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Process Post-Hire Verification Step 

Overview 

After onboarding is initiated for applicable hires, HR Shared Services can process the Post-Hire Verification Step. During 
this process, documents and forms applicable to the employee are identified (e.g. benefits forms), based on the nature 
of the hire. 

• Externals: SuccessFactors determines which forms are required based on business rules (site, FTE, etc.). 

• Internals: HR Shared Services selects the required forms based on the employee’s current benefits. 

HR Shared Services must complete the employer portion of benefit forms for both internals and externals, and sign the 
forms as a corporate representative. Some fields on benefit forms are populated by the system (candidate info, 
employer info,etc.). 

Note: You must create a password for your electronic signature before you process the Post-Hire Verification Step. See 
how to Change Corporate Representative Electronic Signature Password for step-by-step instructions. 

Procedure 

1. Click the Home menu and select Onboarding from the dropdown. 

 

The Onboarding Dashboard screen appears and lists the names of all employees who are currently in an 
Onboarding step (Post Hire Verification, New Employee Step, Signature Step, or Notifications).  

2. Click the name of the employee for whom you wish to process the Post-Hire Verification Step. 

 

https://sharedhealthmb.ca/files/sf-change-corp-password.pdf
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The Welcome to the Post Hire Verification Step screen appears. 

3. Review the information in the Employee Information, Employment Information, and Internal Hire sections and 
click Next. 

Note: Information in each section is pre-populated based on the SAP Candidate Action. If the employee’s start 
date has changed, the information must be updated in SAP prior to processing the Post-Hire Verification Step.  

A Service Desk ticket must be submitted to unlock any greyed-out fields that require manual correction (e.g. Social 
Insurance Number, Date of Birth, and Gender).  
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Note: If the employee is internal, the Internal Hire Panel & Form selection screen will appear. The required forms 
must be selected based on the employee’s employment action and current benefits enrolment. This screen will 
not appear for external hires. 

Refer to the HRSS SharePoint to determine which forms to select. 

 

Note: The following selection will appear for an internal hire in the Shared Health Personnel Area with a work 
location of Thompson:  

 

Note: The following selection will appear for an internal hire in the Health Sciences Centre Personnel Area and 
Personnel Sub Area MNU-SHEO 

 

 

https://wrhasp.manitoba-ehealth.ca/hrssc/SitePages/Home.aspx
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Note: If the employee requires HSC Dental Plan enrolment, the Manitoba Blue Cross – HSC Dental Plan panel will 
appear. 

• The acknowledgement radio button is pre-selected. 

• The Effective Date of Coverage field must be completed based on enrolment rules. 

 

The Review and Approve - PostHire Verification Step screen appears. 

4. Review the information and click Finish. 

Note: There are hyperlinks within some text that, if clicked, return you to the applicable screen to make edits.  
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The HRSS Req Approval screen appears(Only if Bluecross HSC Dental Form is applicable to the candidate 

5. Review the paragraph under the Agreement to Use Electronic Click Signature to Sign Documents heading. 

6. Click the checkbox beside the agreement statement to select it. 

7. Enter your password for electronic signature in the Password field. 

• If you forgot your password, click the Forgot Password link below the Password field and follow the prompts. 

8. Click Submit. 

 

The Click to Sign screen appears(if there is HSC Dental Form is applicable to the employee). 

• The list of forms that apply to the employee display on the left side of the screen. 

• The first form in the list automatically displays on the screen. In the example below, the first form is the 
Bluecross HSC Dental Form. 

• Form requires your electronic signature. 

• If you see any errors for information that you input on a form, click the Correct Data link at the top of the 
screen to return to the applicable screen and make corrections.   

9. Click the Click to Sign button to sign the form. 
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After you have signed form, a message displays at the top of the screen indicating you have signed all documents. 

10. Click Submit All Documents. 

 

You return to the Onboarding Dashboard, and the employee is now moved into the New Employee Step. 

 

Next Steps 

Email notifications are generated and sent to the employee to advise that the New Employee Step needs to be 
completed, and to provide information about registering for a SOGICA Vault account. Employment forms that a 
successful candidate completes as part of the New Employee Step are stored and accessed in the SuccessFactors 
Onboarding Document Center. 

https://sharedhealthmb.ca/files/sf-access-document-center.pdf
https://sharedhealthmb.ca/files/sf-access-document-center.pdf

