
3

DRAFTDRAFT

HCM Workday Town Hall
October 16th, 2024
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HR Workday Town Hall Agenda
October 16, 2024

• Welcome

• Open Enrollment

• Pre-boarding Redesign

• Workday Insights

• Next Steps/Q&A
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Open Enrollment
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Open Enrollment: October 17 – October 31
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What's new for your 2025 Benefits 
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administrators 
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In person help
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Informational Opportunities 
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Ways to get help
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Redesigning the Pre-boarding Experience
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Onboarding
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Feedback Received – Onboarding Process

• Process is overwhelming

• Process is confusing

• Unclear communications

• Too many communications

• Inconsistent communications

• Unsure who can answer questions
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Enhancing the Pre-employment Experience

Create a more welcoming and personalized experience for 
individuals entering our organization. 

• Redesign role of background and I-9 team to a pre-boarding partner

• Create more direct interaction with new hires during the pre-boarding process

• Interaction begins after offer is accepted and background is initiated and 

continues until Day 1

• Pre-boarding partner becomes primary point of contact

• New hire assigned to ONE pre-boarding partner
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Pre-boarding Partner Tasks and Responsibilities

• Contact with New Hire
 Multiple communications throughout the 

process

 Improving communication clarity

 Reducing contact points as much as possible

• Background Check
 Monitoring status, including whether initiated 

by new hire

 Reviewing results

• I-9 verification
 Scheduling or helping to complete the I-9

• Schedule orientation
 Sending information about time earlier in the 

process

• Monitoring Tasks for New Hire
 Ensuring new hire has completed necessary 

tasks throughout the process

• Contact with Manager
 Hire is complete

 Send manager checklist
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Pre-boarding Process

Offer Accepted and 
Background Ordered

Review Backgound

NH-1 Comm

OBP contact info, 
checklist, timeline, ask 

comm preference

M-1 Comm

OBP notifies manager of 
status and next steps, 
and other information

WD To Do

WD to Do

WD Task

Move to Ready for Hire

BG 
Review

NH–2D Comm

BG clearance
(Phase 1 from Onbase)

Schedule orientation

To Do Task for OBP

Data Management 
Team Review

WD Task

WD To Do Sched Ori

Pass Review?Data 
Mgmt 

Review

Manager Task for 
Onboarding NH

NH-4 Comm

VUMC ID Claim email 
sent from WD

Did Mgr 
Complete?

M-3 Comm

OBP sends reminder to 
complete Task

Pre-boarding Task Set 1

Government ID, NH 
Contact Info, Personal 

(DOB, Gender, Ethnicity, 
Legal Name)

New Hire Claims VUMC 
ID

Pre-boarding Task Set 2

I-9 Part 1, Photo, 
Remote Worker, 

Management payments, 
W-4, etc.

Day 1 Task for NH

Benefits Enrollment
I-9 Part 2

NH-5 Comm

Orientation Reminder 
from OBP 

No

Yes

Yes

Yes

Clear BG in Workday

TBD No
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Pre-boarding process

• Offer accepted by new hire and background ordered by recruiter

• Pre-boarding Partner tasks and to do items

 WD To Do – New Hire Communication

 WD To Do – Manager Communication

 WD Task – Review Background

• Monitoring background status through reporting

 Initiation by new hire

 Outstanding authorizations

 Response to vendor from new hire

 Delayed results from vendor
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New Hire Introduction Communication

 Information provided to New Hire

• Name and Contact of the Preboarding partner

• Job Title and Department Name of New Hire

• Work Location (will say remote if position is remote)

• Tentative first day/orientation

 Providing outline of what to expect in the pre-boarding 
process
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Pre-boarding process (continued)

• Background is cleared

• Communication is sent to new hire regarding BG clearance

• Pre-boarding team moves the record to “Ready for Hire”

 Creates the hire record to move forward in process
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Pre-boarding process (continued)

• Data Management Review

• Schedule Orientation

 Earlier notification of orientation arrival time
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Pre-boarding process (continued)

• VUMC ID Claim Email

 Improve timing of email to when they can claim 

• Completion of Manager Onboarding Setup Task for 
New Hire

 Key task for manager completion for the rest of the 
process to continue

• Pre-boarding Tasks Set 1

 New hire must complete before set 2 tasks are 
released

• Pre-boarding Task Set 2

 I-9, W-4, and Manage Pay Elections

• Orientation Reminder
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Where are we?

• Finalizing testing of the new process design and identifying changes needed 

to support the process

 Updates to WD Business Processes and Security

 New Reports

 Additional To Do items and tasks within WD

• Finalizing updated communications

• Coordinating with the many other areas involved in the pre-boarding process, 

including Occupational Health, Clinical Orientation team, Talent Acquisition, 

etc. 

• Working toward a Phase 1 roll out in November
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Workday Insights
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Job Description Report

• View Job Profile CR
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Workday Help Reminders

 Updates to tickets are made within Workday. No emails are sent to 

individuals with updates.

• For more information, click into the actual case to confirm next 

steps or if additional information is needed.

 Opening a WD Help ticket ON BEHALF of another person.

• Individual receives subsequent communications

 Opening a WD Help ticket ABOUT another person.
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Next HCM Town Hall:  

Wednesday, November 20th, 10:00 am
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