
Onboarding

Weeks before Start Date 0-4 Weeks after Start Date 0-3 Months after Start Date Up to 1y after Start Date

Useful Tools for Online Onboarding

Typical Timelines

Activities and Milestones

Actors

Digital Documents / e-Signatures

• ClearCompany: Online delivery, 
tracking, storage signing of key 
documents
• Docusign: Allows documents to be 
shared and signed
• Collage: Allows employees to 
upload payroll/tax info as well as 
sign e-contracts

69% of employees who have a positive 
onboarding experience are more likely 
to remain with the employer for three 
years

Half of all senior outside hires fail 
within 18 months in a new position and 
half of all hourly workers leave new 
jobs within the first 120 days

HR TeamPat: New 
Employee

Pat's new 
Manager

Colleagues Technical 
Support

 Good Experience 
 for Pat

Bad Experience 
 for Pat

• Contracts and 
paperwork easily 
accessible
• No downtime 
waiting for postage
• Regular 
communication 
with HR Team
• Online checklists

• Has to wait for 
contract to arrive in 
the post
• Irregular 
communication 
from HR team, very 
formal
• Uncertain of tasks 
to complete
• Unclear on how to 
fill out certain 
forms

• Clear schedule for 
first week
• Meet and greets 
set up
• Computer and 
equipment ready
• Email and other 
accounts ready
• IT Support

• Has to wait for IT 
to set up hardware 
and software
• Must introduce 
oneself to colleagues
• Must troubleshoot 
own issues
• Has not met 
manager yet, unclear 
on who he reports to

Pre-Onboarding Introduction/Orientation Assignments  Ongoing Work and Development

• Kin: Create a customised welcome 
page for each employee
• Wistia Video: Create intro videos 
with embedded links to direct 
employees to key  material
• HR Partner: Employees can create 
a bio of themselves to share their 
experience and interests

Online Introduction Tools

• Chief Onboarding: Create 
checklists, task lists for employees.
• Typelane: Reminders, checklists, 
and feedback forms for tracking the 
employee onboarding and 
offboarding path
• ClickBoarding:  Share task lists and 
checklists with the employee during 
onboarding

e-Checklists

• ProProfs Knowledge: provides a 
self-service knowledge base, which 
includes FAQs, manuals
• ChatBot:  Allows chatbots to be 
built to communicate with 
employees for training purposes
• Obie.ai: AI platform which enables 
access to frequently asked questions 
and document

Knowledge Bases

• Gusto: Manages employee 
onboarding, running payroll, 
benefits, forms, tax documents
• Zenefits: Supports core HR 
functions, time tracking, onboarding, 
employee records
• Bamboo HR: Key HR functions as 
well as employee engagement and 
satisfaction tools

HR Management

• Slack: Text and video chat tool,
• Social Media: Companies can use 
social media presence to integrate 
their employees
• Video Conferencing Tools: The 
emulation of face-to-face meetings 
during online onboarding can be 
crucial for employees to build 
rapport

Social and Communications

• Qooper: Allows for automated 
profile collection, mentor-matching, 
follow-ups, check-ins, and reporting
• MentorCliq: Automated mentor 
matching based on role and 
expertise. Employers can track the 
number of hours employees and 
mentors have spent together

Mentoring Tools

• Cornerstone: Supports develop-
ment training with a library of 
onboarding content.
• AbsorbLMS: Implement a variety 
of quiz and survey tools, and  
generate badges and certificates
• TalentLMS: Allows organisations to 
formalise their onboarding process 
using its system

LMSs

• IDoneThis: Employees compile 
what they have worked on and send 
a daily recap to the team
• KissFlow: Employers can automate 
onboarding flows, assign tasks and 
track progress
• BaseCamp: Work management 
tool with to-do lists, milestone 
management and time tracking

Workflow Management

• Clear and relevant 
L&D path
• Interesting and 
challenging projects
• Mentor assigned
• Social clubs
• Collaborative tools 
and processes
• Relevant and 
Personalised tasks

• Irrelevant and 
boring training
• Mentor assigned 
but no meetings set 
up
• No social outlets 
within company
• Project work is 
not challenging

Pat accepts Job offer 
at Wiseman Inc

Pat first day of employment
 at Wiseman Inc

Tax/
Payroll

Contract

Checklists

Signatures
Agenda for 
first day/week

Email/Core 
Account Setup

Order 
Equipment

Watkins (2013) suggests that the first 
90 days are crucial and decide the 

success of a newcomer in his or her job

At this point, as many as 
17% of new hires will have 

left the company

Company 
Culture

Probation 
Milestones

Welcome 
Package

Organisation 
Structure

Tour / 
Virtual Tour

Code of 
Conduct

Employee Handbook

FAQs

HR Team tasks HR Induction Meet Manager(s)

KPI / Metrics / 
Success

Support and 
Reportings

Tasks

Set 
Expectations

Definition 
of Role

Probation 
Process

Training and Support

Personal 
development

Mandatory 
training

Set 
Mentors

Training /
 LMS

Project Work

Reporting styles 
and formats

Time 
Management

Use 
Collaboration 
Tools

Social 
Capitals

Set up Work Tools/Accounts

IT Support Email / HR 
Systems

Slack/
Teams etc.

Equipment/
Computer

Meet Team

Direct 
Colleagues

Social 
Interaction

Further 
understanding of role

Informal 
insights

Join Clubs/
Groups

L&D Pathway

Identifying 
new learning 
opportunities

Completing 
Modules

External 
Training

Unlearning

Periodic Check-Ins / Feedback
• Regular feedback 
from managers and 
colleagues
• Interesting and 
challenging projects
• Clear career 
progress
• Ongoing social 
activities
• New skills acquired

• No regular contact 
with manager
• Monotonous 
projects
• Isolated socially
• Unsure of how 
current position will 
help career
• No new skills 
learned
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