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Document Quick Guide
What kind of documents can | have in my Webonboarding system?

Exchange document

A document which you either want the Onboardee to upload into the system OR want the Onboardee to download
and complete and reupload to the system. These documents can also be used to deliver links on the Document
screen to other websites. Exchange documents can be mandatory or optional. If the document is a form that you

want Onboardees to complete we suggest using the Forms section as best practice.

Reading list item

A document or web link which you provide to the Onboardee to read as part of their induction or pre-joining. E.g. A
policy document or some other document which is a requirement of the Onboardee by the company. These can be

mandatory or optional.

Offer letter

The formal offer of employment which usually follows a verbal offer and which accompanies the contract of

employment. The letter will be a template(s) you upload to the system with merge tags to customise them.

Contract

The contract of employment which is a mandatory part of all processes regardless of the employment status of the
Onboardee. The contract document can be one of many templates you upload to the system with merge tags to
customise them. The contract will be signed by the hiring organisation before uploading and by the Onboardee

during their process.

Signed documents

Asigned document is a statement/policy you want the onboardee to digitally sign. You can add up to two of these in
addition to the contract. These are templates that can also use merge fields to customise the information. Please

note the only action an onboardee can take on signed documents is to sign, initial and/or date them.
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How to upload contracts, offer letters and additional sighed documents.

Initial creation of documents may be done by your implementation consultant, however, should you need to upload
any new contracts you can do so. Note that each onboardee must have a Contract document and may have up to 2

additional Signed Documents.

Click documents on left-hand side of the screen.
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You can then click “add document”.

Webonboarding only accepts Microsoft Word DOCX files to use for these documents. There are several items to make

sure they have before you add them to Webonboarding:

e For Contracts and Signed Documents - Unique text where you want each signature/date/initials to go. The
signing service will use this to find where to add these items

e Merge fields where you want information to be added from the system configuration or the Onboardee record.
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The merge field dictionary can be found underneath the “Document Type” drop down when a document that uses
merge fields is selected.

E} Documents > New

General Companies

General
Reference * Contract of Employment o}

Description * Contract of Employment

Document Type * Contract R
Show Merge Field Dictionary
Attachment
Attachment Type Document ~

When adding merge fields to documents make sure that you use the whole field including both square brackets at
each end and you include the exact case of the field as shown in the dictionary. E.g. [[ExampleField]]
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Merge Template Field Dictionary

This provides the list of available merge fields that can be used in the merge templates for contract and offer documents,

To merge a field into 2 contract or offer letter when the generate fauthorisation process is run, add the placeholder in the word document where the value should be merged.
Field Name v Placeholder ~  Mandato.r  Description

o F] =

neratedDate]
Generated Date llg= 1 — The date the document was generated.

neratedDateTimy
Generated Date and Time lgeneratedDateTime fals The date and time the document was generated,

Title [titel] false The title of th

[fort
Forename [forename]] trus The foren rdes

s
Middie name [midclentame]] tru The middle name of the onboardes

[[ssrname]) The surname of the onboardee

Iladdress.line1l]

Total ltems: 69

@ The text case of the resulting merged values can be cantrolled by adding a filter to the placeholder in the document. Avaitable filters:
. the frst ase and the rest ta lower case. Example usage: [jobTitie]-TitleCase] > "personal assistant” resuits in “Personal Assistant”
» UpperCase: Sets the entire merged text to upper case. Example usage: [[jobTitle}:-UpperCase] -> "personal assistant” results in *PERSONAL ASSISTANT"
o LowerCase: Sets the. ged text 1o lower case. Examp ase] > ‘PERSONAL assistant” results in “personal assistant”

NB - if you copy fields straight from the dictionary you might also pick up formatting. Please check this before adding

your document to Webonboarding.

You can add a signature field anywhere on the contract document. The system will look for the unique text that has

been added in the Digital Signing Fields section. For example, “Signed:” / “Signature:”.

You can also add an initials field and date signed field with the same principle. Please note that these fields will look
for any examples of that text so make sure the place you want the Signature/Date/Initials is the only place in the

document with that text.
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Digital Signing Fields

9 Digital signing fields allow the signing portal to position the user input fields on the contract. Each
signing field has a search term shown in blue. On each instance of the search word within the contract

the relative input will be required. As a minimum each contract document requires a signature field.
How to set the signing fields in edit mode:

1. Click on the blue text within the digital signing field.
2. Edit the search term to match the text at the location in the document.

3. Drag and drop the signing field placeholder (yellow box) to the desired position relative to the
search term.

Signature E
4 Signed: .3
Add signature field

9 As well as the signature fields, the date signed and signer initials can be captured.

<Add Initials Field> <Add Date Signed Field)

Once the document is ready to upload select the file and upload.

Ensure that the status is set to Active, this ensures that the new document is available for use in onboarding

processes.
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Status

Now use the companies tab at the top of the page to select the Companies in Webonboarding that will have access to

this document.

Click Save.
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Adding Exchange Documents

If “Exchange Document” is selected as the Document Type , then some additional options display on the screen.

F} Documents > New

General  Companies

General

Reference * Exchange Decument

Description * Exchange Document

Document Type * Exchange Document ~

SubType * ~

Mandatory

Attachment

File (p choosaﬂ\a) (X Remove file ) 0

Additional Information

You will need to select one of the Sub Types:

Sub-Type Description

Unload These documents will ask Onboardees to upload a requested document from their
P device.
These documents will provide a downloadable template and ask Onboardees to
Download . .
complete it and upload it.
Link This will provide Onboardees with a web link to navigate to.

Where possible we suggest that Download documents are not Word files to complete as mobile and tablet devices

often corrupt the formatting. Where possible use PDFs or alternatively our Forms section.
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If the document is mandatory then select the Mandatory check box. Onboardees will need to complete mandatory

documents in order to complete this stage of the process.

Mandatory

Download documents will require a file to be uploaded to the system.

Attachment

File ( £ choose ﬁle) <x Removefile> (i ]

Links will need a URL added. Please note that Links cannot be mandatory.

Attachment

Web Link o

You can also add additional information to instruct Onboardees what to do with these Documents in the Additional
Information box. This information is limited to 500 characters and will display when the Onboardees click or press on

the ‘i’ icon in this section of their process.

Additional Information

Ensure that the Status is set to Active, this ensures that the new document is available for use.

Status
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Now use the companies tab at the top of the page to select the Companies in Webonboarding that will have access to

this document.

Click Save.
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Adding Reading Items

If “Reading Item” is selected as the Document Type , then some additional options display on the screen.

@ Documents > New

General  Companies

General

Reference *

Description *

Document Type *

SubType *

Mandatory

Attachment

File

Status

Active

Reading Item

Reading Item

Reading List Item ~

(p Choossﬂla) (X Remnvaﬁle) 0

Inactive

You will need to select one of the Sub Types:

Sub-Type Description

These documents will provide a downloadable document for Onboardees to read
Download

and mark as read.
Link This will provide Onboardees with a web link to navigate to.

If the reading the document is mandatory then select the Mandatory check box. Onboardees will need to mark

mandatory reading items as read in order to complete this stage of the process.

Mandatory
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Ensure that the Status is set to Active, this ensures that the new document is available for use.

Status

Now use the companies tab at the top of the page to select the Companies in Webonboarding that will have access to

this document.

Click Save.
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