Greenhouse
Onboarding
Release
Notes

Paired with Greenhouse Recruiting,
Greenhouse Onboarding allows you

to build a new hire experience that
begins the moment you extend an offer,
providing a consistent transition from
offer letter to integrated team member.
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https://support.greenhouse.io/hc/en-us/articles/360021729772
https://www.greenhouse.io/onboarding
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RELEASED IN 2019 SO FAR

Bulk Onboarding

Add Task to Calendar
HRIS Integrations
3rd Party Tasks
Manager Permissions
Tokens in Tasks

Assign Dates
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PRODUCT FEATURE SHEET

GREENHOUSE ONBOARDING

Bulk Onboarding

By leveraging Bulk Onboarding, HR Teams are now easily

able to add a large volume of new hires to the appropriate

workflows.

Instead of manually adding new hires one by one, and clicking through the new hire

flow thousands of times, HR Teams can:

« Automatically process and convert multiple pending hires to employees at

one time

« Kick off Onboarding Plans for multiple hires with a few clicks, automatically

assigning the right tasks, documents, fields and Welcome Experience

This feature makes it even easier for ops folks and onboarding specialists to ensure

that new hires get a consistent and streamlined onboarding experience, receive

the information they need and get ramped up
as quickly as possible at scale. By automating
the process of putting new hires through the
appropriate onboarding in high volume, HR
Teams can focus on driving cross-functional
relationships, securing stakeholder buy-in on

people processes, and building an onboarding

culture that engages the new hire.

Learn more about Bulk Onboarding °

o) Q  Search Employees...

Pending Hires

Y Filter ~ ) search

View pending hires that have the following criteri Bulk Preview Onboarding Plans

I Wine Tasting, L les, Part-time (25) ling Pre
Wine Tasting, Napa Valley, Part time (5)
<<<<<<<<
Teapot Making, New York, Part-time (5)
Pinky Penguin Mar 09,2018
o Teapot Making, New York, Full-time (3)
Showing 25 of 75 Pending Hires Bojack Horseman Harts, 200
Teapot Making, Denver, Part-time (1)
Name Diane Nguyen Mar 09,2018
Pinky Penguin Mar 09,2018 -
e @  DianeNguyen Mar 09, 2018
Bojack Horseman Mar 09, 2018 Diane Nguyen Mar 09, 2018
Cheese Plater
Princess Carolyn Mar 09, 2018
Wine Taster IV
Diane Nguyen Mar 09,2018 Los Angeles Wine Tasting Bojack Part-Ti
Litterboxer Il
Wanda Pierce Mar 09,2018 Los Angeles Wine Tasting Bojack Part-Tim
Wine Taster |
Mister Peanutbutter Mar 09, 2018 Napa Valley Wine Tasting P
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https://support.greenhouse.io/hc/en-us/articles/360021729772
https://support.greenhouse.io/hc/en-us/articles/360029352891

PRODUCT FEATURE SHEET

GREENHOUSE ONBOARDING
Add Task to Calendar

With the Add Task to Calendar feature, individuals that are

a part of the onboarding process have another way to remind
themselves of what they need to do and when they need to
do it.

Instead of logging into Greenhouse Onboarding to view the
tasks assigned to them, the individual can easily see when
tasks are due, along with the task details (e.g. due date, who
the task is for, any content within the task) listed in-app,
simply by checking their calendar app.

. Edit Task %
Note that tasks will be added as all day
Silite i tas Task Category
events on the user’s calendar. e Build Relationships
Name
First Week Buddy Check-in Add Attachment
Who is responsible for this task?
. - . .o Task for
By creating the ability for the individual i -
Due Date Will Rubin
. . May 14, 2019 E Associate Technical Recruiter
assigned a task to add the task to their .
Details / Notes P —
Set up a 20-30 minute check-in with your buddy to see how their first week is Google « iCal » Outlook
ca le n d ar (G Oogl.e | Cal O UthO k) we are going. It might be nice to grab a cup of coffee or take a quick walk together!
allowing them to work the way they want to. -
Cancel Save and Close

Giving the task owner another way to remind themselves of the task that they are responsible
for outside of Greenhouse Onboarding helps improve chances that the task will not only be
completed, but completed on time. This results in a better experience for both the person

assigned the task and for the new hire being onboarded.

Learn more about Add Task to Calendar °

[EJ ONBOARDING


https://support.greenhouse.io/hc/en-us/articles/360021729772
https://support.greenhouse.io/hc/en-us/articles/360030824071

PRODUCT FEATURE SHEET

GREENHOUSE ONBOARDING

HRIS Integrations

Greenhouse Onboarding customers using either Namely or
BambooHR as their HRIS to manage benefits, payroll and
time off are now able to automate the flow of data from GHO
into Namely or Bamboo.

By syncing over information with a click of a button, they save
valuable time and remove the need for manual work.

Picture this: you’ve carefully crafted the

o

perfect onboarding experience for your new

Integrations

hires, from friendly pre-boarding touchpoints setings Ove uean T o

Data Flow

to their first crucial days on site. In that o E et et P s s P o

Location (New York and Austin)

process, you've asked the new hire to fill out

| Integrations Human Resource Management

some key information prior to their first day. I 0o —
£3?

Enabled Jan 12th, 2019

Enabled with these HRIS integrations, you're

ADP - Workforce Now

Request Info
Sync with ADP Workforce Now using ADP's HR + Payroll (System) Template

now able to automate the flow of data from

Bamboo HR

Onboarding Plan \‘b N
Enabledjan 12,2009 . Disconnec t

Greenhouse Onboarding into your system of
Singie Sign-on

record, giving you a head start on completing

OKTA

okta  sign in to Greenhouse Onboarding using single sign-on from Okta Requestl

your new hire’s profile, and reducing the Company nfo e

amount of manual work required.

Learn more about the Namely Integration °

Learn more about the Bamboo Integration °

B oNBOARDING



https://support.greenhouse.io/hc/en-us/articles/360021729772
https://support.greenhouse.io/hc/en-us/articles/360024254572
https://support.greenhouse.io/hc/en-us/articles/360021729772
https://support.greenhouse.io/hc/en-us/articles/360024812411-BambooHR

PRODUCT FEATURE SHEET

GREENHOUSE ONBOARDING

3rd Party Tasks

Using Greenhouse Onboarding’s 3rd Party Task System, any

onboarding stakeholder teams (e.g. IT, Facility Teams, People
Support) that use an external ticketing system are now able

to continue to use the systems they already know and love in
conjunction with Greenhouse Onboarding.

Teams can now: ey o o o N
+ Create tasks in an external third party oo

system by assigning Greenhouse

T Facilities

nnnnnnnnnnnnnnnnnnnnn

Onboarding tasks to a specific email used

Zendesk - Austin

rrrrrrr

by the ticketing system (e.g. itsupport@)

« Use Tokens in Tasks to make relevant Add New Task System

information available to the users oo

nnnnnnnnnnn

Email Address

completing the task, avoiding having to hunt

x+77307522585@mail.asana.com

down new hire information across multiple S S

| 3rd party Task system

systems (e.g. first name, last name, o \

department, manager, location)

Onboarding stakeholder teams are empowered to continue to use existing workflows in
third party task systems like JIRA, Asana, Trello, Zendesk and ServiceNow, while working
with GHO tasks. By ensuring GHO tasks work seamlessly with other systems, onboarding
stakeholders have visibility on what needs to be done and are more easily able to complete

the tasks assigned to them.

Learn more about 3rd Party Tasks °

[EJ ONBOARDING



https://support.greenhouse.io/hc/en-us/articles/360021729772
https://support.greenhouse.io/hc/en-us/articles/360022403771

PRODUCT FEATURE SHEET

GREENHOUSE ONBOARDING

Manager Permissions

The launch of Greenhouse Onboarding Permissions allows

hiring managers to easily create, manage and adjust

onboarding workflows for all their new hires.

Instead of having to ask the Greenhouse Onboarding Admin every time changes need

to be made to new hires workflows (not scaleable or efficient), hiring managers are

now enabled with:

« Ability to view, edit, and complete tasks
that have been assigned for their new hires

onboarding
- Ability to view E-signature documents

This feature empowers hiring managers to

set their new hires up for success from the
day the offer letter is signed. By expanding
permissions and allowing the hiring manager
more ownership and visibility over the tasks
assigned to all those involved with onboarding
their new hire, they’re able to more effectively
follow up if tasks are not completed, adjust
workflows as necessary and add tasks that

are relevant for their department or the role.

Permissions > Manager Additional Access

Manager Additional Access

‘‘‘‘‘‘‘‘‘‘‘

for Direct Repd

VH

Veronica New Hire
People Ops | People Operations, New York | Started or
veronica@newhire.com

lic  Admin  Tasks D

Create aNew Task

Showing 22 of 22 Tasks.

‘Add an Existing Task

@ nclude completed tasks Includ

Learn more about Manager Permissions °

[EJ ONBOARDING



https://support.greenhouse.io/hc/en-us/articles/360021729772
https://support.greenhouse.io/hc/en-us/articles/360021729772-Manager-Access

PRODUCT FEATURE SHEET

GREENHOUSE ONBOARDING

Tokens In Tasks

Instead of manually looking up a new hire’s manager,
department, and location in order to complete a task,

use tokens to pull custom field values for a new hire into
a task so that all the information you need is in one place.
For example, use the “Department” token to show the new
hire’s department in the body of the task.

Edit Task X

Complete this task Task Category *
Name * Details / Notes
Department Invites B 7 VY & Insert Token ~
Who is responsible for this task? Assign Add employee to Birthday
Barb Manager X > 7 days before du This is for the | De Cat Preferences
Date of Termination
Due Date
Department
OnStart Date ~ Jul 17,2018 . P
Dream Vacatiol ot
Details / Notes
| Attachments Email
B 7 Y & insertToken~ .

&) Require attachme Emergency Contact
Add employee to payroll provider
This is for the | Department: Design

P

' Require attachment to mark as complete

Delete Cancel Save and Close

Anyone who can edit a task can add a token for a custom field into the

body of the task.

[EJ ONBOARDING
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GREENHOUSE ONBOARDING

Assign Dates

Onboarding Plans are centered around a new hire’s start
date, but previously, not all pieces of the Greenhouse
Onboarding Plan could be assigned relative to the new hire’s
start date. By adding assign dates on E-signature requests,
and new hire emails, you can engage with your new hire on
the schedule you want, and make sure they are only seeing
specific content, like an 19, when it’s relevant.

Edit E-Signature Template X
Step 3 of 3

Add to Onboarding Plan m

Assign Date *

1 Day Before ¥ StartDate

Applies to new hires whose

Department matches * Finance g4
Location matches Any Location x
Employment Status x | Temporary -
matches

Other Criteria matches Any Other Criteria v

[EJ ONBOARDING




WHAT’S COMING

COMING SOON

GREENHOUSE ONBOARDING

Custom
Employment Status

Accurately representing your workforce o) et Fed
Is essential when building out custom o
Onboarding Plans. Employment Status |

today is a set list that includes full Coerstivn

Help Text (optional)

time, part time, intern, contractor and

Field Type
temporary. Single slect
Selection Options
L. . . Edit Single Select Options
Customizing Employment Status will give you
Order Display Name Integration Value @
more flexibility on how your new hires are 1 Contractor & Contractor
. . 2 Full-time Full-time
represented, and better accuracy when building
3 Intern Intern
out custom onboarding plans for your new hires. A | rarttime Parttime
5 Temporary Temporary
With Custom Employment Status, you’ll be able 6
7
to be more specific and provide more details, ,
like differentiating between hourly and salaried ’
10
contractors and full-time employees.
Field Group
Additional Information v

Corresponding GHR Field (optional)

v
Required for new hires and managers during welcome experience
() Field is sensitive and hidden in search results

Rules

Field will be present for new hires whose...
Department Matches

Any Department v

Location Matches

Any Location v

Employment Status Matches

Any Employment Status v

Other Criteria Matches

[EJ ONBOARDING

Any Criteria v




WHAT’S COMING

COMING SOON

GREENHOUSE ONBOARDING

Other Criteria

A core part of the Onboarding Criteria, Other Criteria is the
data that drives automation in Greenhouse Onboarding.

As it stands today, Other Criteria cannot be received from
Greenhouse Recruiting, requiring HR teams to manually edit

new hire records before processing them.

We'll be opening up Other Criteria so that any field can be considered Other Criteria.
This will allow Greenhouse Onboarding users to gain value from Greenhouse Recruiting,
and make Onboarding Plans more powerful by letting you be more specific about your

onboarding plans.

Food Allergies

Display Name *

Food Allergies

Help Text
Field Type *

Short Textbox &
Field Group *

Additional Information N

Corresponding GHR Field (optional)

Select... 2

() Required for new hires and managers during welcome experi
(] Field is sensitive and hidden in search results

Available for Onboarding Criteria

B oNBOARDING




We Value Your
Feedback

We are always looking to work with

companies to gain feedback to guide
our roadmap and future releases. To
get more involved in the Greenhouse

development process:

« Subscribe or “Follow” Greenhouse
Release Notes in the Help Center ()

« Join the Greenhouse Ivy League
advocacy program ()



http://go.greenhouse.io/advocacy-opt-in
https://go.greenhouse.io/unsubscribepage.html

