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Department Onboarding Delegate 

Checking New Hire Onboarding Tasks in PageUp 

Purpose 

Department onboarding delegates can monitor a new hire’s onboarding status and follow up on outstanding 
employee tasks. Timely completion of required documents helps prevent delays in PeopleSoft entry and payroll 
processing. 

1.  Open the Applicant Progress Board 

From your PageUp dashboard, select Applicant Progress Board. 

 

2.  Open the Applicant Card 

Locate the new hire and click the applicant’s name to open their Applicant Card. 
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3.  Open the applicant actions menu 

On the Applicant Card, select the three-dot menu on the right side of the screen. 

 

4.  Select Onboarding 

From the three-dot menu, click Onboarding. 
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Review Completion Status and Follow Up 

Review the onboarding task list and check the “Completed by Employee” column. Follow up with the new hire about 
any items marked “No” and ask them to complete the outstanding tasks as soon as possible. 

Why follow-up matters 

Missing or incomplete onboarding documents may delay the new hire’s entry into PeopleSoft and payroll 
processing. Regularly checking task status and promptly contacting the new hire helps support a smooth 
onboarding process and timely pay. 

 


