
Introduction to On-boarding at kpi.com
Onboarding is a process in which new employees acquire the necessary knowledge, skills,

and behaviors to become effective organizational members and employees



Employee is Hired
When employee is hired,

you can create on

boarding steps as shown

in the screenshot 

You can create as many

steps as you need for your

company with built in

custom fields and custom

forms. 



How to Start Building an On-boarding
Structure for Your Company

1.  Go to HRMS On-Boarding and add an on-boarding period

Pre Arrival Period

After Arrival Period



How to Start Building an On-boarding
Structure for Your Company

1.  Go to HRMS OnBoarding and add an onboarding period

The onboarding period contains the following fields:

Phase display name: enter a title of an onboarding period

Phase description: describe the period in two words

Phase starts: you can specify the start of the period for pre arrival or after arrival. For

example, you can indicate that 3 days after employee has arrived, we will conduct a safety

training meeting

Duration:  specify the duration of the period (days and months are available)



When checked, the on

boarding step can be seen in

Employee Profile

When checked you can create a

custom onboarding entry form

When checked, employees can

see the on boarding status in

their profile

An onboarding step is the step

which employee should pass in

when they are hired. It can be an

activity (greeting, training) or the

required document step

2.  Go to HRMS On-Boarding and add an on-boarding step

How to Start Building an On-boarding
Structure for Your Company



How to Start Building an On-boarding
Structure for Your Company

2.  Go to HRMS On-Boarding and add an on-boarding step
 On boarding step name: indicate the name of an onboarding step 

 On boarding step description: give a short description to an onboarding step

 On boarding period: select an onboarding period in the dropdown 

 Previous step: indicate the previous onboarding step. This option is not required, however, when you show the

previous step, the onboarding step which you are going to add will start only after the previous step has been

completed. 

Show in employee profile: when checked, the employees will be able to view their onboarding status in their profile

Create an onboarding entry form: when checked, you will be able to create a custom form with custom fields on the

onboarding step

Onboarding step statuses: You can add on boarding step statuses like: not started, in progress, completed, or other

custom statuses. 

Responsible people: indicate which employees are responsible for successful completion of an onboarding step



How to Start Building an On-boarding
Structure for Your Company

3. Create an On-boarding entry form in Settings -> Custom
Field Management Settings -> HRMS Custom fields
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 Relates to: chose an onboarding step from the

dropdown

 By Category: indicate an onboarding step (only

entry form enabled on boarding steps are shown

in the list) 

 Field Name: enter a name of the field

 Alias name: indicate the short alias name for the

field. It can be the same as field name with

underscore _

Data type: date, text, number, document fields

are available 

Create an onboarding entry form: indicate the

field type (date picker, document widget)

Required: check this checkbox if the field should

be required

Visible to: indicate which people can see the field

3. Add New Custom Field Details



How to Build  an On-boarding Structure 
4. View Your Ready Form and Steps

Go to HRMS  On boarding tab, and view your onboarding step. You can view your form in the listing

and click the add new button

An onboarding step

Onboarding entry form (if

available)
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5. Make the form user friendly

Click this button

Drag and Drop
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6. The final look in employee self service tab
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Customer Support

Email: support@kpi.com

Skype: kpi.com

Phone numbers:

+44 (0) 207 096 1245 (UK)

+1 646 844 33 30 (US)

+971 4 424 3033 (UAE)

Fax:

+44 (0) 208 313 0711

PreSales Enquiries

Email: sales@kpi.com

Skype: kpi.com

Phone numbers:

+44 (0) 207 096 1245 (UK)

+1 646 844 33 30 (US)

+971 4 424 3033 (UAE)

Fax:

+44 (0) 208 313 0711

Contact us for questions and feedback


