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Guide to Completing the New Employee Step for Onboarding 
The last step in the hiring process is known as Onboarding. During Onboarding, we ask you to provide more information 
so we can complete your hire into your new position. The process is completed online and takes approximately 30 
minutes, depending on your requirements.  

This guide shows the process from beginning to end and includes examples of all screens that will display for a new 
employee. If you are an internal employee who is transferring from your existing position into another, you will only see 
screens that apply to your individual requirements, based on your employment situation. 

Note: Content that displays in the Onboarding system and related documents is subject to change. This will not impact 
the usefulness of this guide.  
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Candidate Email Notification 

When you are eligible to complete the Onboarding process, you will receive an email.  

• Click the Begin Onboarding link in the email to access the Onboarding system.   

Example email 
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Create your Password and Security Question Panel 

In this panel, you need to: 

• Create a password that is unique to the Onboarding system to complete and electronically sign your 
documents. Your password will be required in the event you need to log back into the Onboarding system. 

• Select a security question and enter the answer. If you forget your password, you will need to answer the 
security question.  See how to Reset Your Onboarding Password in the event you need to reset your 
password. 

 

Instructions:  

1. Enter your password in the Password field. 

2. Re-enter your password in the Re-Enter Password field.  

3. Select a security question from the Security Question menu.  

4. Enter the answer for your security question in the Security Answer field.   

5. Click the Start Employee Wizard button to begin your Onboarding. 

 

Tip: You can click the  symbols for additional help with your password and security question. 

 

 

https://sharedhealthmb.ca/files/sf-reset-onboarding-password.pdf
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Welcome to Manitoba Health Care Onboarding Panel 

This panel provides an explanation of the steps that are part of the Onboarding process.  

• You must click the Notice – Protection of Privacy and the Collection of Personal Information link to open and 
read the document (document opens in a new browser window). A checkmark will appear in the box. 

Note: You can click the link at the bottom section of the screen to read more about completing any security 
checks that have been requested. 
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New Hire Information Panel  

This panel displays information about you.  

• Review the information to ensure it is accurate and make edits if required.  

Note: Fields that are greyed out cannot be edited. If information in any of the greyed out fields is incorrect, please 
contact the Service Desk at 204-940-8500 and select option 5 for HR Shared Services. 
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Spouse and Dependents Panel 

This panel provides information about your spouse and/or dependents (if applicable). 

• You must click the Eligible Dependent Children Definition and Marital Status Definition links to open and 
read each document (documents open in a new browser window). 

• Select the Family Status and Marital Status that apply to you.  

Note: If you select something other than Single, you will be asked to complete additional (mandatory) fields. 
Refer to the next two pages for examples. 
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Spouse and Dependents Panel (continued) 

Family Status 

If you selected Family as your Family Status, you will be asked if you have eligible dependent children: 

• Select Yes or No  

 

• If you selected Yes, you must indicate the number of eligible dependents using the drop-down menu: 

 

• For each eligible dependent, you must complete the additional (mandatory) fields:  
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Spouse and Dependents Panel (continued) 

Marital Status 

• If you selected Married as your Marital Status, you must complete the additional (mandatory) fields: 

 

• If you selected Common-Law as your Marital Status, complete the additional (mandatory) fields:  
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Spouse and Dependents Panel (continued) 

• If you selected Separated/Divorced as your Marital Status, complete the additional (mandatory) fields:  
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Employment Equity Survey Panel 

This panel asks questions related to diversity.  

• For each question, select a response from the drop-down (i.e. Prefer not to answer / Yes / No). 

 



SuccessFactors How-To  

2024-05-09  13 

Emergency Contact Information Panel 

This panel collects your emergency contact information.  

• Complete all fields. 
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Conflict of Interest Declaration Panel 

This panel provides and collects information about conflict of interest and industry relationships. 

• You must click the Conflict of Interest and Industry Relationships links to open and read each document 
(documents open in a new browser window). A checkmark will appear in each box. 

• Select Yes or No  (No is selected by default). 

Note: If you select Yes, you will be asked to provide (mandatory) details. See example below. 

 

• If you selected Yes, provide a description of your conflict of interest in the Conflict Information field.  
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Conflict of Interest Declaration (Continued) Panel 

This panel collects conflict of interest-related information that applies to all representatives.  

Review each statement and make a selection from the options.  

Note: this panel does not apply to (and will not appear for) Shared Health employees.  

• If you select Other for either statement, you will be asked to specify in an additional (mandatory) field. See 
example on the next page. 

• If you select Clinical Staff for the second statement, you will be asked to specify a group. See example on the 
next page. 
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Conflict of Interest Declaration (Continued) Panel (continued) 

• If you selected Other for either of the statements, you must specify in the additional (mandatory) field.  

Note: the panels on this page do not apply to (and will not appear for) Shared Health employees.   

 

 

• If you selected Clinical for the second statement, you must make a (mandatory) selection from the additional 
options to specify.   

Note: If you select Other from the additional options, you will be asked to specify in an additional (mandatory) 
field.  
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Direct Deposit Information Panel 

This panel collects your direct deposit information.  

• Select Yes or No 

 

• If you select Yes, you must complete the additional (mandatory) fields and upload an image of your void 
cheque in .jpeg or .pdf format.   

Tip: The Bank Institution number is three digits, and the Bank Transit number is five digits. 
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Canada Personal Tax Credits Return Form TD1 Panel (1/9) 

This panel provides information about completing your Federal TD1 form. The Federal TD1 form is completed over 
multiple screens. 

Note: Any questions about completing your Federal TD1 should be directed to the Canada Revenue Agency. 

 

 

 

https://www.canada.ca/en/revenue-agency.html
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Canada Personal Tax Credits Return Form TD1 Panel (2/9) 

• If you select the More than one employer or payer at the same time checkbox, the screens to complete lines 
2 through 12 of the TD1 will not appear. The system will automatically populate “0” as the Total Claim 
Amount on your form, regardless of the dollar amount entered in Line 13 Total Claim Amount field. 

Note: The WRHA legal entity is considered one employer and is comprised of the following:  

• Churchill Health Centre 

• Deer Lodge Centre 

• Golden West Centennial Lodge 

• Grace Hospital 

• Medical Remuneration 

 

• Middlechurch Home of Winnipeg 

• Pan Am Clinic 

• River Park Gardens 

• Victoria General Hospital 

• Winnipeg Regional Health Authority – corporate 
programs / community health services 

 

Note: The Shared Health legal entity is considered one employer and is comprised of the following: 

• Health Sciences Centre 

• Shared Health programs/services 

Note: Any questions about completing your Federal TD1 should be directed to the Canada Revenue Agency. 

https://www.canada.ca/en/revenue-agency.html
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Canada Personal Tax Credits Return Form TD1 Panel (3/9) 

This panel collects information about Canadian residency. 

• Non-residents of Canada: select Yes or No for the first question. If you select No, the screens to complete 
lines 2 through 12 of the TD1 will not appear. The system will automatically populate “0” as the Total Claim 
Amount when signing the form, regardless of the dollar amount entered in Line 13 Total Claim Amount field. 

• Canadian residents and non-residents of Canada must indicate their country of permanent residence using 
the drop-down menu. 

Note: You must indicate your country of permanent residence, regardless of whether you are a Canadian resident 
or a non-resident of Canada. 

Any questions about completing your Federal TD1 should be directed to the Canada Revenue Agency. 

 

 

 

 

https://www.canada.ca/en/revenue-agency.html
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Canada Personal Tax Credits Return Form TD1 Panel (4/9) 

Note: Any questions about completing your Federal TD1 should be directed to the Canada Revenue Agency. 

 

 

 

https://www.canada.ca/en/revenue-agency.html


SuccessFactors How-To  

2024-05-09  24 

Canada Personal Tax Credits Return Form TD1 Panel (5/9) 

Note: Any questions about completing your Federal TD1 should be directed to the Canada Revenue Agency. 

 

 

 

https://www.canada.ca/en/revenue-agency.html
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Canada Personal Tax Credits Return Form TD1 Panel (6/9) 

Note: Any questions about completing your Federal TD1 should be directed to the Canada Revenue Agency. 

• Line 13 (TOTAL CLAIM AMOUNT ) is mandatory. 

 

 

https://www.canada.ca/en/revenue-agency.html
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Canada Personal Tax Credits Return Form TD1 Panel (7/9) 

Note: Any questions about completing your Federal TD1 should be directed to the Canada Revenue Agency. 

 

 

https://www.canada.ca/en/revenue-agency.html
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Canada Personal Tax Credits Return Form TD1 Panel (8/9) 

Note: Any questions about completing your Federal TD1 should be directed to the Canada Revenue Agency. 

 

https://www.canada.ca/en/revenue-agency.html
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Canada Personal Tax Credits Return Form TD1 Panel (9/9) 

Note: Any questions about completing your Federal TD1 should be directed to the Canada Revenue Agency. 

 

https://www.canada.ca/en/revenue-agency.html
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Provincial Personal Tax Credits Return Form TD1 Panel (1/6) 

This panel provides information about completing your Provincial TD1 form. The Provincial TD1 form is completed 
over multiple screens. 

Note: Any questions about completing your Provinical TD1 should be directed to the Canada Revenue Agency. 

 

 

 

 

 

 

 

 

https://www.canada.ca/en/revenue-agency.html
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Manitoba Personal Tax Credits Return Form TD1MB Panel (2/6) 

• If you select the More than one employer or payer at the same time checkbox, the screens to complete lines 
2 through 12 of the TD1 will not appear. The system will automatically populate “0” as the Total Claim 
Amount when signing the form, regardless of the dollar amount entered in Line 13 Total Claim Amount field. 

Note: The WRHA legal entity is considered one employer and is comprised of the following:  

• Churchill Health Centre 

• Deer Lodge Centre 

• Golden West Centennial Lodge 

• Grace Hospital 

• Medical Remuneration 

 

• Middlechurch Home of Winnipeg 

• Pan Am Clinic 

• River Park Gardens 

• Victoria General Hospital 

• Winnipeg Regional Health Authority – corporate 
programs / community health services 

 

Note: The WRHA legal entity is considered one employer and is comprised of the following:  

• Churchill Health Centre 

• Deer Lodge Centre 

• Grace Hospital 

• Medical Remuneration 

• Middlechurch Home of Winnipeg 

• Pan Am Clinic 

• River Park Gardens 

• Victoria General Hospital 

• Winnipeg Regional Health Authority – corporate programs / 
community health services 

Note: The Shared Health legal entity is considered one employer and is comprised of the following: 

• Health Sciences Centre 

• Shared Health programs/services 

Note: Any questions about completing your Provincial TD1 should be directed to the Canada Revenue Agency. 

 

https://www.canada.ca/en/revenue-agency.html
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Manitoba Personal Tax Credits Return Form TD1MB Panel (3/6) 

Note: Any questions about completing your Provincial TD1 should be directed to the Canada Revenue Agency. 

 

Note: If there are no other claim amounts to enter, the Basic personal amount from Line 1 must be entered into 
the  TOTAL CLAIM AMOUNT on Line 13. 

https://www.canada.ca/en/revenue-agency.html
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Manitoba Personal Tax Credits Return Form TD1MB Panel (4/6) 

Note: Any questions about completing your Provincial TD1 should be directed to the Canada Revenue Agency. 

 

 

https://www.canada.ca/en/revenue-agency.html
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Manitoba Personal Tax Credits Return Form TD1MB Panel (5/6) 

• Line 13 (TOTAL CLAIM AMOUNT ) is mandatory. 

Note: Any questions about completing your Provincial TD1 should be directed to the Canada Revenue Agency. 

 

 

https://www.canada.ca/en/revenue-agency.html
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Manitoba Personal Tax Credits Return Form TD1MB Panel (6/6) 

Note: Any questions about completing your Provincial TD1 should be directed to the Canada Revenue Agency. 

 

https://www.canada.ca/en/revenue-agency.html
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Great West Life Group Benefit Plan Details Panel 

This panel only applies to (and appears for) Shared Health employees who are located in Thompson. It provides and 
collects information for the Great West Life application for group coverage.  

• You must click the Plan Details link to open and read the document (document opens in a new browser 
window). A checkmark will appear in the box.  

• You must answer Yes or No to the questions listed on the screen.  

 

• If you selected Yes to “would you like to refuse benefits for either yourself and/or your dependents” you must 
complete additional fields. 

 

• If you selected Yes to “Does your spouse have active dental group benefits with his/her employer” you must 
also complete the Manitoba Blue Cross - Health Sciences Centre - application for dental benefits panel (see 
next page).  
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Manitoba Blue Cross - Health Sciences Centre: Application for Dental Benefits 

This panel only appears if you are being hired into a unionized position at the Health Sciences Centre and you are 
eligible for the Health Sciences Centre Dental Service Plan.  

 

• If you selected Waive, you must complete the additional (mandatory) fields. 

 

• If you selected Enrol, you must complete the additional (mandatory) fields. 
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Manitoba Blue Cross - Health Sciences Centre: Application for Dental Benefits (cont’d) 

• If you selected Yes, you must complete the additional (mandatory) fields. 
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Review and Approve Panels 

When you have finished filling out all the necessary information panels, you will be presented with a series of       
“Review and Approve” panels. Each panel displays the information you entered throughout the process, giving you 
the chance to review it one last time before approving it.  

Instructions:  

• Review the information that displays on each Review and Approve panel.  

• If any of your entries are incorrect, click on the incorrect information. The original panel will open, and you 
can correct the information. Once corrected, click the Finish button to return to the Review and Approve 
panels.  

• When you finish reviewing the information on each Review and Approve panel, click the Next button to 
advance to the next.   

• When you reach the final Review and Approve panel, a Finish button will display.  

Note: If you return to a panel to correct information, any mandatory links on that panel must be clicked again. For 
example,  definitions, documents to read, etc. 
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Review and Approve Panel (1/10) 

Review the information in the panel and move to the next. 
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Review and Approve Panel (2/10) 

Review the information in the panel and move to the next.  
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Review and Approve (3/10) 

Review the information in the panel and move to the next. 
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Review and Approve (4/10) 

Review the information in the panel and move to the next. 
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Review and Approve (5/10) 

Review the information in the panel and move to the next. 
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Review and Approve (6/10) 

Review the information in the panel and move to the next. 
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Review and Approve (7/ 10 

Review the information in the panel and move to the next. 
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Review and Approve (8/10) 

Review the information in the panel and move to the next. 
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Review and Approve (9/10) 

Review the information in the panel and move to the next. 

 

 



SuccessFactors How-To  

2024-05-09  49 

Review and Approve (10/10) 

Review the information in the panel and move to the next. 
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Sign Forms Panel 

This panel signals the start of “electronic signature step” for your forms. This is the final step of your online 
Onboarding process.  

• Click the Sign Forms button when you are ready to complete the electronic signature step.  
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Electronic Signature Step Sign On Panel  

This panel introduces the electronic signature step.  

• Your User Name autopopulates. This is the same User Name that displayed in the Create your Password and 
Security Question panel at the beginning of the process. Do not edit it.  

• Click the Agreement to Use Electronic Click Signature to Sign Documents. 

• Enter your Onboarding password in the Password field.  

Note: If you have forgotten your password, you can click the Forgot Password link to reset it. See how to Reset 
Your Onboarding Password for detailed instructions (if necessary).  

 

 

 

https://sharedhealthmb.ca/files/sf-reset-onboarding-password.pdf
https://sharedhealthmb.ca/files/sf-reset-onboarding-password.pdf
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Click to Sign Panel 

In the Click to Sign panel: 

A. All the forms you need to sign are listed on the left side.  

B. The current form to be signed is displayed in the main panel. 

C. Use the scrollbar on the right to scroll down through the form to review the information. 

D. Click the Click to Sign button (above the list of forms) to electronically sign the current form and move to the 
next form. Please wait until you see the form displayed before signing it.  

E. If you see any errors for information that you input on a form, click the Employee’s Forms Correct Data text 
link at the top of the screen to return to the applicable panel and make corrections. After you make necessary  
corrections, the system will re-populate the form(s) with the corrected information. You will be asked to log 
back into the Signature Step to re-sign your forms.  
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Click to Sign Panel (continued) 

After you electronically sign a form,  

• A checkmark appears beside it in the list on the left, and  

• The next form in the list displays on the screen. 
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Submit All Documents Panel 

This panel presents all of your electronically signed forms in one scrolling display. You can use the scrollbar on the 
right to scroll through the forms.  

Now that you have signed all of your forms, you can save or print your Onboarding documents package. 

• Click the Submit all Documents button to send in your signed forms.  

Note: The hiring process, including pay and benefits, is not completed until you complete this step.  
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Thank You Panel 

This panel signals the completion of your online Onboarding process. You can close your browser window.  

Note: This screen also appears if you attempt to access the online Onboarding system from your original email 
link after you have already completed the process. 

 

 

 

 

 


