QRG - Complete Preboarding & Onboarding Core People

Journeys Processes

Overview

This guide defines the steps to compete your pre and onboarding tasks.

There are several tasks you are required to completed prior to and your start date to ensure
Downer provides the best onboarding experience to you.

Business rules
e You must complete your preboarding tasks before your first day.

e Contact your direct manager for more detailed support.

Related policies & tools

e Getting Started with My Downer Apps (Mobile)
e Getting Started with My Downer Apps (Mobile-PC)
¢ ORG — Getting Started with HRCore (Frontline)
e ORG — Getting Started with HRCore (Staff)
o Available to staff-based employees once onboarded

Tasks
Use this option when...
1 Complete your preboarding you need to complete your preboarding tasks prior to
journey tasks commencing with Downer.
2 Complete your onboarding you need to complete your onboarding tasks from your
journey tasks commencement date.
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https://downergroup.sharepoint.com/:b:/r/sites/bsc_portal/Shared%20Documents/Knowledge%20and%20Training%20Portal/HRCore/QRGs%20-%20Employees/CPP%20QRG%200.1%20Getting%20Started%20with%20MDA%20Mobile.pdf?csf=1&web=1&e=ZaJMNL
https://downergroup.sharepoint.com/:b:/r/sites/bsc_portal/Shared%20Documents/Knowledge%20and%20Training%20Portal/HRCore/QRGs%20-%20Employees/CPP%20QRG%200.2%20Getting%20Started%20with%20MDA%20Mobile-PC.pdf?csf=1&web=1&e=GJ3P7k
https://downergroup.sharepoint.com/:b:/r/sites/bsc_portal/Shared%20Documents/Knowledge%20and%20Training%20Portal/HRCore/QRGs%20-%20Employees/CPP%20QRG%200.3%20Getting%20Started%20with%20HRCore%20(Frontline).pdf?csf=1&web=1&e=dK9TRO
https://downeritadtl.service-now.com/ourdowner?id=kb_article_view&sys_kb_id=9e1cd815c34c86d019d7f06dc001311b
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1 Complete your preboarding journey tasks

Important:
e For further information on task requirements, contact your Hiring Manager or
the contact listed below the journey task.
e Ifataskis incorrectly complete, ask your Hiring Manager to reopen the task, so
you can action it again.

1. From the main toolbar, s o

select My Team.

2. Select the Journeys app to - ti ) =
display your outstanding L M
Directory Journeys Career and Personal Opportunity
taS kS . Performance Information Marketplace

Note: Alternatively, view your
outstanding tasks from your
HRCore or email notifications.

3. Select the Preboarding tile
to begin your journey.

Preboarding Onboarding Employment Conditions
Change

My tasks My tasks My tasks

8 of 9 Completed 1 of 2 Completed 0 of 1 Completed

4. To complete a task, click a ‘ Please provide PPE sizing
task name and review the S ——

instructions.
5. Respond to questions by

typing in the box provided

and click Done.
6. If alink takes you to another

Key policies to read prior to starting

Please read the following policies prior to your commencement

Miscellaneous

pag e, return to th e jO urn ey, B DG-IT-PO00S IT Acceptable Use Last updated by FUSION_APPS_HCM_SOA_APPID v
then click Done to confirm v e -
293MB
the task is completed.
EE—EEES"—E;?OOZ Standards of Last updated by FUSION_APPS_HCM_SOA_APPID 1
Note: Completed tasks display a = oGy e -
N 196.84 KB

green tick.

Done

Not Applicable
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2 Complete your onboarding journey tasks

Important: Your onboarding journey is assigned to you on your start date. Some tasks
may not be available to complete until a certain date. In this case, you will receive an
email notification when it’s time to complete them.

1. From the main toolbar, APPS o

select My Team.

2. Selectthe Journeys app to - . o °
display your outstanding L & I' M
Directory Journeys Caraer and Personal Opportunity
taS kS . Performance Information Marketplace

Note: Alternatively, view your
outstanding tasks from your
HRCore or email notifications.

3. Select the Onboarding tile
to begin your journey.

Preboarding Onboarding Employment Conditions
Change
8 of 9 Completed 1 of 2 Completed 0of 1 Completed
3. To complete a task, click a
task name and review the Tasks
instructions.
4. Respond to questions by 0 Online inductions
typing in the box provided
al"ld CIle DO n e \IJD\leI(ome to Downer - please go to Downer Learning to complete the inductions related to your position at

5. If alink takes you to another
page, return to the journey, Go to website
then click Done to confirm
the task is completed.

Done Not Applicable

Contact Info

Note: Completed tasks display a

green tick. Cofin Manager

Colin Manager@x Downergroup com

Onboarding Satisfaction Survey (Week 1)
Completed on 25-Jan-2024

Result

You have been completed your pre and/or onboarding journeys.
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