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Run Onboarding to be Initiated Report 
Overview 
This report displays a list of the employees who are currently located in the Hired in SAP folder within the SAP segment 
of the Talent Pipeline. The information can be used to determine which employees require Onboarding to be initiated.  

Procedure 

1. Click the Home menu and select Reporting from the drop-down.

The Report Center screen appears. 

2. Click Onboarding to be Initiated in the Name columns.
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The Execute Onboarding to be Initiate… pop-up window opens. 

3. Click the Export radio button and then select Excel from the Format drop-down menu.  

4. Click Generate Report.  

 

The Opening report pop-up window opens.  

5. Ensure the default selection, Open with Microsoft Excel displays. 

6. Click OK. 
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The Microsoft Excel pop-up warning message opens. 

7. Click Yes.  

 

The report opens in Excel and the Protected View message displays in a yellow bar at the top.   

8. Click Enable Editing. 

 

9. Create a new worksheet tab and name it ONB Data.  

 

10. Click the Home menu and select Onboarding from the drop-down.  

 

The Onboarding Dashboard appears.  

11. Click Advanced Reports. 

The existing instance of the report will display in the list of reports, and must either be deleted or renamed before a 
new report is generated.  

12. Click the row for the existing report, and then click Delete.  
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13. Click Create. 

 

The Step 1: Set Report Parameters pop-up window opens.  

14. Enter Onboarding to be Initiated in the Report Name field.  

15. Ensure the remaining settings for Report Scope, Based on Template, and Report Template match the ones displayed 
below. 

16. Click Next. 
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The Step 3: Set Report Filter pop-up window opens.  

• Required report fields will appear prepopulated based off of the report template you selected above. 

17. Click Next. 

Note: Do not enter any data in this window.  

 

The Step 4: Save Report as Template pop-up window opens. 
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18. Click Finish. 

 

You return to the Advanced Reports screen.  

19. Click Refresh. 

• You will see a progress bar on the right of the report row, this determines what percent of the report has been 
created. Continue to click refresh until the status is 100%. 
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20. Click the row for your report and then click To Excel. 

 

An Exporting…  pop-up message opens.  

21. Click OK. 

 

The Opening Excel pop-up window opens should auto select Open with Microsoft Excel. Select OK. 

Note: Ensure the default selection Open with Microsoft Excel displays. 

22. Click OK. 
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Excel opens and displays the report.  

23. Copy all data from the Onboarding to be Initiated report and then paste it into the ONB Data tab you created 
within the Recruiting report.  

24. Click the Report tab found in the Recruiting Excel report.  

25. Select cell J2 and then click on the Formulas tab in the Excel ribbon.  

26. Click Lookup & Reference and select VLOOKUP from the drop-down menu.  
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The Function Arguments pop-up window opens. 

27. Click in the Lookup_value field 
and then click Column header A. 

28. Click in the Table_array field, then 
click the ONB Data tab and select 
all data found in the tab. 

a. Enter a $ (dollar sign) 
between the Column letter 
and Row numbers. 
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29. Click in the Col_index_num field and enter the number. 

30. Click in the Range Lookup field and enter FALSE. 

31. Click OK. 

 

32. Click on Cell J2 and then, 

a. Click and hold the solid black square in the bottom right hand corner. 

b. Drag it down to the last line of your data. 

Note:  

Column J: If an N/A is found in column J this means that there is a candidate in recruiting that does not exist in 
Onboarding, this meaning these candidates need to be onboarded and moved to the Hired folder or decision made 
not to Onbaord and move the candidate to the Hired Folder. 

Column B (Employee ID): A blank in column B means that this employee is an external and they required 
Onboarding to be initiated. 
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