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Introduction

The Onboarding module serves as a centralized hub that accelerates hiring by streamlining new hire paperwork and
processes and seamlessly communicating tasks and progress with various users/departments. The module also shares
important information about the College and resources needed to help new hires be successful.

Managersplay a key role in the onboarding process. They receive notifications informing them when an employee
begins and completes the hiring process and when they have a task to complete relatedto the hire. The system allows
managersto monitor an employee’s progress toward completing the onboarding tasks and much more.

If you need assistance with featuresor have questions, please contact the Human Resources Office at hr@lee.eduor
(281) 425-6875.

Getting Started: Log Into NEOED

To access the Onboarding features in NEOED, you must first log into the system.

I. Current Employee with Network Access
Employees who have been assigned network access throughT (i.e., have a Lee College username and password for
logging into devices) will log in using the College’s Single Sign On (SSO) website
(https://leecollege.onelogin.com/launch/1566527). When logging in to the SSO site, use the username and
password IT created for you. Ifyou need assistance logging into SSO, contact the Help Desk at helpdesk@lee.edu or
(281) 425-6952.

Il. New Employee Waiting to Receive Network Access
Employees who have not received their network credentials from IT yet will temporarily log into NEOED using the
non-SSO website (https://login.neoced.com/) to complete their onboarding tasks. You will receive an email from
NEOED with instructions on how to log in and create your own password. Your personal email address is typically
your username. Once your network access is created by IT, you will begin accessing NEOED through the College’s
SSO website mentioned above. If new employees have trouble logging in to the non-SSO site, contact the Human
Resources Team for assistance at hr@lee.eduor (281) 425-6875.

Employee Perspective

There are two places employees canaccess onboarding-related items in NEOED, the Unified Self-Service (USS)
Dashboard (main home page) and by navigating to the Onboarding module’s dashboard. All tasks can be accessed and
viewed from the USS Dashboard. If authorized, you may be able to view additional information such as details about
your employment (e.g., ID #, contact information, job description, department, hire date, direct report information — if

applicable, etc.), view and download your completed forms, and add notes in the Onboarding Dashboard. The
information provided below outlines how you can access both dashboards.

Accessing Onboarding Information & Tasks Through the Unified Self-Service (USS) Dashboard (Main

Home Page)

The Unified Self-Service (USS) Dashboard is the home page employees and managers see when they first log into
NEOED. As an employee (e.g., new hire or rehire), you can accessthe onboarding portaland checklist of tasks using the
Dashboard or Tasks links.
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Dashboard Link

DashboardTab > My Tasks

Any actionrequired/task assigned to you will be listed in the My Tasks section located on the Dashboard tab. Click the
appropriate link to open and complete each task.

<
ﬁ Dashboard

Dashboard My Onboarding (20)
TEST SUMMERS Summers
FT Dispatcher
Presidents Office
My Profile
My Tasks View All Tasks (20)
| A Dashboard
= Task
= e @ OVERALL STATUS
£, People
20
Jil Reports

Due Later

TASKS

[ ONBOARD - FORM

& Complete Acknowledgement Form Due 12/11/22
#" | Foryou - Checkiist: Standard Form Tasks

f, Complete Computer/internet Usage Agreement Due 12/11/22
For you + Checklist: Standard Form Tasks

My Onboarding Tab
Click the My Onboarding tab to view the agency-wide portal (i.e., New Employee Onboarding Portal) and applicable sub-
portals that may be assigned to you based on your position or department.

Bl 5% oashboard @ ) ressummers s
<

ﬁ Dashboard

Dashboard My Onboarding (20)
TEST SUMMERS Summers ——
FT Dispatcher

Presidents Office

My Profile

& Dashboard
Z Tasks @

&, People

olil Reports

New Employee Onboarding Ponal

Welcome to Lee College. We're Checklist @ Preview Checklist Timeline
Glad You're Here!

0%
Congratulations on your new position. and welcome to the

Lee College family! We look forward to you joining our tesm -

O Complete "

©  Dueiniweek

i I . i
of talented faculty and staff who are committed to providing Acknowledgement Form

the highest quality of education for our students. We hope

you will find Lee College is a great place to invest your time [J Complete

Computerfintemnet Usage (D Due in1week

and talent In making a difference.
Aareement

Portal(s)
Portals consist of various widgets (e.g., sections) that share information about the College. The Checklist and Chat
widgets are important to point out.

I. Checklist
Any tasks assigned to you will populate in the Checklist section.
e Click eachtask and follow the instructions to complete the assigned items. Different types of tasks/actions may
be assigned to employees:
o Download a Document—You must download the document in order to mark the task as complete.
o Link —You must click and open a link before you will be allowed to mark the task as complete. The link
opens a new webpage allowing you to view the information.
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o Video - You must watchthe entire video before you can mark the taskas complete.
o Acknowledgement Form — You must fill out the form per the instructions that are provided. Some fields
may be grayed out if you do not have accessto complete them.
o Attachments— You must upload a specific document to complete the task.
e The greenbar atthe top of the section shows the percentage of tasks completed.
e Click View All to see the full list of tasks.

[ New Employee Onboarding Portal J

Welcome to Lee College. We're Glad You're Here! (hecklist

Congratulations on your new position, and welcome to the Lee College family! We look forward to you joining
our team of talented faculty and staff who are committed to providing the highest quality of education for our

students. We hope you will find Lee Cellege Is a great place to Invest your time and talent In making a

[ complete Acknowledgement Form O w Completed
difference.
[P} plete Comy Usage (O ~ Completed
The Intent of this site Is to give you quick and easy access to your new hire tasks, as well as Information and
o)
rescurces to help you be successiul and productive In your new role [ Complete Confidentiality Agreement O | I
Contact the Human Resources Team If you have any questions or need assistance - Emall: hr@lee.edu or [[) Complete Nepotism Disclosure Form @ v Completed
Phone: 56375
hone: (281) 425-6875. Complete Public Access Optlon Form () « Completed
L P P 0 pl
[ Complete Release for Employment Verification (D Completed
Complete Salary Increase Notification @ « Completed
Get to Know Us L) Gomp " e
[ Complete Transcript Request Acknowledgment Completed

We encourage you to learn more about the College and our community:

Check out our Mission, Vision [ Complete Travel Policy Acknowledgement Completed
= Leam about our s
= Resd about the [ Complete Direct Deposlt Authorlzation Form O ~ Completed

= Become familiar 2 tea izational structure

- Browsethe o 3

* Connect with us online - Fa: iTube yenaL e p
= Take & VifUAl tonr 6f cAMINS OF o) =t o Incations

e Select Preview Checklist Timeline to view a chronological summary of actions taken pertaining to the checklist
(i.e., due date, hire date, tasks, assignee, status).

& Preview Checklist Timeline

DUE DATE TASK ASSIGNEE STATUS
[E Complete Release for Employment Verffication TEST J Rosser Completed
W26/2022
B Request key for employee Amanda Summers Completed
[ Sign Key Request 22 HR Admin Completed
[El Acknowledge key receipt TEST J Rosser Completed
HIRE DATE O
12/0V2022
POSITION START DATE O
12/01/2022
[ Run Background Check 22 HR Admin Completed
12012022
[ Identify Existing ID # / Create New ID # Bz HR Admin Completed
[% Process VOEs g HR Admin Completed
[ Enterhire InPS 22 HR Admin Completed
[ Enter hire In TX OAG 2% HR Admin Completed
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Il. Chat
This feature offers a quick and convenient wayto connect with your supervisor. Type your message in the bottom
section and hit SEND. You may receive an email making you aware that a new message was sent to you via chat.

[ Have a Question? Connect With Your Manager. ]

o TEST E Castillo

T Faculy

What do | need to bring on my first day?

Tasks Link
You can view open and completed tasks from the Tasks link. Actions you need to take are displayed under the To Do
tab. Click the appropriate link to open atask.

Bl & oashboar Q € s

<

ﬁ Tasks
Completed (0)

TEST SUMMERS Summers —

FT Dispatcher
Presigents Office

My Profile
= DueDate = Product = Task Type « = ForWhem Q

A Dashboard

= Task
[0 ] oue er 20

£ People
[ ONBOARD - FORM

Jil Reports

f Complete Acknowledgement Form Due 12/11/22
For you « Checklist: Standard Form Tasks

£  Complete Computer/nternet Usage Agreement Due 12/11/22
% For you - Checklist: Standard Form Tasks

Completed tasks may be viewed by selecting the Completed tab.

ﬁ Tasks
TEST SUMMERS Summers —

FT Dispatcher
President's Office

s Ika -

Product L | TaskType 2 Completed Date - Related To +
#A Dashboard Q Q Q Q
|

Onboard Form Complete Public Access. 121142022 TEST SUMMERS Summ. Standard Form Tasks
& People
Onboard Form Complete Nepotism Dis...  12/14/2022 TEST SUMMERS Summ... Standard Form Tasks
nl]ﬂ[l Reports Onboard Form Complete Confidentialit.  12/14/2022 TEST SUMMERS Summ. Standard Form Tasks
Onboard Form Complete Computer/Int. 121142022 TEST SUMMERS Summ. Standard Form Tasks
Onboard Form Complete Acknowledge.. 121142022 TEST SUMMERS Summ. Standard Form Tasks
. 10 v| items perpage Showing 1- 5 of 5 items
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Accessing Onboarding Information & Tasks Through the Onboarding Module Dashboard
Follow these steps to navigate tothe Onboarding Dashboard/module from the USS Dashboard: Click My Profile >
Onboarding tab > Go to Onboarding details page.

& People / TEST SUMMERS's Profile
TEST SUMMERS Summers

TEST SUMMERS Summers FT Dispatcher

President's Office

P ice
My Profile Job Onboarding

# Dashboard
= Tasks o

&2, People

FT Dispatcher

The employee's Onboarding Tasks, Notes &
Attachments, and Forms are available on their

|

Onboarding details page
il Reports

[ [ Go to Onboarding details page

Onboarding Module Dashboard

The following information will display in the navigation fields on the left: Your picture, name and position, links (i.e., My
Dashboard, Employee and Onboarding), the name of your manager and the name(s) of your direct reports if applicable.
On the navigation fields in the upper right corner of the page, you will see links to access your messages, calendar, tasks
and chat.

- e s
. 88 Dashboard Sesrcl ] |1 @TEETSuMMERSSummers ~

Downloads [C)

My Tasks

0
@ Current
]

e
TEST SUMMERS Summers
FT DISPATCHER

Complete Release for Employment Verification A 22022 TEST SUMMERS Summers

Complete Salary Increase Norification A 12112022 TEST SUMMERS Summers B
Complete Transeript Request Acknowledgment A 22022 TEST SUMMERS Summers B
Employee Complete Travel Policy Acknowledgement A 122022 TEST SUMMERS Summers B
Onboarding

Complete Direct Deposit Authorization Form A 1212022 TEST SUMMERS Summers B

Sign Key Request Form A 212022 TEST SUMMERS Summers B
Manager
° Complete 19 121162022 TEST SUMMERS Summers B

Schedule An Appointment with Human Resources to Submit Identification Documents forthe ... 1 e e =

Links — My Dashboard, Employee & Onboarding
I. My Dashboard
View tasks assigned to you in the My Tasks section.
e Complete Task — Click a task link to open and complete the required action.
e Sort Tasks —To sort tasks based on their status (i.e., Current, Completed, Canceled, Pending or Skipped), click

<@ Current

the view box and select the appropriate option.
e Search Tasks — Use the search field on the right to look up items related to tasks.
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Dashboard

Downloads EINC)

My Tasks

Subject Due Date Related To Actio
TEST SUMMERS Summers
1 DISPATCHER [ Complete Release for Employment Verfiication ] A 12112022 TEST SUMMERS Summers Bl
Complete Salary Increase Notification A 121112022 TEST SUMMERS Summers E
My Dashboard Complete Transcript Request Acknowledgment A 124112022 TEST SUMMERS Summers B
Employee Complete Travel Policy Acknowledgement A 12112022 TEST SUMMERS Summers El
Onboarding
Comnlete Direct Nenosit Authorization Form A 12m2077 TFST SUMMFRS Summers Bl

Il. Employee
e Employee Details — View employee information such as position, department, start date, etc.

NEQOGOV B8 onboard v

Employea [t burss  2poms v Completed Forms v Downloads ®

Employee Details

Serens Wiliams

Take New HreonTour  Cvan Sprouse rem Tase 077152020 07082020
Uplosd Pciure for Badge  Sevena Willams Completeg Aachment 087202019 07/08:2020
Compiete -4 Compietes Fomn 08202018 07082620
Complete Divect Degos..  Sarena willams Compietes Form 081202019

Complete Emergency Completed Form 08202019

1-5 015 zems

e Tasks —This section is a high-level overview of all tasks assigned. Columns show the task, status, type and due
date.

NEOQOGOV B onboard v

Employees  Fre bures  Repors v Completed Forms ~  Downloads SN C)

Employee Details

Humen Rezources Drector

Humen Resources

Seren,

ms

HUMAN BESOURCES DIRECTOR

T

Frane: Oniine Accers:

Ve SetDae 08202018

Seperstion Onte:

o

Tasks
Warisar
9 Relened To Task Stanis Updsted On s | Actions
Take Mew Hire on Tour Dyian Sprouse Tasge 0752020 01082020
Biract Rapar:
Uploed Prciure for Badge  Serens Willams Completed Atachment 0872012019 7082020 =
60Aa® i
Complese W-4 Serena Willams Completad Foem 082012079 o i
‘ Compiete Diect Depos.. Serena Willams Completed Form 08/20/2019 7082020 8
Complese Emergency .. Serena Willams Compheted Form 08/20/2019 0108

1 5016 ems
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e Notes and Attachments Forms — Add notes or attachmentsto your profile.
o Check private if you do not want to share the information.
o Documents added in attachment tasksare also stored here.

Notes & Attachments @

Note/Attachment %  Crealed By Created On
Upload Photo for Badge [Attach..  Stephen Cactus 10430/2020 Z W #
Attachment: Spikey Cactus DL Stephan Cactus 09/23/2020 Z T & |

Add Note/Attachment

Note
Press ARk + O while the editor Is focused to view 'r:":.-ﬂf!:'-.’.'! accessib |'_\- Instruciions,
B I = = £ [ Source MR [ A - MNormal -
Attachment © + Attachment

e Forms — View and download forms you have completed, as well as attachmentsthat were required as part of an
onboarding task. Under the Actions column, you can perform the following activities:

o Export Forms — In the first column, check the applicable form(s) > click Export To > Export to PDF.

G

o View Forms — Select the eye icon to view the form as a pdf.

o Open anAttachment oo — Click the form document icon to view an item attachedto a particular form
(e.g., voided check for direct deposit form). Click the name of the document to view it. In the actions
column, select the download or trashicons to take the associated actions.

o Download Forms &'— Click the download icon.

o Audit History E_ Select to view the history of actions taken related to this document.

NOTE: Completed forms are locked & and cannot be edited without permission from Human Resources.

Forms
Updated On
Standard 19 Form 10/30/2020 0322 PM Incomplets ERE=
Standard W4 Form 10/30/2020 03:22 PM Incomplete LHE
DE4 EDD STATE WITHHOLDI..  10/30/2020 03:22 PM Incomplete B
Bensfits Receipt and Acknowl,.  10/30/2020 03:38 PM Complete G @l kB
Swandard W4 Form O8/23/2020 08:36 PM Archived @ fid b B
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lll. Onboarding
Like the USS Dashboard, the Onboarding tab displays applicable portals (i.e., agency-wide New Employee
Onboarding Boarding and assigned sub-portals) mentioned above. (See My Onboarding Tab section above for more
information about portals, checklists and the chat feature.)

» e ns .
ss Dashboard ] 4 TEST SUMMERS Summers

Downicads = @

ﬁ - LEE COLLEGE

TEST SUMMERS Summers

FT DISPATCHER

My Dashboard : - k-
Employee 2 e 5
Onboarding —

[New Employee Onboarding Portal |
Manager

o Welcome to Lee College. We're Glad Checklist & Preview Checklist Timeline
You're Here! F

Congratulations en your new position, and welcome to the Lee

College family! We look forward to you Joining our team of talented
[ Complete Release for A 3days past

0]

faculty and staff who are committed to providing the highest S —— A

quality of education for our students. We hope you will find Lee

College is a great place to invest your time and talent in making a [ Complete Salary Increase | /A 3days past

Messages
Clicking this icon allows you to view all messages that have been sent to you. Select the blue link to open and reada
message. Click the trashicon in the action column to delete an individual message. To delete messages in bulk, check
the messages you want to remove, click Bulk Actions > Bulk Delete > Ok.

Messages

Messages will be avallable for 60 days.

& Bulk Actions
n records are selected. Clear selection
> From — Subject — Sent
System - Task Reminder / Overdue [ Task "Schedule An Appointment with Human __ ] 12/09/2022 03:47:13 AM
System - Contributor Task Ready Task Sign Key Request Form for TEST SUMME 11/30/2022 10:04:28 AM
System - Contributor Task Ready Task Employee Signature for TEST SUMMERS . 11/29/2022 07:02:55 AM

Calendar

The calendaricon displays the tasks on their due dates. Employees can click an individual task to view information about
it.

December 2022

SUN | MON | TUE | WED | THU | FRI |

Complete Confidentalty Agreeme
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Tasks g

Selecting the task icon opens the My Tasks section on the My Dashboard link. Click a link to open and complete a task.

28 Dashboard sesrc & 8 | | @) restsuumers sunme

buedste ¢ | feltedTo
TEST SUMMERS Summers

 serenc Complers Reea: = . Amz02  TESTSUMMERS Summers B
Complete Salary Increase Noti A 22022 TEST SUMMERS Summers B
My Dashboara Complete Transcript Request Acknowledgment A1M2072  TESTSUMMERS Summers B
Employee Complete Travel Policy Acknowledgement A 22022 TEST SUMMERS Summers B

onboarain
N o A v - =

Chat =

Clicking the chat icon allows you to initiate instant messages with your manager, direct report or applicable subgroups.
Select the person you are trying to communicate withvia chat. A direct message box will open. Type your message and
hit send. If the person you are trying to communicate with is not currently in NEOED, he/she will receive an email letting
them know you want to chat. To exit the chat box, click Back> Cancel.

Q, Search

GROUPS

A2 TEST SUMMERS Summers Mentors >
DIRECT MESSAGES

o TEST E Castillo 5
FT Faculty

Jana Rosser
HR Generallst

TEST E Castillo
< Back
Direct Message

You
Hey what's up? | need help with &

126 AM

Say something m

The instant messages are also visible/accessible in the Chat section in the New Employee Onboarding Portal.

NEOGOV [ onboard v

o @a a Question? Conneet with your Manager.

@ Cromes

Important Links

Not From Here? Explore the Areal

Feeling Hungry? Check out these local hot spots!
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Manager Perspective
** IMPORTANT: You will find generalinformation about employee access to onboarding-related features in NEOED in
the Employee Perspective section above. This section highlightsadditional elements available to managers. **

As noted in the Employee Perspective section, there are two places employees/managers can access onboarding-related
items in NEOED, the Unified Self-Service (USS) Dashboard (main home page)and by navigating to the Onboarding
module’s dashboard. All tasks can be accessed and viewed from the USS Dashboard. If authorized, employees and
managers may be able to view additional information in the Onboarding Dashboard. The information provided below
outlines onboarding features for managers.

Accessing Onboarding Information & Tasks Through the Unified Self-Service (USS) Dashboard (Main

Home Page)

The Unified Self-Service (USS) Dashboard is the home page employees and managers see when they first log into
NEOED. Ifauthorized, managers may see more navigation link options on the left (i.e., Dashboard, Tasks, People,
Recruiting, Reports) than employees who are not in supervisor roles. Links will be limited to the access/permission
assigned to each position.

USS Dashboard Links
DashboardLink
I. DashboardTab
From the Dashboard link, under the Dashboardtab, managers may see the following shortcuts:

e HRAnnouncements

e My Tasks— Any action required/task assigned to you will be listed here. Click the appropriate actionlink to
open and complete eachtask. Selecting View All Tasks will take you to the To Do tab on the Tasks link.

e People —A list of your direct reports will display in this section. Clicking an employee name opens the
employee detail page under the People link. Selecting the View Team link takes you to the My Teamtab
under the People link.

e Quick Actions — If you have permission to request to fill a position, you will see a link to Create a Requisition.
This link serves as a shortcut allowing you to quickly open and begin filling out the electronic requisition form.

a 7 Dashboard <3 Check Out the NEOED Mobile App
1
Dashboard My Onboarding

Amanda Summers

Executive Direct

HR ANNOUNCEMENT
Need Help Recruiting for Positions?

<
| A Dashboard HR can help! Contact Abbey Mourer, Coordinator - Talent Acquisition (smourer@lee edu)
1= Tasks o

=z, People

My Profile

[£] Recruiting

[[[[ Reports

& .
@ settings MY DIRECT REPORTS

OVERALL STATUS @ Crinye armos
@ Review W-4 Form
For Annie Wilkes (TEST) - Checklist: Student Employees
Quick Actions
. >
[ ONEOARD - GENERAL g

Due 01/20/22
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II. My Onboarding Tab
The My Onboarding tab displays the agency-wide portal (i.e., New Employee Onboarding Portal) and applicable

sub-portals that may be assigned to you based on your position or department. This allows you to see the same
information that was shared with new hires. However, unlike new employees, you will NOT see items in the
checklist section of the portal. As the manager, anytasks you are assigned will appearin the My Tasks areason the
Dashboard and Tasks links. Tasks assigned to managerswill NOT appear in the checklist section of the New

Employee Onboarding Portal for managers.

a o Dashboard
Dashbeard My Onbearding
Amanda Summers —_—
Executive Director, Human Resources

Presidents Office

My Profile = J
' LEE COLLEGE

# Dashboard
.= Tasks °

People

5
o

[&] Recruiting

dil Reports

©r Settil
@ Settings New Employee Onboarding Portal

Welcome to Lee College. We're Checklist ® Preview Checkiist Timeline
Glad You're Here! m

Congratulations on your new position, and welcome to the

Lee College family! We look forward to you joining our team

Tasks Link
Similar to employees, managers canview open and completed tasks from the Tasks link. Actions you need to take are

displayed under the To Do tab. Click the appropriate link to open atask. To see a list of completed tasks, select the

ﬁ ¢ Tasks
Completed (220)

Completed tab.

Amanda Summers —

Executive Director, Human Resources
President's Office
My Profile 1 "
Overdue Due Later
| = Tasks °

&, People

&l Recruiting = Due Date = Product v = Task Type v = ForWhom «
Jil Reports

@ Settings Overdue (1)

fd ONBOARD - REVIEW

‘a Review W-4 Form

For Annie Wilkes (TEST) « Checklist: Student Employees
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a o Tasks
ToDo 12

Amanda Summers
Executive Director, Human Resources
esidents Office

I |
Product = Task Type = Task = Completed Date - For Whom = Related To =
# Dashboard Q Q Q Q Q Q
Onboard General Enter IT Work Order - D. 12/14/2022 Wednesday Addams (T. Offboarding Checkdist - .
Onbeard General Enter IT Work Order - D... 1213/2022 Annalise Keating (TEST) Offboarding Checklist - ...
& Recruiting

Recruiing Approval Offer: Karen Ascenciof...  12/13/2022 Amanda Summers Requisition
Al Reports
Recruitina Annroval Reauiisition” Fxecutive N AR 022 Amanda Summers Reauisition

People Link
As a manager, you may have access to the People link. This allows you to see information about your direct reports.

My TeamTab
A list of your direct reports shows on this tab.
e Select an Employee — Click an employee name to open the employee’s profile.

o Adjust View —Adjust the way your team is displayed by selecting the grid | =
view is shown in the screenshot below.)

view option. (Grid

e Search | @ ‘— Use the searchicon to look up employees.
e Filter | ‘ — Use the filter icon to open advanced filtering for the list.

e Adjust Columns |ﬂ|— Use this icon to add additional items columns to the list.

a . People
My Team's Tasks Org Chart Employee List
Amanda Summers

Executive Director. Human Resources
President's Office

My Team

My Profile

#A Dashboard

‘ = Filers ‘
:Z Tasks o J
[ Recruiting
| J Cinthya Barrios President's Office Coordinator, Ben.. 05/09/2022 cbarrios@lee.edu
i Reports ® [co-]
@ Settings |:| “, Ebelinda Castillo President's Office HR Generalist 05/10/2021 ebcastillo@lee.edu
’
My Team’s Tasks Tab

This taballows you to view any tasks within the NEOED system (e.g., Onboarding, Recruiting — Approvals, Reviews,
Recommendations) currently assigned to your direct reports. As the manager, you cannot take any action from this
page. It simply provides a snapshot of current and late tasks assigned to your team members.

Org ChartTab
This tabdisplays anorg chart for your area.
e Search— Use the searchfield to look up employees or positions.
e Export — Click Export to create a pdf of the chart. When exporting the chart, you will be given the option to
export the current view or customize the export.
e Adjust Chart Size — Select + or —to reset the size of the chart on your screen.
e View Employee Information — If applicable, an employee box may include a message stating the # of direct
reports associated with this team member (see example below). To view an employee’s profile, click the
employee’s picture.
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ﬁ < People
My Team My Team's Tasks Org Chart Employee List

Amanda Summers

My Profile
#A Dashboard
Q_ search by Employee or Position +
= Tasks @
&e People Amanda Summers
Executive Director, Humen. (e
[£] Recruiting

Al Reports

© Settings
C ﬂ @ G") O v (A

Cinthya Barrios Ebelinda Castilo Marissa Moreno Abbey Mourer Jana Rosser TEST J Rosser Lena Yepez
- s si.. T Dspaishe Diresior, Carser & Transt
1DiectReport 1 Direct Report 1Direct Report 5 Direct Repors

IV. Employee List Tab
This tab provides another way to view a list of your direct reports. You can use the search, filter and column icons

on theright to quickly access employee information. Clicking on an employee name opens the employee profile
page.

a o People
My Team My Team's Tasks Org Chart

Amanda Summers

Employee List

My Profile
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Barrios 0123252 President’s Office Coordinator, Benefiis and Leave  Amanda Summers
% Recruiting TESTC Barrios 9999999 Provost/Academic & Student A. Student Assistant Lena Yepez

Recruiting Link
The recruiting link is visible to managersassigned access to the Online Hiring Center (OHC). Not all employees have

access to the OHC module. Managers use this link to view tasks and information associated with requesting and
approving positions, monitoring job postings, viewing applicants and recent hires, recommending candidates for hire,
etc. For more information on the OHC module, please referto HR’s NEOED OHC User Guide.

Reports Link
As a manager, you may have limited access to certain onboarding reports (i.e., Onboard Progress, Offboard Progress,

Checklist Progress, Task Status, Form Reports and Exit Interviews) associated with your team members.
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I. Onboard, Offboard and Checklist Progress
e Onboard Progress Report—See how your direct reports are progressing through the assigned new hire
checklist(s)/tasks.
o Offboard Progress Report—See how your direct reports are progressing through the assigned exiting
checklist(s)/tasks.
e Checklist Progress Report—View the checklist completion % for your direct reports.

The data provided on these three progress reports is similar. Eachreport lists the names of your team members and
displays the progress he/she has made toward completing the assigned onboarding, offboarding or checklist tasks.

E-Verify Employees Reports - Portals Checklists Positions Administrative - B + @
Onboard Progress Report P TERe Y
D L) ti Al E

<@ Show All & Bulk Actions
Q, Employee #

Q) Division Name

Q ) Name: Code Q
0050907 Coorainator, Talent Acquisition President Presigent's Office BT

0214016 Anthony Perez Director, Dual Credit Provost Provost/Acadenic & Student Affairs E

e Search and Filter Results — Use these icons on the right to quickly locate employees and/or information.

e Add Columns " —Click the columns icon to add or remove columns from the data viewed on the screen.

e Generate Report— Click this button to create a report that includes the data for eachindividual currently
displayed on the screen. It may take afew minutes to create the report. To view the completed report,
click the Download link at the top of the page. This opens the Download List page. The Status column will
let you know when your report is completed. Afterwards, click the download icon = in the Actions column
to access your report. ** IMPORTANT: Downloaded reportsare only available for 7 days. ** If you do not
access the information within this timeframe, you will need to rerun the report.

E-Veerify Employees Reports ~ Portals Checklists Positions ~ Administrative ~ = + CL)

Download List

Downloads will be available for 7 days. (data will refresh every 10 seconds)

BulkPrintForms_12-13-2022_07-10-0..  12/13/2022 07-10 AM Completed

e Bulk Actions — To extract data for multiple employees, select the applicable employees > click Bulk Actions >
choose the appropriate action (i.e., Export to CSV, Export to PDF or Export to Excel).
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Il. TaskStatus
Similarly, the Task Status report displays all tasks assigned to your direct reports. Various search options are

available (e.g., select the checklist you want to view tasks for, do you want to view active or inactive checklists, etc.).
The status of each task is displayed in the Status column. Clicking an employee name opens the Employee link on
the Onboarding module. This page displays Employee Details, Tasks, Notes & Attachmentsand Forms. Clicking a
task link opens the Task Information page. As described above, managerscan also use the search, filter and column

icons, Bulk Actions and Generate Report buttons for this report.

EVerify  Employees  Reports ~ Portals  Checklists  Positions ~  Administrative - Downloads = + @

Task Status Report Reset fitters 1o defaul

Checkiist (@ Onboarding Offocarding Other
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@ Show All Z Bulk Actions
=

President President's Office HR Admin Completed

0050807 Abbey Mourer President President's Office Standard Form Tasks Identify Existing ID # . Task HR Admin Completed l

lll. Form Reports
Managers may have permission to view certain forms associated to their direct reports.

IV. Exit Interviews
Managers may have permission to view exit questionnaires completed by their direct reports.

Accessing Onboarding Information & Tasks Through the Onboarding Module Dashboard
Follow these steps to navigate tothe Onboarding Dashboard/module from the USS Dashboard: Click My Profile >
Onboarding tab > Go to Onboarding details page.

a < People / Amanda’s Profile
= Amanda Summers
Amanda Summers Executive Director, Human Resources
Executive Director, Human Resources

President’s Office

Presidents Office

My Profile Job [ Onboarding

# Dashboard

= ok @ The employee's Onboarding Tasks, Notes &
< Peope Attachments, and Forms are available on their
] Recruiting Onboarding details page

il Reports

| [ Go to Onboarding details page

@ Settings

Onboarding Module Dashboard

As described in the Employee Perspective, the following information will display in the navigationfields on the left: Your
picture, name and position, links (i.e., My Dashboard, Employee and Onboarding), the name of your manager and the
name(s) of your direct reports. On the navigation fields in the upper right corner of the page, you will see links to access

your messages, calendar, tasks and chat.
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Information about these items was previously covered in the Employee Perspective, Links — My Dashboard, Employee &
Onboarding section. Please review this information to become familiar with their functions.
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I. Links— My Dashboard, Employee & Onboarding

A description of these links/features is provided above in Manager Perspective, USS Dashboard Links sections
provided above.

Il. DirectReports
Clicking on a direct report will open the employee’s Onboarding Dashboard, allowing the manager toview the
employee’s Employee and Onboarding links.

lll. Links—Employees, Reports & Downloads
Managers may also have access to the following links at the top of the Onboarding site: Employees, Reports and
Downloads. Functions for each of these links were described in Manager Perspective, USS Dashboard Links sections
provided above.

Questions/Assistance
If you have questions or need assistance, contact the Human Resources Office at hr@lee.eduor (281) 425-6875.

Onboarding Module User Guide Page 18


mailto:hr@lee.edu

	Introduction
	Getting Started: Log In to NEOED
	Employee Perspective
	Accessing Onboarding Information & Tasks Through the Unified Self-Service (USS) Dashboard (Main Home Page)
	Dashboard Link
	Tasks Link

	Accessing Onboarding Information & Tasks Through the Onboarding Module Dashboard
	Onboarding Module Dashboard


	Manager Perspective
	Accessing Onboarding Information & Tasks Through the Unified Self-Service (USS) Dashboard (Main Home Page)
	USS Dashboard Links

	Accessing Onboarding Information & Tasks Through the Onboarding Module Dashboard
	Onboarding Module Dashboard


	Questions/Assistance

