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HR Walkthrough 

1. Select the HR role on the login page and click “Enter Dashboard”.

 
2. To create an onboarding request, click “Create Onboarding Request”.

  
3. Enter the employee’s name, date, department, and required systems. 



 
4. Click “Submit Request” to submit the onboarding request for manager review. 

 
5. Click “Logout” to return to the original portal login page. 

 



 

Manager Walkthrough 

1. Select the Manager role on the login page and click “Enter Dashboard”. 

 
2. Select an employee in the dashboard view. 

 
3. On the Onboarding Request Details page, review the employee information and 

requested systems. 



 
4. Click “Approve Request” to approve the onboarding request or click “Reject 

Request” to deny the onboarding request. 

 

 
6. Click “Logout” to return to the original portal login page. 



 
 

IT Walkthrough 

1. Select the IT role on the login page and click “Enter Dashboard”.

  
2. Select an employee in the dashboard view. 



 
3. On the IT Provision Details page, review the approved employee information and 

requested systems. 

 
4. Click “Provision Complete” when all provisioning tasks are completed. 



 
5. The onboarding workflow is now completed for the selected employee. 

 
7. Click “Logout” to return to the original portal login page. 

 


