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Re-Sign Employee Onboarding Forms

Overview

Candidates who are completing the Signature Step within the New Employee Step for Onboarding have the option of
clicking the Employee’s Forms Correct Data link to correct any errors in completed forms before submitting them.

When this occurs, the employee is placed in the Onboarding Signature Step in SuccessFactors Onboarding, and the
employer signature that HR Shared Services applied to the employee’s forms during the Post Hire Verification Step is
removed. The Signature Step Activity must be assigned to an individual from HR Shared Services who will re-sign the
forms in order for the hiring process to be completed.

Procedure

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

Home

Careers
Recruiting

Onboarding

Company Info
The Onboarding dashboard screen appears.

2. Click the Signature Step checkbox under the Processes area to select it (leave all others unchecked).
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3. Click ™  to the right of the name of the candidate for whom you wish to re-sign onboarding forms.
e Menu options appear in a list (View at a glance; Reassign; Restart; Cancel).
4. Click Reassign.
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The Reassign Activity pop-up window opens.
5. Enter the name of the individual to whom you are assigning the onboarding signature step activity in the text
field.
6. Click OK.

Reassign Activity

Please enter the first letters of either the first or last name.

+| Select to re-assign New Hire Activity

OK Cancel

2024-05-09



SuccessFactors How-To

You return to the Onboarding dashboard screen. Steps 7 through 10 apply to the individual who has been

assigned the Onboarding Signature Step Activity.

7. Click the name of the employee for whom you have been assigned the Onboarding Signature Step Activity.
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The Corporate Representative Signature screen appears.
8. Enter your password for electronic signature in the Password field.

9. Click Submit.

Stark
Onboarding Dashboard Mew Hire Activities
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Please, enter your password. After you key in your password, click the " Submit" button. Afterwards the list of forms will be displayed that
require your signature. The first form will automatically be displayed. Click the "Click to Sign" button. A check mark will appear near the form
you have electronically signed and the next form will be displayed for signature. Continue the process until all forms are signed.

Agreement to Use Electronic Click Signature to Sign Documents

I, Tony Stark, agree to sign these electronic PDF documents using “click” signature technology. | understand that a record of each document and
my signing of it will be stored in electronic code. | intend both the signature | inscribe with the “click” signature technology and the electronic record of it
to be my legal signature to the document. | confirm that the document is “written™ or “in writing™ and that any accurate record of the documentis an
original of the document.

Corporate Representative Title CORPORATE REPRESENTATIVE Password eessessssses |
Forgot Password

— =

The Click to Sign screen appears.
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10. Click the Click to Sign button to sign the required forms.

Note: The employee signature will be there and the Employer signature will be missing.

Click to Sign 4—

Click the "Click to Sign” bution to e-sign your farms,
The next form to sign will autematically appear and a
check mark will appear by each signed form.

Bluecross HSC Dental Form
17002

Need help signing your forms? Click here for instructions.

DO 'YOU OR YOLIR DEPENDENTS HAVE DENTAL COVERAGE THROUGH ANCTHER INSURANGE PLAN TO BE CO-ORDINATED?
Mo [ ves-F ¥ES. PLEASE PROVIDE THE FOLLOWING INFORMATION:

MNAME OF INSURED MAME OF INSURANCE COMPANY POLICY NUMBER

| certify the above information is true and comect and that all panicipants are eligitle for coverage per the group agresment. | understand that it is my responsitility 1o notify Manitoba
Blue Cross immediately if a participant no longer meets the criteria to remain on my plan. | have read and understood the Authorization & Consent on the reverse side of this form and
agree to the conditions of the group agreement between my employer and Manitobe Biue Cross.

°D|g|tally signed by: Carrie Solmundson on 07/05/2024 - 05/07/2024

EMPLOYEE SIGNATURE,

THIS SECTION TO BE COMPLETED BY EMPLOYER

NAME OF EMPLOYER ) . COVERAGE EFFECTIVE (DOVMMYYYY) GROLUP NUMBER
Shared Health - Provincial 17002

| HEREBY CERTIFY THIS EMPLOYEE MEETS THE CONTRACTUAL ‘COMPLETED FOR EMPLOYER BY
REQUIREMENTS OF BEING AN ELIGIBLE EMPLOYEE

GROUP NUMBER CERTIFICATE NUMBER

17002

Next Steps

After the onboarding forms are re-signed, the forms can be found in the Document Center with both the employee
and employer signatures. Refer to the Access Onboarding Forms in the Document Center.
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https://sharedhealthmb.ca/files/sf-access-document-center.pdf

