Talent Tip

Human Capital Services
Talent Acquisition

ONBOARDING SECTION OF AN OFFER CARD

There are four parts to the Onboarding Section when completing an offer card. These fields
determine what onboarding tasks are necessary and who has access to view the tasks.
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1) Onboarding Form — Select the appropriate onboarding form from the dropdown list. Most of
the offers will use the Hire Form. The other option is Hire Form — Athletics.

2) Onboarding Workflow — Select the appropriate workflow for the candidate. This field
determines the tasks to be completed by the candidate and the onboarding delegate as part
of the onboarding process. For more guidance on which workflow to choose, reference the
PageUp User Guide — Managing Offers and check out pages 5 through 7.

3) Reports to Manager — This field is typically the supervisor of the position being hired. Type in
the supervisor's name and click on the binoculars. Their email address should populate.

4) Onboarding Delegate - The onboarding delegate is the individual who is responsible for the
hire paperwork for the candidate. In most cases, this is the designated HCS Liaison for the
department or college.

If you have questions, please contact your Talent Acquisition Strategic Partner.
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https://www.k-state.edu/hcs/tools/managers/recruitment/ats/pageup_guides/Managing_OffersV9.pdf
https://www.k-state.edu/hcs/about/staff.html

