ode Date
Code
*Yeaining Type PSE SALES & 33054-ROVAL .
) TomsofAnna SVCS/DISTRIBUTION 2395-0017 120 PALM- ‘?21'04’ SCHR
A 01 Representative
" ASSOCIATE 1449534
Training Facilitator
30320 - .
O TomsotAnna 2325-07XX 120 PEACHTREE- 202104 SHHR .
i epresentative
*Course Title 1352485
o 29020~ .
_ Barbara Na City Carrier Assistant 3310-0045 - CAMDEN- f?Zl 04 SCHR )
* Course Description 1 . 25 Representative
1356735
; I 29009- I
8 Sahadat City Carrier Assistant 2310-0045 s1e BETHUNE- f?n 04 SCHR )
Campbell 1 e 25 Representative
1354843
m ~  Prinda Edwards City Carrier Assistant s15 Ei?\ngN 2021-04- SCHR .
I 1 o 25 Reprasentative
1356735
A . PAMSmhacleven  MAILHANDLER - s 299;?425 202104  SCHR
TwentyFour ASSISTANT oS - 4\ : 25 Representative

10



Training Widget - Managing Sessions & Attendance

The HR Onboarding “Training Widget” provides a convenient method for Trainers to create,
schedule, and mark attendance for orientation and training sessions in bulk

Edit Session Details: Mark Attendance:

* Trainers can change details of the session - Trainers can add or remove attendees as well
(e.g., in case of rescheduling a training) as mark their attendance (including hours)

Attendees
= City Carrier Academy @
Mick Perez 04101-ME-NH-VT-1434607 Effective 2021-05-30 "
Training
Course Tle Location Lisa Samuel 03033-BROOKLINE- Effective 2021-05-22 A
urse Tt - ! City Carrier Assistant 1 1356020
City Carrier Academy @ 03034-CANDIA-1356848 x _ e
Tyra Banks 03042-EPPING-1362675 Effective 2021-06-05 -
RURAL CARR ASSOC/SRY
Training Type Date/Time REG RTE
@  City Carrier Academy X v 2021-08-03 05:00:09 E Twyla Cordova 51006-BATTLE CREEK- Effective 2021-05-31 <
PSESALES & 1354205
SVCS/DISTRIBUTION
Facilitator Training Hours ASSOCIATE
®  BrockSizer * Hsialin Allen 20045-ELGIN-1362260 Effective 2021-04-28 .
ASSISTANT RURAL
Related Lists SARRER BRR)
"“’“dme Jiasaloni 03049-HOLLIS-1367208 Effective 2021-05-07 -
City Carrier Assistant 2
Save (Ctrl +5) Edit Attendees Log Attendance and Close Training

11



Portal

Onboarding Portal Training Portal
Supervisors will access the Pilot through the Trainers and HR Representatives will access the
Onboarding Portal Pilot through the Training Portal

Welcome, NH Welcome, Brock
You'll find what you need right here. “Viusl Firv what yoss nesesd Fight esrs:

My District Overview My District Overview
¢ FEEY OB REE. pR @ = ®ws == S
861 327 1 0
e A 539 195 0 View

Training Sessions Recent New Hires

12



Module 2
Dashboard & Reporting



Dashboard & Reporting - Active HR Cases

 Metrics

* Active Cases Count (Number)

» Cases by HR Service

* HR Service Table

* Onboarding Cases by Activity Set
RCA/ARC Cases by Activity Set
All Active Cases

- Filters
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* District

* Employee Effective Date
» Supervisor

* HR Representative

* Training Lead

At R s | Aot T-Doa

Fither bey Disirict Emplayes Effective Dute Spervinar Tranang Lead R Represandatoee T Active Casas Cownt
] - L - w v e s L
52
T Caves by HA Senvice T N Service Tabbe
Sty
Fudy  Coum
MR sorace
i Onboarding L1 43
I Combt g - A (A i 1
Lanarn =5 5

W o onscedng = 43 Paave) B oo Orsaamtag . ARCSDLE 1 (2L LTS

T MR Onboarding Cares by Activity Set

T RCAKAC Cases by Activity St

1 Loyl Ciewevin Caor et

Th HECIT ey

A Perfplos

RO Rrady

OGO Ready

HECO001 TS Foady

) HSCO0SITT L]

HECOGIITE  Ready

([ ERWRUT)  Redy

et Jusiie

Bl aois

Hick Hewmae

Sk Mrermam

lpck Mewrnan

Leeern o

ki Active Cases
Marper v Srane Sulert peron Fasition
LR Pty M Torerdtyl e Carviey Aiamlant 3

Lty v Ayl

empey

Inrmpey

Gy Carvier Aasindant |

ot ey AR |

Loty Canvery Aysrdand |

oy S Assiaan

s, anagrad b
TENL-A T T iy
b T TR ety
LR AL DO LSS wtopry
TR ALCORAE LISISET tompry
IEQLAL OIS ey
IO L YCR gty
R A LR g
SR AL LSRR ompy

il servioe detiviny e i progre eaned
[ Db i Pre-Shogndie Furie 4
1 Orabipiting bye fon g 00824 R
o Crbmcing Dre B de g 1 LT
R Cobpatdios EreBoaokng O 30815 A W
18 Donbogudiod Frs Boaidng - T% LD
8 Ol ginireg Prs Bt Foo L RTER S
4 O Pre- By 3 1 LR
1o Crkopging Pex-Badeg N R I T




Dashboard & Reporting — Active To-Dos

o Metricise ports ActiveHR Cases | Active To-Dos

° ACtIVG TO'DOS That Have Filter To-Dos by District l::w[uyee Effactive Date [7 Active To-Dos That Have Started
Started

e All Active To-Dos Assignedto Due Date q 5 8
All v Last 7days v

- Filters
° DlStrICt T Active To-Dos

. Number Parent Subject person Short description Position Location State Assigned to Duedate &
¢ E m p onee Effe Ctlve Date (i) HRTOO0OA799 HRC0001315 Lisa Samuel Enter ratings and generate 60-day review form City Carrier Assistant 1 03033-BROOKLINE-1356020 Ready NH Supervisor 2021-07-23 00:00:00
° ASS | g n ed TO (i) HRT0004797 HRC0001315 Lisa Samuel Determine if New Hire should be removed from rolls City Carrier Assistant 1 03033-BROOKLINE-1356020 Ready NH HR Representative 2021-07-23 00:00:00
L D ue Date (i) HRI0004%00 HRC0001315 153 Samuel Participate in 60 Day Review City Carrier Assistant 1 02033-BROOKLINE-1356020 Ready Lisa Samuel 2021-07-2300:00:00
(i) HRI004785 HRC000I315 Lisa Samuel Schedule 80-Day Review City Carier Assistant 1 03033 BROOKLINE-1356020 Ready NH Supervisor 2021-07-2300:00:00
(i) HRT0004798 HRC0001315 Lisa Samwel Conduct 60-Day Review City Carrier Assistant 1 03033 BROOKLINE-1356020 Ready NH Supervisor 2021-07-2300:00:00
(i) HRT0003%61 HRC0001249 Martha Gamblin Prepare for Orientation ASSISTANT RURAL CARRIER (ARC) 29041-DAVIS STATION-1437129 Ready Martha Gamblin 2021-07-23 18:52:14
(1) HRIO003988 HRC000125. Alleda Akhtar Contact New Hire regarding job requirements City Carrier Assistant 29009-BETHUNE-1354843 Ready SC Supervisor 2021-07-23 18:52:20
(i) HRI0003965 HRC0001251 Alleda Akhtar Prepare for Orientation City Carrier Assistant 1 25009 BETHUNE-1354843 Ready Alleda Akhtar 2021-07-23 18:52:20
(i) HRT0003979 HRC0001251 Alleda Akhtar Send New Hire Travel & Booking information if required City Carrier Assistant 1 29009-BETHUNE- 1354843 Ready SC HR Representative 2021-07-23 18:52:20
£ HET0003978 HEC000125] Alleda Akhiar EaterBepartigligit/Duty Siation Detal Litv CamierAssistant 29009 BFTHUNE.1354843 Beady CSunerisar 22L0723 185228

NOTE: HR Onboarding Pilot fulfiller users (Supervisors, Trainers, HR Representatives) can create their own reports and

;5 Share the report with specific users and/or groups. Instructions in the corresponding Lab.



Module 3

Workflow



Project Overview - USPS HR Onboarding Pilot Journey Map

WEEK 2
| accepted my offer DAY 1 (OF ORIENTATION) . ]
am écégls?nggforward s b to complete the “Welcome f 'm excited to finally take NOTE: RCA/ARCs will end System Process at
3 P . ) tin a Shadow D d
information on next, USPS” training without issue. The C’?r?rthlg ?ob t?ai?\mg ;ylzgm the end of Week 2
Orientation team was very helpful and more about my job.

steps.

o n well-coordinated.

60 DAY
I'm glad | had the opportunity
to improve since the previous
PRE-BOARDING V| review. My second review 90 DAY
| am eager to get started; The went exactly as | expected. Finally! My last review
Orientation Letter confirmed my ﬂ Q went well, and | am a
position, unit, and details of my X . part of the team. The
Orientation. The New Hire site whole process went
makes everything very smoother than |
straightforward. expected.
WEEK 1
There was lots to do this [ 4
week, Onboarding Forms, \
Driver Training, and <
additional
Orientation Training, but so
far everything is going very
NOTE: Shadow Days only apply to  smoothly.
newly hired city and rural carriers. If
. . 30 DAY
the Shadow Day is not applicable to a _ _
: My Supervisor has provided 30 DAY
newly hired employee, you do not me with very clear feedback,
. . and | was able to clarify my I'm glad | had the opportunity
need tO Complete the aCtIon In the HR questions and expectations to improve since the preViOUS
review. My third review went

without issue.
exactly as | expected.

C%r;boarding Pilot System



Workflow - Pre-Boarding Tasks

SChedUIe New Hire for Welcome to HR Onboarding: Alleda Akhtar Actions »
USPS Orientation (if applicable):
Trainers will use this task to schedule ) D i Ly S— B g

the date a New Hire has their ecthese Syl e l o R
. . 9-1 Non-Career Employee ity Carrier Assistant 29009-BETHUNE-1354843
Welcome to USPS Orientation.
Tasks/To-Dos Activity Attachments

Schedule Welcome to the USPS Training

HRT0003983  Overdue4 days

< Pre-Boarding
Attachments  History 2 Ask a Question

Schedule Safe Driver Program
Overdue 4 days

Zchzdule A ] HRT0003983 Schedule Welcome to the USPS Training
verdue 4 days

Choose Existing Training Session

Schedule City Carrier On-the-Job Trai...
Overdue 4 days To schedule this new hire's Welcome to USPS Orientation, you can select an upcoming session, or
you can schedule a new session:

Schedule City Carrier Academy
Overdue 4 days

Cancel Save

18



Workflow - Pre-Boarding Tasks

Schedule New Hire Training: HR Onboarding: Alleda Akhtar
Trainers will use this task to schedule
. . . New Hire Supervisor HR Rep Training Rep
the NeW lee for thelr Varlous o Alleda Akhtar 3 SC Supervisor S SC HR Representative meo SC Training Lead
1 1 Effective Date Employment Type Position Location
tra I n I ng (S)' 2021-09-18 Non-Career Employee City Carrier Assistant 1 29009-BETHUNE-1354843
Tasks/To-Dos Activity Attachments
< Pre-Boarding fg_hfdule Csl:y Carrli/er AFaden1y
iRT0003981 Overdue 10 days

Attachments History ©» Ask a Question
Schedule Safe Driver Program
Overdue 10 days

Z[llfedu’l(?:'v'e}come to the USPS Train... HRT0003981 Schedule City Carrier Academy

Choose Existing Training Session

Schedule City Carrier On-the-Job Trai...
Overdue 10 days To schedule this new hire's City Carrier Academy, you can select an upcoming session, or you can
schedule a new session:

Schedule City Carrier Academy
Overdue 10 days

Cancel Save

19 NOTE: Depending on the New Hire’s occupation code and training plan, this may include more than one task.



Project Overview - USPS HR Onboarding Pilot Journey Map

WEEK 2

PAY T(OF ORIENTATION) NOTE: RCA/ARCs will end System Process at

| accepted my offer

z)n}écégls?nggforward ¢ | was able to complete the “Welcome to 'm ?ched to finally take
information on next, USPS” training without issue. The 8?&:2 ?O%ht?gi(;\i?’] D;ylzggn the end of Week 2
Orientation team was very helpful and 9.
more about my job.

steps.

o n well-coordinated.

60 DAY
I'm glad | had the opportunity
to improve since the previous
PRE-BOARDING V| review. My second review 90 DAY
| am eager to get started; The went exactly as | expected. Finally! My last review
Orientation Letter confirmed my ﬂ Q went well, and | am a
position, unit, and details of my X . part of the team. The
Orientation. The New Hire site whole process went
makes everything very smoother than |
straightforward. expected.
WEEK 1
There was lots to do this [ 4
week, Onboarding Forms, \
Driver Training, and <
NOTE: Shadow Days only additional
H H Orientation Training, but so
apply to qewly hired city and far everything 1S goimg very
rural carriers. If the Shadow smoothly.
Day is not applicable to a newly 30 DAY
hired employee, you do not _ _
My Supervisor has provided 30 DAY

need to complete the action in
the HR Onboarding Pilot
Szzstem

me with very clear feedback,

and | was able to clarify my

guestions and expectations
without issue.

I'm glad | had the opportunity

to improve since the previous

review. My third review went
exactly as | expected.
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Workflow — Week 1 Tasks

Mark Attendance for Welcome to USPS
Orientation (if applicable):
This task will allow the Trainer to
capture attendance and hours of
attendance for the New Hire’s
Welcome to USPS Orientation.

HR Onboarding: Alleda Akhtar

New Hire
8 Alleda Akhtar
Effective Date
2021-09-18

Tasks/To-Dos Activity

< Week1l

Supervisor
55 <
SC Supervisor

Employment Type

Non-Career Employee

Attachments

HR Rep
¥ SCHR Representative 2y

Position Location
City Carrier Assistant 1

Mark Attendance for Welcome to the USPS Training

HRT0003971

Attachments Hist:

Mark Attendance for Welcome to the ..

Overdue 3 days

Mark Attendance for Safe Driver Prog...

Overdue 3 days

Overdue 3 days

ory

o
29009-BETHUNE-1354843

2 Ask a Question

Number of Hours Attended

Employee's Completion Status

Notes

Cancel

HRT0003S71 Mark Attendance for Training

NOTE: Depending on the New Hire’s occupation code and training plan, this may include more than one task.




Workflow — Week 1 Tasks

Mark Attendance for ____ Training:
This task will allow the Trainer to
capture attendance and hours of
attendance for the New Hire’s various
training(s).

22

HR Onboarding: Alleda Akhtar

Tasks/To-Dos Activity

< Week1

Overdu

Mark Attendance for Welcome to the .

Training Rep

Supervisor R
2 sCSsupervisor #% SCHR Representative S8 SCTrainingLead

Employme . Position Location

Non-Career Employee City Carrier Assistant 1 29009-BETHUNE-1354843

Attachments
Mark Attendance for Safe Driver Program
HRT0003975 Overdue 3 days

Attachments History » Ask a Question

Mark Attendance for Safe Driver Prog.

Overdue 3days

£ HRT0003975 Mark Attendance for Safe Driver Program

Number of Hours Attended

Employee's Completion Status

Notes

NOTE: Depending on the New Hire’s occupation code and training plan, this may include more than one task.




Project Overview - USPS HR Onboarding Pilot Journey Map

| accepted my offer
am looking forward
to receiving 2
information on nexf,

PRE-BOARDING

| am eager to get started; The
Orientation Letter confirmed my
position, unit, and details of my
Orientation. The New Hire site
makes everything very
straightforward.

DAY 1 (OF ORIENTATION)

| was able to complete the “Welcome to
USPS” training without issue. The
Orientation team was very helpful and
well-coordinated.

WEEK 1

There was lots to do this
week, Onboarding Forms,
Driver Training, and
additional
Orientation Training, but so
far everything is going very

WEEK 2
I'm excited to finally take

part in a Shadow Day and
On the Job training to learn

more about my job.

NOTE: RCA/ARCs will end System Process at
the end of Week 2

NOTE: Shadow Days only apply to
newly hired city and rural carriers. If
the Shadow Day is not applicable to a
newly hired employee, you do not
need to complete the action in the HR
Ongoarding Pilot System

smoothly.

30 DAY

My Supervisor has provided
me with very clear feedback,
and | was able to clarify my
guestions and expectations
without issue.

60 DAY
I'm glad | had the opportunity
to improve since the previous 90 DAY
V| review. My second review
went exactly as | expected. Finally! My last review
4] went well, and | am a
. part of the team. The
whole process went
smoother than |
expected.
¥
80 DAY

I'm glad | had the opportunity

to improve since the previous

review. My third review went
exactly as | expected.
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Workflow — Week 2 Tasks

Mark Attendance for ____ Training:

This task will allow the Trainer to
capture attendance and hours of

attendance for the New Hire’s various
training(s).

HR Onboarding: Alleda Akhtar

Hire

Mark Attendance for City Carrier Aca...
Due in 4 days

Mark Attendance for City Carrier On-t...
Duein 4 days

Actions -

New Hire - upervisor HRRep Training Rep
Alleda Akhtar SC Supervisor & SCHR Represantative m@ SC Training Lead
Effective Date Employment Type ositi Location
2021-09-18 Non-Career Employee City Carrier Assistant 1 29009-BETHUNE-1354843
Tasks/To-Dos Activity Attachments
< Week2

Mark Attendance for City Carrier Academy

03988 Duein4

¥ Ask a Question

HRT0003988 Mark Attendance for City Carrier Academy

Number of Hours Attended
Employee's Completion Status

Notes

Concel Save m

NOTE: Depending on the New Hire’s occupation code and training plan, this may include more than one task.



Module 4

Initiating Separation



Closing a ServiceNow HR Onboarding Case

HR Onboarding: Gerardo Li

Close Onboarding Case

Send Email

New Hire Supervisor HRRep
2 i e Reassign Supervisor
Gerardo Li SC Supervisor SC HR Representative teassign supervis
Reassign HR Representative
Effective Date Employment Type Position

2021-10-19 Non-Career Employee M Reassign Training Lead

Close Case

Only proceed with taking the actionif:

1. You want to stop the New Hire's Onboarding or the probationary period for this New Hire has
ended.

2. You want to close the Onboarding case.

If you are closing this case due to separation...

This will not initiate a Separation request, follow the appropriate process outside this system to
ensure the New Hire is removed from Rolls. Instructions for processing separations can be found
at https://blue.usps.gov/hr/hrssc-info/separations/

Reason for Closing Case:

Voluntary Separation - New Hire Initiated

Additional Notes

Closure Reason:

When closing a case, the user
must identify a reason. Provide
additional high-level notes if
“Other” is selected (example
“Duplicate record”).

Last day worked: 7/30/2021

I confirm that a separation request has been initiated outside this system per the USPS
guidelines, these details look correct and this onboarding case will be closed.

26

Auto-Close:

ServiceNow HR Onboarding
cases for non-ARC/RCAs will
close automatically at the end
of the New Hire’s probationary
period.

Manual Closure:

1) ServiceNow HR cases for
ARC/RCAs must be closed
manually after training is
complete.

2) ServiceNow HR cases for
any New Hire must be
closed manually in the
event of a separation from
USPS.



Module 5

Communications



Communication - Sending an Email

HR Pilot users can send an -
. . HR Onboarding: Gerardo Li
email to other HR Pilot users,

through the case*.The email will

Close Onboarding Case

Send Email
New Hire Supervisor HR Rep

be traCked |n the case nOteS & GerardoLi = SC Supervisor ) SC HR Representative Reassign Supervisor
Reassign HR Representative
Effective Date Employment Type

Reassign Training Lead

2021-10-19 Non-Career Employee

Compose Email | ServiceNow - Goegle Chrome

Tasks/To-Dos Activit

@ quspsonboarding.servicenowservices.com/email_client.do?sysparm_table=sn_hr_le_case@sysparm_sys_id=6a9a14301ba57010e24cc915624bcbd9

Compose Email Quick Messages | — Select to Insert - v ,ﬁm

Timeline

Reply to
upcoming to-dos

Pre-Boardin g SC Training Lead; Add Recipient

SC supenvisor; Add Recipient

Day 1 Add Recipient

Subject HRC0001309 - HR Onboarding: Doing Great!
Week 1 Attachments
Week 2

L) Verdana - ot - B A-HE- & L BB O

v i= v 82
: i= '3

1just wanted to let you know that they have been doing a fantastic job! A+ hirel]

*NOTE: This feature should ONLY be used to communicate with other HR Pilot Users (Supervisors, Trainers,
28 HR Representatives). This feature should NOT be used to communicate with the New Hires
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Communication — Updating ServiceNow

Case Notes

HR Pilot users can add notes

to a case using the activity tab.

For example, a Trainer and
Supervisor might use these
notes to coordinate on
rescheduling training.

HR Onboarding

Home 2 MyRequest

Number

HRC0001309

Created Updated  State

9dago 18hago Ready

HR Onboarding: Gerardo Li Actions »
New Hire = Supervisor HR Rep Training Rep
Gerardo Li SC Supervisor SC HR Representative ® SCTraining Lead
Effective Date Employment Type Position Location
2021-10-19 Non-Career Employee MAIL HANDLER ASSISTANT 29037-CHAPPELLS-1357657
Tasks/To-Dos Activity Attachments
‘ | f ‘ Post &

SC Training Lead

o Messages posted on the activity tab will be saved to the case notes and can be seen by all user types!

@_\ustno.‘. . Additional comments

NOTE: These notes will not be emailed to user. They will only be kept in the activity tab ServiceNow HR Onboarding.




Communication — Notes on System Generated Emails

Automated/System Generated Emails

- Pre-defined, system generated emails will be sent to the HR Onboarding Pilot users throughout the
Onboarding Process.
« Emails to the New Hire will be sent to their personal email address.
- Emails will not be sent to the New Hire on or after their effective date.

- Users can validate that these emails have been sent out via the Activity tab of the case.

- System generated emails will not be sent when a task is assigned:
« New Hires will receive* emails for certain orientations and trainings
* Reminder emails will be sent to Supervisors when it is time to schedule certain meetings
« Emails will be sent for tasks that have not been completed within two days of its due date

*NOTE: If the task is completed prior to the New Hire’s effective date, a system generated email containing the relevant information will
be sent. However, if the task is completed past the New Hire’s effective date, no system generated email will be sent to the New Hire
and it will be the responsibility of the Supervisor, Trainer, or HR Representative to communicate the relevant information to the New
Hire outside the HR Onboarding Pilot system. Users should not send any email to the New Hire from the system after the New Hire’s
effective date.

30



Module 6

Reassigning a Case



Reassigning a Case

HR Pilot users can reassign a
set of tasks of a case to a new
user

Tasks are assigned to one of
three types of users:

1) Supervisors
2) HR Representatives
3) Training Leads

32

HR Onboarding: Gerardo Li

New Hire

Gerardo Li

Effective Date

2021-10-19

Tasks/To-Dos Activity

Timeline

Pre-Boarding

Day 1

Week 1

Week 2

Day 30

Day 60

Day 80

Supervisor
SC Supervisor

Employment Type

Non-Career Employee

Select User to Reassign

Select User:

’

Close Onboarding Case

Seod bmail

% HR Rep Training Rep
SC HR Representative i

Reassign Supervisor

Reassign HR Representative
Position

MAIL HANDLERA

Reassign Training Lead

upcoming to-dos

I[ NH HR Representative




Module 7

Submitting a Support Request



Submitting a Support Request

To-dos 496 Requests = Support Requests BS w

e Submit a Support Request

The following information is My Support Requests

required to create a support

request: HR Portal IT Support Request
1) D|str|ct Ask a question about the HR portal @ _
2) Suppor‘t Type * Select District
3) Opened For S
4) Short Description ouppertvee

Supervisor

5) Description @
* Opened for
©  BrockSizer ®

* Short Description

HR Pilot users can submit a
support request

Can't see New Hire - John Doe

* Description

When searching for my New Hire via the My Requests page, my New Hire, John Doe, does not appear in the list.

& Add attachments
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Module 8

Labs/Activities
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Lab / Activities

1.

B B OB B

-_ =
= O

Lab/ Tobic Covered Est. Time
Activity # P (min)

Portal (Homepage widgets, My Requests Page, My To-Dos Page, My Team

Page, Helpful Links) e
Training Widget (Scheduling training, updating training sessions, bulk 10
updates for attendance)

Dashboard (Navigating to Dashboard, Dashboard tabs, Dashboard filters) 5
Reporting (Running/Creating ad-hoc reports) 5
Pre-Boarding Tasks (Scheduling Training) 10
Week 1 Tasks (Training Attendance) 10
Week 2 Tasks (Training Attendance) 10
Closing a ServiceNow HR Onboarding cases 5
Communications (Creating quick messages & using them from Actions Ul) 10
Reassignment 5

Submitting a Support Request 5



Lab 1 — Onboarding Portal

1. Navigate to the HR Onboarding Portal (https://quspsonboarding.servicenowservices.com/onboarding)

2. Click through the different widgets on the homepage to familiarize yourself with the portal
1. Search for New Hires through the search bar on the homepage

2. Click into My Requests and My To-Dos to familiarize yourself with the layout of the tasks/activities assigned to
the logged in user

3. Click into My Teams to better understand your team structure

NOTE: Direct reports and managers may not visible to all users as the data is not available in the HR
Onboarding Pilot system

4. Click into Helpful Links to view resources available to aid in the Onboarding process
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Lab 2 - Training Widget

1. Schedule a Training Session & Add Attendees Simultaneously

1.

@

o

On the Homepage, click the ‘Schedule a Training Session’ button (under the “Training Sessions’ and ‘Recent
New Hires’ sections)

Complete the required fields (Course Title, Location, Training Type, Date/Time, Facilitator)
Click ‘Submit’
If you are not adding attendees at this time, skip to the next step. Otherwise, click ‘Add Attendees,’ then search

for the New Hires you would like to include in this training and select their checkboxes. When finished, click
‘Add Selected.’

Click “Next: Review Summary & Confirm”
Review your selections. Once confirmed, click ‘Finish.’



Lab 2 — Training Widget (cont.)

2. Edit existing Training Session details

1. On the Homepage, click the “‘View All’ link under (at the bottom of the ‘Training Sessions’ section)
Find and select the Session to which you would like to add attendees

Click ‘Edit Training Details’

Edit training session details as you see fit

Click ‘Save’

Use your browser’s ‘back’ button to return to the training session summary page

2
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Lab 2 — Training Widget (cont.)

3. Add attendees to an existing Training Session
1. On the Homepage, click the “‘View All’ link under (at the bottom of the ‘Training Sessions’ section)
2. Find and select the Session to which you would like to add attendees
3. Click ‘Edit Attendees’
4

Click ‘Add Attendees,’ then search for the New Hires you would like to include in this training and select their
checkboxes. When finished, click ‘Add Selected.’

Click “Next: Review Summary & Confirm”
Review your selections. Once confirmed, click ‘Finish.’

2
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Lab 2 — Training Widget (cont.)

4. Mark attendance for a Training Session
1. On the Homepage, click the “‘View All’ link under (at the bottom of the ‘Training Sessions’ section)
2. Find and select the session for which you would like to mark attendance
3. Inthe Attendees section, record the hours attended, attendance status (Attended, No Show, Partial
Attendance), and notes (if applicable) for each attendee.
4. Click “Log Attendance and Close Training”
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Lab 3 - Dashboard

1. Navigate to the HR Onboarding Portal (https://quspsonboarding.servicenowservices.com/onboarding) and
click ‘View All Reports’ under ‘My Overview’ to navigate to the HR Onboarding Dashboard

2. Click the Active HR Cases tab and familiarize yourself with the displayed reports:

Active Cases Count (Number)

Cases by HR Service

HR Service Table

HR Onboarding Cases by Activity Set

RCA/ARC Cases by Activity Set

6. All Active Cases

NOTE: Try changing the filter conditions to see how the reports are updated based on defined criteria

3. Click the Active To Dos tab and familiarize yourself with the displayed reports:
1. Active To-Dos Count (Number)
2. Active To-Dos

NOTE: Try changing the filter conditions to see how the reports are updated based on defined criteria

aRrLbd -~
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Lab 4 - Reporting

43

Navigate to the HR Onboarding Portal (https://quspsonboarding.servicenowservices.com/onboarding) and
click ‘View All Reports’ under ‘My Overview’ to navigate to the backend view of the HR Onboarding Pilot
system

Type ‘Reporting’ in the filter navigator to navigate to HR Dashboard & Reports > Reports

Click through the different tabs to familiarize yourself with the different reports available for you to view in
the HR Onboarding Pilot system

1. My Reports: Reports created by the logged in user

2. Group: Reports shared with the logged in user via group or user

3. Global: Reports that are shared as global

4. All: All reports accessible by the logged in user

Create a new report using the ‘Create a Report’ button
1. Data: Populate a name for the report, select ‘Table’ for data source, and select ‘HR Lifecycle Event Cases’ OR
‘HR Tasks’ to generate a report for the HR Onboarding Pilot data

2. Type: Select a type of report you would like to use to display the data (e.g. Pie Chart, Bar Graph, etc.)
3. Configure: Select how you would like to group the data.
4. Style: Update the color palette, size, and format

Click ‘Run’ to generate the report. Make changes as needed and click ‘Save’ to save the report.
Click ‘Share’ to share the report with a specific group or user



Lab 5 - Pre-Boarding Tasks

44

Navigate to the HR Onboarding Portal (https://quspsonboarding.servicenowservices.com/onboarding) and
click ‘My Requests’ to view a list of all open HR Onboarding Requests

Select a request that is not closed or cancelled. Once the request is displayed, click the ‘Pre-Boarding’ link
under the timeline to view all tasks. Select ‘Assigned to Me’ under the drop-down in the center of the page.
The following task(s) will be displayed:
1. Schedule XXX’ Training
NOTE: The HR Onboarding system will automatically create a separate ‘Scheduling’ task for each type of
training relevant to that occupation code. Therefore, there may be more than one ‘Scheduling’ task.

Click ‘Schedule ‘XXX’ Training’ task and select the appropriate training session from the drop-down list
Continue through all ‘Schedule ‘XXX’ Training’ tasks
Select ‘Assigned to Me’ under the drop-down in the center of the page. No tasks should be displayed



Lab 6 - Week 1 Tasks

45

Navigate to the HR Onboarding Portal (https://quspsonboarding.servicenowservices.com/onboarding) and
click ‘My Requests’ to view a list of all open HR Onboarding Requests

Select a request that is not closed or cancelled. Once the request is displayed, click the ‘Week 1’ link under
the timeline to view all tasks. Select ‘Assigned to Me’ under the drop-down in the center of the page. The
following task(s) will be displayed:
1. Mark Attendance for ‘XXX’ Training
NOTE: The HR Onboarding system will automatically create a separate ‘Mark Attendance...’ task for each
type of training relevant to that occupation code. Therefore, there may be more than one ‘Mark Attendance...’
task.

Click ‘Mark Attendance for ‘XXX’ Training’ task and complete the required fields
1. Number of Hours Attended
2. Employee’s Completion Status
3. Notes (if applicable)
4. Click ‘Submit’
Continue through all ‘Mark Attendance for ‘XXX’ Training’ tasks

Select ‘Assigned to Me’ under the drop-down in the center of the page. No tasks should be displayed




Lab 7 - Week 2 Tasks

46

Navigate to the HR Onboarding Portal (https://quspsonboarding.servicenowservices.com/onboarding) and
click ‘My Requests’ to view a list of all open HR Onboarding Requests

Select a request that is not closed or cancelled. Once the request is displayed, click the ‘Week 2’ link under
the timeline to view all tasks. Select ‘Assigned to Me’ under the drop-down in the center of the page. The
following tasks will be displayed:
1. Mark Attendance for ‘XXX’ Training
NOTE: The HR Onboarding system will automatically create a separate ‘Mark Attendance...’ task for each
type of training relevant to that occupation code. Therefore, there may be more than one ‘Mark Attendance...’
task.

Click ‘Mark Attendance for ‘XXX’ Training’ task and complete the required fields
1. Number of Hours Attended
2. Employee’s Completion Status
3. Notes (if applicable)
4. Click ‘Submit’
Continue through all ‘Mark Attendance for ‘XXX’ Training’ tasks

Select ‘Assigned to Me’ under the drop-down in the center of the page. No tasks should be displayed




Lab 8 - Closing a ServiceNow HR Onboarding cases

1. Navigate to the HR Onboarding Portal (https://quspsonboarding.servicenowservices.com/onboarding) and
click ‘My Requests’ to view a list of all open HR Onboarding Requests

2. Select a request that is not closed or cancelled.

3. Click the ‘Actions’ button on the HR case view. The drop-down is expanded and the following values are
displayed:
1. Send Email
2. Close Onboarding Case
3. Reassign Supervisor
4. Reassign HR Representative
5. Reassign Trainer

4. Click ‘Close Onboarding Case’
1. Populate the mandatory fields (indicated by red *)
2. For Reason of Cancellation, select ‘Voluntary Separation - New Hire Initiated’ OR ‘Involuntary Separation -
Employer Initiated’
3. Read the confirmation statement and check the checkbox
4. Click ‘Close Case’

5. Click 'Activity' tab near middle of page to confirm an entry was added to indicate Case Closure email was
sent to the HR Rep
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Lab 9 - Communication

48

Navigate to the HR Onboarding Portal (https://quspsonboarding.servicenowservices.com/onboarding) and click
‘View All Reports’ under ‘My Overview’ to navigate to the HR Onboarding Dashboard

Type ‘Quick Messages’ in the filter navigator
1. Select Email Client > Quick Messages
2. Click ‘New’
3. Populate the mandatory fields, make sure the 'active' field is checked and the table field is populated with 'HR Lifecycle
Events Case', and click 'Submit'

Navigate to the HR Onboarding Portal (https://quspsonboarding.servicenowservices.com/onboarding) and click
‘My Requests’ to view a list of all open HR Onboarding Requests

Select a request that is not closed or cancelled.

Click the ‘Actions’ button on the HR case view. The drop-down is expanded and the following values are displayed:
1. Send Email
2. Close Onboarding Case
3. Reassign Supervisor
4. Reassign HR Representative
5. Reassign Trainer

Click ‘Send Email’
1. Click the Quick Messages drop-down on top right
2. Populate the ‘To’ field and click ‘Send’

Click 'Activity' tab near middle of page to confirm an entry was added to indicate the email was sent



Lab 10 - Reassignment

1. Navigate to the HR Onboarding Portal (https://quspsonboarding.servicenowservices.com/onboarding) and
click ‘My Requests’ to view a list of all open HR Onboarding Requests

2. Select a request that is not closed or cancelled.

3. Click the ‘Actions’ button on the HR case view. The drop-down is expanded and the following values are
displayed:
1. Send Email
2. Close Onboarding Case
3. Reassign Supervisor
4. Reassign HR Representative
5. Reassign Training Lead

4. Click ‘Reassign Training Lead’
1. Select a user to reassign as Training Lead on the case
2. Click ‘Save’
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Lab 11 - Submitting a Support Request

1.
2,
3.
4,
5.

Navigate to the HR Onboarding Portal (https://quspsonboarding.servicenowservices.com/onboarding)
Click ‘My Support Requests’ on the top right

Select a ‘Submit a Support Request’

Populate the mandatory fields (indicated by the red *)

Click ‘Submit’
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View a New Hire Case

Navigation: Home > My Requests

How to view a New Hire Case.

User Guide
HR Onboarding Pilot

Supervisors, HR and Trainers can use the HR Onboarding Pilot to get visibility into a new hire’s

onboarding process.

Important Step

1. Goto
https://uspsonboarding.servicenows

ervices.com/onboarding to login for
Supervisors and HR.
https://uspsonboarding.servicenows

ervices.com/training to login for
Trainers

Visual Aid

Welcome, NH

You¥ fexf what yo nsed fighl here

2. Login to the HR Onboarding Pilot
with your ACE ID. The home screen
should load.

3. Onthe home screen, click View My
Requests located between the My
To-Dos and My Team links. The My
Requests screen should load.

My To-Dos

View currently assigned tasks and your
New Hire's Onboarding progress

View My To-Dos »

My Team

My Requests

View current onboarding cases and View the names and contact information

address any requests assigned to you for members of your team and the HR

personnel supporting them

View My Requests View My Team .

Helpful Links

"¢

View Non-Career Employee onboarding

resources that may be helpful to you and
your New Hires

View Helpful Links »

4. Inthe My Requests screen, click on
the name of the New Hire Case you
want to view. The new hire’s record
should load.

= HROnboarding Cases

Number

HRC0001245

HRC0001343

HRC0001341

HRC0001339

HRC0001337

Subject person

Tomsof Anna

Twyla Cordova

Arturo Liu

Cherine Cordova

John Pepin

Position Occupation Code  Designation Activity Code  Location

PSESALES & 23950017 120 33054-ROVAL PALM-

SVCS/DISTRIBUTION 1449534

ASSOCIATE

PSESALES & 2395-0017 814 51006-BATTLE

SVCS/DISTRIBUTION CREEK-1354205

ASSOCIATE

MAIL HANDLER ASSISTANT 2315-0085 814 29020-CAMDEN-
1356735

PSESALES & 2395-0017 814 03051-HUDSON-

SVCS/DISTRIBUTION 1367564

ASSOCIATE

City Carrier Assistant 1 2310-0045 814 28020-CAMDEN-

1356735

Keyword Search Q

Employment start date  HR Representative

2021-04-01 SCHR
Representative
2021-05-31 NH HR
Representative
2021-07-28 SCHR
Representative
2021-07-09 NH HR
Representative
2021-07-24 SCHR

Representative



https://uspsonboarding.servicenowservices.com/onboarding
https://uspsonboarding.servicenowservices.com/onboarding
https://uspsonboarding.servicenowservices.com/training
https://uspsonboarding.servicenowservices.com/training

User Guide
HR Onboarding Pilot

I ————————————————
Reassign a New Hire Case

Navigation: Home > New Hire Case
How to re-assign a New Hire Case.

Supervisors, HR and Trainers can reassign a new hire’s record to another person in their same role.

Important Step Visual Aid

1. (When Iogged in and With the New HR Onboarding: Gerardo Li ‘ A(Uonsvl
Hire Case open). Select the Actions Close nsosrangcae

Send Email

dropdown menu located on the Ea 5 e e presenrie T et Revsgnsuperiser

right side of the New Hire Case title, | e
which states “Onboarding: [new
hire’s name]”.

2. Click “Reassign [Role]” where [Role]
matches your role in the system. So
that if you’re a supervisor it will say
“Reassign Supervisor”.

3. Inthe “Select User to Reassign” pop- Select User to Reassign
up, select the name of the person to
which you want to reassign the New Select User:

Hire Case and click “Save”.
NH HR Representative s v I

New Hire Supervisor HRRep Training Rep

4. Note that the name under your role

on the new hire case haS been & GerardoLLi = sc supervisor ™% NH HR Representative & SC Training Lead
updated to the person you Se|ected. Effective Date Employment Type Position Location
2021-10-19 Mon-Career Employee MAIL HANDLER ASSISTANT 29037-CHAPPELLS-1357657

Other notes on reassignment:
Any user in the system can access the ‘Actions’ button on any case. From there, they can access the reassign buttons
(separate button to reassign HR, training, or supervisor).
e Auser who is assigned to the case can transfer it to someone else.
e Auser who is not assigned to the case can transfer it to themselves (“claim” it), OR
e Auser who is not assigned to the case can transfer it from person A to person B (“manage” or “administer”
it).




User Guide
HR Onboarding Pilot

I ——————————————————————
View and Complete a To-Do

Navigation: Home > My To-Dos
How to view and complete a To-Do.

Supervisors, HR and Trainers can use the HR Onboarding Pilot to complete To-Dos related to a new
hire’s onboarding process.

Important Step Visual Aid

1. Goto
https://uspsonboarding.servicenows
ervices.com/onboarding to login.

2. Login to the HR Onboarding Pilot
with your ACE ID. The home screen
should load.

3. Onthe home screen, click View My
To-Dos located next to the My

My To-Dos My Requests My Team Helpful Links

L SN (T

Requests link. The My To-Dos screen / g:: \ ) " aé) |
should load. Idla=]l ]

View currently assigned tasks and View current onbearding cases View the names and contact View Non-Career Employee
You can also get to a To-Do through i e el " rettoy,
any New Hire Case to which you are supparting them i
assigned.

4. Click any To-Do in the list. Review " e

the To-Do and then, when ready,
click “Mark as Complete” (or similar < Week e e e

action). e e et e Attachments  History e Ask 8 Questior

week. If your New Hire completed training, you should have received a copy

Some To-Dos have additional fields
and instructions to follow.

Enter New Hire time into TACS (Week 1)



https://uspsonboarding.servicenowservices.com/onboarding
https://uspsonboarding.servicenowservices.com/onboarding

User Guide
HR Onboarding Pilot

I ————————————————
Schedule a Training Session in Bulk

Navigation: Home > Training Sessions > Schedule a Training Session
How to schedule a training session for multiple new hires.

Trainers can create and schedule new hires to training sessions through the HR Onboarding Pilot.
Limited to notifying the new hire via email with the training session details.

Important Step Visual Aid

1. (When logged in) From the Home

screen click on “Schedule a New Training Sessions

Training” button under Training ARC Academy 123

Sessions. The Schedule a Training 23d ago - 03033-BROOKLINE-1356020

screen loads on the Training Details S

step. about a month ago - 03033-BROOKLINE-1356020

City Carrier Academy
7d ago » 03034-CANDIA-1356848

Test Welcome to USPS [Jim Fitzsimmons)
8d ago » 03031-AMHERST-1352973

Sales and Services Associate Training (07/24/2021)
13d ago » 03031-AMHERST-1352973

First 5 of 32 View all
2. Enter the Training Details and click Schedule a Training Session
“Submit”. The Attendees step loads
next.




User Guide
HR Onboarding Pilot

3. Click the Add Attendees button. A
list of pre-filtered attendees will Attendees .
load.

Search bar can be used to look for new hires by name, position, occupation code, designation/activity code, location, effective date, or HR Rep.

Add Selected

Designation/

Name Position g:;:p"m" I:'d;vi(y Location ::five HR Rep
Tomsof Anna 2395-0017 12(

4. Select each attendee you want to
Tomsot Anna 2325-07XX 120

add and click Add Selected. Then
click the “Next: Review Summary & CyCamerAssistant 3100005 814
Confirm” button. The Summary step R Gty Cartar Assitart

. Campbell 1 2310-0045 814
will load. E
Prinda Edwards City Carrier Assistant e -
1 2310-0045 813
ASmhaeleven -
yFour R
Add Selected |
Schedule a Training Session
Training Session Note

sessionin the nextstep

. - - You will review and finalize this trainin,
raining Details @ Attendees Summary e

Attendees Add Attendees +

Barbara Na 29020-CAMDEN-1356735 City Carrier Assistant 1

Next: Review Summary & Confirm

Next: Review Summary & Confirm

5. Review the summary details and P
= City Carrier Academy
H " ”
click “Save” when done.
Training
Course Title Location
City Carrier Academy @ 03034-CANDIA-1356848 x
Training Type Date/Time
©  City Carrier Academy x v 2021-08-02 09:00:09 E
Facilitator Training Hours
O BrockSizer x
Related Lists
Attendees @




User Guide
HR Onboarding Pilot

I ————————————————
Schedule a Training Session Individually

Navigation: Home > New Hire Case > Training To-Do

How to schedule a training session for a single new hire.

Trainers can create and schedule new hires to training sessions through the HR Onboarding Pilot.
Limited to notifying the new hire via email with the training session details.

Important Step

Visual Aid

1. (When logged in and with the New
Hire Case open). Navigate to the
specific training To-Do you want to
schedule (Ex: “Schedule New Hire
for Welcome to USPS Training”). The
To-Do will open.

Note: You will first need to click on
the activity set that the training
session belongs to. The “Welcome
to USPS Training” training session
belongs to the Pre-Boarding activity

Training Sessions

ARC Academy 123
23d ago » 03033-BROOKLINE-1356020

TGest
about a month ago = 03033-BROOKLINE-1356020

City Carrier Academy
7d ago » 03034-CANDIA-1356848

Test Welcome to USPS [Jim Fitzsimmons)
8d ago » 03031-AMHERST-1352973

Sales and Services Associate Training (07/24/2021)

3. Click the Submit button. The new
hire should be assigned to the
training session.

set. 13d ago + 03031-AMHERST-1352973
First 5 of 32 View all
2. Click on the dropdown to “Choose y
) . L. i A Tasks/To-Dos Activity Attachments
Existing [training title] Session”
Where [training title] is the name of < Pre-Boarding Seheduleelcome to the USPS Training
the training session. Atachments _ Histry Canska queston

Schedule Safe Driver Program
Overdue 4 days

Schedule Welcome to the USPS Train...
Overdue 4 days

HRT0003983 Schedule Welcome to the USPS Training

Schedule City Carrier On-the-Job Trai... Choose Existing Training Session
Overdue 4 days To schedule this new hire's Welcome to USPS Orientation, you can select an upcoming session, or

you can schedule a new session:

Schedule City Carrier Academy
Overdue 4 days

Cancel Save




User Guide
HR Onboarding Pilot

L I —
Record Training Attendance in Bulk

Navigation: Home > Training Sessions > [Training Session]
How to bulk record training attendance.
Trainers can record attendance to training sessions through the HR Onboarding Pilot.

Important Step Visual Aid

1. (When logged in) From the Home
Screen click on a Training Session or
click on “View All” to view all ARC Academy 123
training sessions. The training 23d ago » 03033-BROOKLINE-1356020
session details will open.

Training Sessions

TGest
about a month ago + 03033-BROOKLINE-1356020

City Carrier Academy
7d ago - 03034-CANDIA-1356848

Test Welcome to USPS [Jim Fitzsimmons)
8d ago - 03031-AMHERST-1352873

Sales and Services Associate Training (07/24/2021)
13d ago + 03031-AMHERST-1352973

First 5 of 32 View all
2. Enter the attendance for each new rtendees
hire: number of hours attended, ickperez CCOLMENAT 10T Efective 20210530 i .
status and notes.
Lisa Samuel 03033-BROOKLINE- Effective 2021-05-22 v
City Carrier Assistant 1 1356020
Tyra Banks 03042-EPPING-1362675 Effective 2021-06-05 -
3. Click “Log Attendance and Close rre
Training” button Each NeW H|re Twyla Cordova 51006-BATTLE CREEK- Effective 2021-05-31 hrs o
. . PSE S.r"xLES& 1354205
Case will be updated with the SIcsDSTRBUTION
attendance details set' Hsialin Allen 20045-ELGIN-1362260 Effective 2021-04-28 v
ASSISTANT RURAL
CARRIER (ARC)
Jia Saloni 03049-HOLLIS-1367208 Effective 2021-05-07 v
City Carrier Assistant 2
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L I —
Record Training Attendance Individually

Navigation: Home > New Hire Case > [Training Session To-Do]
How to individually record training attendance.
Trainers can record attendance to training sessions through the HR Onboarding Pilot.

Important Step Visual Aid

1. (When logged in and with the New
Hire Case open). Click on the
“Submit Hours & Attendance for

chments

[training SeSSiOn]" TO-DO Where Mark Attendance for Welcome to the USPS Training
HRTO003371  Cwverdue 3days
[training session] is the name of the pttachments  History v aska Question

training session. The To-Do will
open.

HRT0003971 Mark Attendance for Training

Number of Hours Attended

Note: You will first need to click on
the activity set that the training
session belongs to. The “Mark
Attendance for Training” to-do , .

L. Employee's Completion Status
belongs to the Week 1 activity set. -

- Choose --

2. Enter the number of hours Notes
attended, status and notes. Then
click “Submit”. The training
attendance will be applied to the
New Hire Case.

Cancel Save

Note: The Trainer can select a

completion status of “Partial

Attendance” and indicate in the

notes the reason (“Has a family

emergency”, etc.). DO NOT ENTER

ANY MEDICAL INFORMATION.

Trainers can also select “No Show”

status to indicate that the new hire

did not show up to the training

session.

Separate action can then be taken
to either close the new hire case
due to separation or reschedule a
new training session.
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I ————————————————
Prepare for Shadow Day, First Day on Job
Navigation: Home > To-Do > Prepare for Shadow Day

How to prepare for the new hire’s shadow day, where applicable.

You can prepare for the new hire’s shadow day through the HR Onboarding Pilot.

Important Step Visual Aid

1. (When logged in and with the New HR Onboarding: Jia Saloni
Hire Case open). Navigate to a
“Prepare for Shadow Day with New
Hire” To-Do on a New Hire Case.

HRRep

Note: You will first need to click on Tskelofos Aty Atachments
the activity set that the to-do
belongs to. The “Prepare for

Shadow Day with New Hire” to-do Welcome ew e o the Uty
belongs to the Week 1 activity set. Do L1 0 @aQp | Qe <>

Prepare for Shadow Day with New Hire

Note: Shadow Day tasks are
optional. If not applicable to specific Prepare fo Stadow Day with Hew Hir New Hire Intro to Unit Checklist
New Hire, they do not need to be SECTION T Gormrlematen

Employee Name:

" . Prepare for New Hire a

completed within the Pilot system e

Unit Name & Finance:

Schedule Initial Meeting with Superv... Effective Date:

2. View on screen or download the Shadow Day Date:

First Day in Unit Date:

Shadow Day Checklist.

SECTION 2 - Management Process Checklist (nts and dain sac

PART A - The Shadow Day
Preparation for Shadow Day — Postmaster / Manag
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I ————————————————
Schedule a Probationary Review

Navigation: Home > New Hire Case
How to schedule a probationary review.
Supervisors can schedule their probationary reviews through the HR Onboarding Pilot.

Important Step Visual Aid

(When logged in and with the New . - .

Hire Case open). Navigate to a SCnec = ikl eeting With Supensar

“Schedule [initial, 30, 60 or 80-Day] Minchments  Hisbory CrAskaQ
Meeting with Supervisor” To-Do.

Note: You will first need to click on HRT0004944 Schedule Initial Meeting with Supervisor
the activity set that the to-do Schedule Initial Meeting with Supervisor

belongs to. The “Schedule Initial

Meeting with Supervisor” to-do * Enter Meeting Time:

belongs to the Week 1 activity set. =

RCAs/ARCs will be excluded from * Duration (Enter time in Minutes):

the scheduling and completion of an Range: 10- 120

automated PS Form 1750

evaluations at the 30, 60, and 80- * Location:

Day reviews. They will continue to
be evaluated using the same process
used today and their reviews will
not be captured within the HR
Onboarding Pilot tool.

(ﬂ"(-fl Sa...t m

1. Fill out the details of the review and
click Submit

Select a Date

Select a Time

Set duration (minutes)
Select Location

10
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Prepare and Conduct Probationary Review
Navigation: Home > New Hire Case
How to prepare for and certify that you conducted a probationary review for a new hire.

You can complete the probationary form and then certify that the probationary review was conducted all
through the HR Onboarding Pilot.

Important Step Visual Aid
1. (When logged in and with the New

HR Onboarding: Jia Saloni Actions =
Hire Case open). Navigate to a
“Enter ratings and generate 30-day P " “ @ o

Jia Saloni NH HR Representati NH Training Lead

review form” To-Do on a New Hire
Case. '

Tasks/To-Dos Activity Attachments
Note: these same steps apply for
initial, 30-day, 60-day and 80-day ¢ oo
reviews. This guide will use 30-day " Atschmerin  Hiory Rk Question

Conduct 30-Day Revie:
erdue 48 days

e e HRT000437 30 Day - 1750 Form

as an example.

RCAs/ARCs will be excluded from

the scheduling and completion of an Schedl 0 day e *Pay Location

automated PS Form 1750

evaluations at the 30, 60, and 80- * Factor Rating: Work Quantity

Day reviews. They will continue to e e et st st e
be evaluated using the same process Helem prctve s o meshen compicgsgment.

used today and their reviews will

not be captured within the HR
on boa rding Pi |0t t00| . * Factor Ratlng: Work Quality
Examples of Satisfactory Performance Levels:

Makes few errors or mistakes.

Performs work which meets the expectations of the position,

2. Complete the 30 Day — 1750 form

Works in a careful, slert, and conselentious manner ko ensure the accuracy and completeness of the
work performed.

11
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3. Verify that generated report

matches the values you entered.

You can print this form to aid in
conducting the review.

UNITED STATES Employee Evaluation and/or Probationary Report
POSTAL SERVICE . (See Instructions on Reverse)

1. Employee's Name (First, MI, Last) 2. Employee Social Secunty Number

Jia Saloni 061359902

3 Twe 4 Pay Location |5 Appontment Date 6 Date

City Carrier Assistant 2 123 2021-05-07 |2021-08-05

7a_ Complete 30 Day Repori By, |88, Compiete 60-Day Repor By, |Da_ Complete B0-Dary Report By Complate Year End Report By.
2021-06-05 2021-07-05 2021-07-25 2022-05-06

Tb. Erter Facior Ratng (0. S. U, NO) |85, Enter Facior Rateg (0. 5. U NOJ| 96, Emr-eumﬁvto,s,u.noilvoo Enter Factor Raing (O. 5. U. NO)
2A0eO0cS 0OeSeS|a_e_c_o_e_¢_|a_8 c_o_e_ ¢ _|a_8_c_o_€_F

7c. Employoe's insais 8c Employea's inftais 8¢ Employee's intials 10c. Employce's initials

11 Supervisor's and Date (End of Period or Year | 12 Employoe s Signature and Date (Does Not Indicate Agreement)
Listed below ate the factors on which you are 10 evaluate the employee. Next 10 each facior are examples of behaviors that woukd descride
performance at the SATISFACTORY lovel. These are provided as points for above e

performance described at the SATISFACTORY level would be rated OL while below the SATISFACTORY level
-ounn-nn-dumccEPrAue Ploase indicate your rating of OUTSTANDING. SATISFACTORY, or UNACCEPTABLE for each factor by enterng
the appropriate letters (O. S, or U) in the boxes in #ems 7b through 108, I you have not observed how this person performed on a given factor, o if the
factor is not relevant 10 the POSION Which yOu ace fating. enter "NO™ (NOT OBSERVED)

O = OUTSTANDING S = SATISFACTORY U = UNACCEPTABLE NO = NOT OBSERVED

Factor of Y Levels

A~ Work Quantity W Works at @ sulliciont Speed 10 Keep Up With the amount of work reqURed by the position.
@ Accompinhes tasks <1 an eMcent and trnely Mannes

B. Work Quality ® Makes few ecTors or mistakes.

B Performs work which meets the expectations of the posiion.

® Works in & careful. slert. and conscientious manner 5o ensure the accuracy and completeness of the work performed.
C. Dependability -cC work without Supervision

® Takes responsitslity for completing his/her own work.

& Reports to work on time.

- mﬁm-—hﬁzm

D. Work Relations B Maintans pOstive working relationships with others.

® Works harmoniously with others in getting the work done.

- wol wan and ofers with whoen he/she comes info contact.
E. Work Methods B Handles eqUIPMENt ANA/Or Work Materals N an APEropriate MAannNor

F. Personal Conduct W Conducts himselliherselfl in & Manner AHIORNAtE 10 the work settng,

- an for the position.
- D & posiive Soward work. . and
- D - 1o handie o

® Demonstrates flexibiity in moving from one task 1o another as needed.
Have Expectations Been Jointly Discussed?

@ Yes 0 No Intials.
(Supenisors  [Empioyee)
Would You This Person for or Rohire?
& Yeos O Ne Intials:

Plaase Expiamn or PIovioe AJGECnal Comments Delow.

PS Form 1750, August 1994 1 - Forward to Designated Postal Official
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4. During or after conducting the
probationary review, navigate to the
“Conduct 30-Day Review” to-do (or
similar to-do depending on the
particular review you’'re
conducting).

HR Onboarding: Jia Saloni

NH Supervisor NHHR Representative

Tasks/To-Dos Activity Attachments

Note: You will first need to click on
the activity set that the to-do
belongs to. The “Conduct 30-Day
Review” to-do belongs to the Day 30
activity set.

Conduct 30-Day Review

Attachments History QAsk a Question

NGy HRT0004951 Conduct 30-Day Review

Conduct the 30-day review with your New Hire, Review the PS form 1750
(probationary form) and discuss the rating that have been provided against all
factors on job performance to-date. Obtain acknowledgement from the New
Hire or indicate a refusal to sign

5. Fill out the Conduct 30-Day Review
form and click “Submit”

Note: Your next step should be
scheduling the next review. Did this New Hire sign the 30-Day review?

Yes, this New Hire has signed the 30-Day review,

No, this New Hire refused to sign the 30-Day review.

13



User Guide
HR Onboarding Pilot

- @@ |
Close a New Hire Case

Navigation: Home > New Hire Case > Action Menu > Close Case
How to close a new hire case.

The HR Onboarding Pilot allows Supervisors and other users to close new hire cases.

Important Step Visual Aid
1. (When logged in and with the New oo St =
Hire Case open). Select the Actions cloe onosrdng cae
B Send Email
dropdown menu located on the « e 5 e e rresantave W) o e resgnsupervser
right side of the New Hire Case title, | & . | PasTanmeied
which states “Close Onboarding
Case”. The Close Case dialog will
open. Close Case *

Only proceed with taking the action if:

1. You want to stop the New Hire's Onboarding or the probationary period for this New Hire has
ended.

2. You want to close the Onboarding case.
If you are closing this case due to separation...
This will not initiate a Separation request, follow the appropriate process outside this system to

ensure the New Hire is removed from Rolls. Instructions for processing separations can be found
at https://blue.usps.gov/hr/hrssc-info/separations/

Reason for Closing Case:

Voluntary Separation - New Hire Initiated v

Additional Notes

Last day worked: 7/30/2021

confirm that a separation request has been initiated outside this system per the
B2 | confirm that a separation request has been initiated outside this system per the USPS
guidelines, these details look correct and this onboarding case will be closed.

Cancel OK

2. Inthe “Reason for Closing Case”
dropdown select a reason then
provide additional high-level notes if

“Other” is selected (example Pick One
“ . » Voluntary Separation - New Hire Initiatad
DUpllcate record ) Involuntary Separation - Employer Initiated

Reason for Closing Case:

Pick One v

Probationary Period Has Ended

14



User Guide
HR Onboarding Pilot

3. Check the “confirm closure”
checkbox and click “Close Case”. The
case will close.

I confirm that a separation request has been initiated outside this system per the USPS
guidelines, these details look correct and this onboarding case will be closad.

Cancel

OK

15
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I ——————————————————————
Submit a Support Request

Navigation: Home > Submit Requests
How to submit a support request.
You can submit a support request to get help or report an issue through the HR Onboarding Pilot.

Important Step Visual Aid

2. (When logged in). Select “Support DRI oot ez [ =
Requests” navigation dropdown
then select “Submit a Support

Submit a Support Request

My Support Requests

Request”
3. Fill out the HR Portal IT Support
Request form with the following :iiiﬁﬂitﬁ?ort Request
details:
e Your district P
e Your role (or the role " supporype
needing support) o
e The user this request is o:w
being opened for (yourself * ShortDescrpion
or another user) ‘“”““f“e‘””"““"“"
e Ashort one sentence
description
e Alonger description of the P
issue/question with more

detail.
Note:
You can review the status of an
existing request by selecting “Support
Requests” navigation dropdown then
selecting “My Support Requests”

16
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I ——————————————————————
View Active HR Cases and Active To-Do Reports

Navigation: ServiceNow > Dashboard and Reporting
How to view reports through ServiceNow interface.
You can view Active HR Cases and Active To-Do Reports for the HR Onboarding Pilot.

Important Step Visual Aid

1. (When logged in and on the home
screen). Click the “View All Reports”
icon to view reports

Welcome, NH
You'l find what you need right here

Note: HR Onboarding Pilot fulfiller
users (Supervisors, Trainers, HR
Representatives) can create their
own reports and share the report
with specific users and/or groups.

= B3 Active Onboarding Cases and To-Dos +

2. View the Active HR Cases report

Empinges Efectiva Dats sssigrats Actie Cases Gt

Metrics 43

e Active Cases Count (Number) ' o =
e (Cases by HR Service
e HR Service Table

e Onboarding Cases by Activity

W e orbmrtrg 2 ez B WA Qe A L G55

T HROnbaarding Cases by Actity St 7 RCAIRRE Cases by Activity Set

e RCA/ARC Cases by Activity Set
e All Active Cases

[EITe———
- s 8

[EIP———

D) MBI Sedy  datheGanhln ASHSTANT SVBA CASRIER ARC] 25041 Ty STATON 17178 ety 1R Enbsanting ABCECA Ere Boardieg maLar 21 s

e District —_— SIS —
e Employee Effective Date
e Assigned To

e Due Date

17
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I ——————————————————————

3. View the Active To-Dos report e R e

Metrics/Reports e s
* Active To-Dos That Have Started
e All Active To-Dos

" Active TaDas

Filters = R
*  District e e
*  Employee Effective Date o e

© s

e Assigned To i
* Due Date N
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L I —
Sending an Email to Another System User Through ServiceNow

Navigation: Home > New Hire Case > Sending an Email
How to send an email through the HR Onboarding Pilot to another system user.

You can send an email through the HR Onboarding Pilot to another system user.

Important Step Visual Aid
1. (When logged in and with the New
Hire Case open). Click the Actions ‘ Actions = ‘
dropdown menu. Then select “Send —
Email”. Close Gnboarding Case
Send Email
Training Rep
5C Training Lead Reassign Supervisor

Reassign HR Representative
:ation

137-CHAPPELLS-1357657 Reassign Training Lead

2. Fill out the Compose Email form. ompsse el Senieetien - GosaleChreme B
s ent.c P e= sy vs.id=6a9a143 571 2 cb49
You can use the ”Quick Messages” # quspsonboarding.servicenowservices.com/email_client.do?sysparm_table=sn_hr_le_case8sysparm_sys_id=6a9a14301ba57010e24cc915624bcbd9
dl"OdeWn in the top—rlght tO SeleCt Compose Email Quick Messages = —Select to Insert — \d &m
a template message. Replyto
To SC Training Lead; Add Recipient
Cc SC Supervisor; Add Recipient
Beco Add Recipient
Subject HRCO001309 - HR Onboarding: Doing Great!
Attachments
B I U # Verdana ~  opt ~ @~ A~ B~ & P2 N B o
E == =-E-H

I just wanted to let you know that they have been doing a fantastic job! A+ hire|
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I ——————————————————————
Update a New Hire Case Notes

Navigation: Home > New Hire Case > Activity Tab
How to update New Hire Case notes.
You can update New Hire Case notes through the HR Onboarding Pilot.

Important Step Visual Aid
1. (When logged in and with the New
. . .o HR Onboarding: Gerardo Li Actions »
Hire Case open). Click the Activity .
tab.
New Hire Supervisor HRRep Training Rep
Gerardo Li = SC Supervisor e 5C HR Reprasentative & 5CTraining Lead
Effective Date Employment Type Pasition Location
2021-10-19 Non-Career Employee MAIL HANDLER ASSISTANT 28037-CHAPPELLS-1357657
Tasks/To-Dos Aﬁachnens
2. Typein your message in the
. HR Onboarding: Gerardo Li Actions =
message bar and click Post. You can ¢
also attach items to an Activity note.
. New Hire Supervisor HRRep Training Rep
FOI’ example, a Tralner and & GerardoLi * SC Supervisor . SCHR Representative m. SC Training Lead
Supervisor might use these notes to EFecieDse Emploment Toe Postin Lt
. . .. 2021-10-19 Non-Caresr Employze MAIL HANDLER ASSISTANT 29037-CHAPPELLS-1357657
coordinate on rescheduling training.
Tasks/To-Dos Activity Attachments
f pe your message here.. ’ Post &
SC Training Lead Qjustnow . Additional comments
. Messages posted en the activity tab will be saved to the case notes and can be seen by all user types!
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Onboarding Activities & Activity Sets

Activity Sets

These are groups of activities that are either
performed by the system or the user throughout
their onboarding process. Below is a key identifying

the types of activities.

o

Automated activity performed by the HR

Onboarding Pilot system

B Manual activity performed by the user

A

The New Hire will not log
into the HR Onboarding
Pilot tool, rather
information pertaining to
key Probationary period
activities will be provided
via email to their Personal

email address.

New Hires will only
receive emails before
their effective date.

Notification email sent by the HR Onboarding Pilot system

RCAs/ARCs will be
excluded from the
scheduling and
completion of an
automated PS Form 1750
evaluations at the 30, 60,
and 80-Day reviews. They

will continue to be
evaluated using the same
process used today and
their reviews will not be
captured within the HR
Onboarding Pilot tool.

» Activity performed outside the system (included for reference - not all external activities shown)

Pre-Boarding Activity Set

Below are activities in this activity set for each type of user in the HR Onboarding Pilot.

New Hire (i)

HR

Supervisors

Trainers

New Hire is sent a
Welcome Email

A

o

New Hire Records
created in Service Now

A

Supervisor is copied
on the Orientation
and other training
notification email(s)
sent to the New Hire

B Coordinate with
HR/Supervisor to
schedule New Hire
for Orientation and
other required
training

New Hire is sent an
Orientation
Notification email so
they can prepare for
Orientation

Coordinate with LDD
Trainer/Supervisor to
schedule New Hire for
Orientation and other
required training

Contact New Hire
regarding job
requirements
including work hours,
days off and
approximate number
of hours per week

New Hire is sent other
required training email
notifications

Book travel/lodging for
New Hire Orientation
(if new hire must drive
more than 50 miles to
the training site)

Enter Report to
Unit/Duty Station
Details

New Hire receives
travel and booking
info (if required to
drive more than 50
miles to training site).
Sent manually.

» 0

© Automated

B8 Manual

A Notification

> External
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Day 1 (of Orientation) Activity Set
Below are activities in this activity set for each type of user in the HR Onboarding Pilot.

New Hire (i)

HR

Supervisors

Trainers

Report to Welcome
to the USPS
Orientation

HR is sent an email
notification if the
New Hire does not
report to Welcome
to USPS Orientation

Supervisor is sent
an email notification
if the New Hire does
not report to
Welcome to USPS
Orientation

| Trainer reports

Welcome to the
USPS Orientation
Day 1 “No Shows”

Begin Welcome to
the USPS
Orientation

If New Hire does not
report for
Orientation, HR may
Notify HRSSC to

Coordinate with
Trainer to schedule
Shadow Day with
New Hire, where

B Capture Welcome

to the USPS
attendance and
time

remove New Hire applicable.
from Rolls
© Automated B8 Manual A Notification > External
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Week 1 Activity Set
Below are activities in this activity set for each type of user in the HR Onboarding Pilot.

New Hire (i)

HR

Supervisors

Trainers

Complete and Sign
Onboarding forms

File Onboarding
Forms from PEDC
Trainer

Enter New Hire's
time into the Time &
Attendance
Collection System
(TACS)

» Trainer facilitates

New Hire training

Get ID Badge
Picture taken

Notify HRSSC
Onboarding forms
are available for
upload to eOPF

Prepare for New
Hire's First Day in
the Unit/Duty Station
(checklist)

Trainer assists New
Hire with completion
of onboarding forms

Complete and Sign
Oath of Office form

Welcome New Hire
to Unit/Duty Station
(checklist)

» Trainer takes ID

Badge Photo

Complete Driver
Training (if
applicable)

Prepare for Shadow
Day with New Hire
(checkilist), where
applicable.

Capture attendance
and time (daily) for
required training

New Hire is sent an
email regarding day
1 at Unit

Schedule Initial
Probationary Review
meeting with New
Hire

» Trainer sends New

Hire Timecard to
Unit Supervisor

Report to Unit/Duty
station (PSE/MHA)

» Trainer updates

Training in HERO to
identify which
training courses
have been
completed

Participate in
Shadow Day (if
applicable)

» Trainer mails

completed hard copy
Onboarding Forms
to HR

© Automated

B Manual

A Notification

> External
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Week 2 Activity Set
Below are activities in this activity set for each type of user in the HR Onboarding Pilot.

New Hire (i)

HR

Supervisors

Trainers

Complete 4-day
Rural or City Carrier
Academy Training (if
applicable)

File Onboarding
Forms from PEDC
Trainer

Enter New Hire’s
time into TACS

» Trainer facilitates

New Hire training

Complete Sales and
Services Associate
(Window) Training
(if applicable)

Notify HRSSC
Onboarding when
forms are available
for upload to eOPF

Supervisor sent an
email reminder prior
to Initial
Probationary Review
meeting

B Capture attendance

and time (daily) for
required training

Report to Unit/Duty
station (RCA/CCA)

Conduct Initial
Probationary Review
meeting with New
Hire

$ Trainer sends New

Hire Timecard to
Unit Supervisor

Complete On the
Job Training (OJT)
(if applicable)

Supervisor sent an
email reminder to
schedule the 30-Day
Review

» Trainer updates

Training in HERO to
identify which
training courses
have been
completed

Participate in Initial
Probationary
Review meeting

Schedule 30-Day
Review w/ New Hire

» Trainer mails

completed hard
copy Onboarding
Forms to HR

© Automated

B8 Manual

A Notification

® External
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30-Day Activity Set
Below are activities in this activity set for each type of user in the HR Onboarding Pilot.

New Hire (non-RCA/ARC) HR Supervisors Trainers
> Participate in 30- A HRissentanemail |B  Enter ratings and No Activities
Day Review notification if the generate 30-Day
New Hire is not review form (PS Form
recommended for 1750)
retention following
their review
»  Acknowledge 30- % If New Hire is not »  Conduct 30-Day
Day Review recommended for Review w/ New Hire

retention, remove
from rolls per
Supervisor
recommendation

> Complete additional | ;A HRSSC is sentan B Acknowledge review

training (if required) email notification if was held and indicate
the New Hire’s case whether employee
is closed in Service signed
Now
> New Hire receives > File hardcopy form
Written Notification until next review
if released

A Supervisor sent an
email reminder to
schedule the 60-Day
Review

B Schedule 60-Day
Review w/ New Hire

B Close case due to
separation if New Hire
is not recommended
for retention

© Automated B8 Manual A Notification > External
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60-Day Activity Set
Below are activities in this activity set for each type of user in the HR Onboarding Pilot.

New Hire (non-RCA/ARC) HR Supervisors Trainers
> Participate in 60- A HRissentanemail | & Enter ratings and No Activities
Day Review notification if the generate 60-Day
New Hire is not review form (PS Form
recommended for 1750)
retention following
their review
® Acknowledge 60- > If New Hire is not » Conduct 60-Day
Day Review recommended for Review w/ New Hire

retention, remove
from rolls per
Supervisor
recommendation

»  Complete additional | ;i HRSSC s sentan B Acknowledge review

training (if required) email notification if was held and indicate
the New Hire’s case whether employee
is closed in Service signed
Now
> New Hire receives > File hardcopy form
Written Notification until next review
if released

A Supervisor sent an
email reminder to
schedule the 80-Day
Review

B Schedule 80-Day
Review w/ New Hire

B Close case due to
separation if New Hire
is not recommended
for retention

© Automated B Manual A Notification > External
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Below are activities in this activity set for each type of user in the HR Onboarding Pilot.

User Guide
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New Hire (non-RCA/ARC) HR Supervisors Trainers
> Participate in 80-Day A HRis sent an email Enter ratings and No Activities
Review notification if the generate 80-Day
New Hire is not review form (PS
recommended for Form 1750)
retention following
their review
»  Acknowledge 80-Day If New Hire is not Conduct 80-Day
Review recommended for Review w/ New Hire
retention, remove
from rolls per
Supervisor
recommendation
»  Complete additional A HRSSCsentan Acknowledge review
training (if required) email if the New was held and indicate
Hire’'s case is whether employee
closed in Service signed
Now
» New hire receives a A HRis sentan email Mail HR complete
copy of Form 1750 when the New Hire forms & provide copy
Page 2 case is closed to New Hire
»  Probationary Period Notify HRSSC when Close case due to
Ends Probationary forms separation if New
are available for Hire is not
upload to eOPF recommended for
retention
> New Hire receives Supervisor sent an
Written Notification if email when the New
released Hire case is closed

© Automated

B8 Manual

A Notification

> External

27




	HR ServiceNow Onboarding Pilot Project_Mills_09.07.2021
	HR Coordinator_Education_Session_v2
	HR_Rep_Education_Session_v3
	Supervisor_Education_Session_v3
	Trainer_Education_Session_v3
	HR ServiceNow Onboarding Pilot User Guide

