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Please distribute this alert to any users within your agency who are responsible for employee orientation and onboarding training.


Onboarding: Alternate Orientation Processes 

· Information regarding the alternate orientation processes and the “Alternate Content Print Packet” to support employees who are not able to utilize the online orientation


To fully achieve the commonwealth’s goals for the enterprise onboarding initiative, all HR offices should be ready to provide alternate orientation processes for newly hired employees who do not have access to the online orientation outside of the office.  

HR offices and supervisors should refer to the handbooks available in ESS for more information on the Alternate Orientation Processes: Tier 2, Tier 3 and Tier 4. 

· Tier 1 delivery is when the employee begins the online orientation before their employment start date and continues the tours according to the established deadlines.  Achieving a large percentage of your newly hired employees who complete the orientation on time should be one of your primary onboarding goals.

· Tier 2 and Tier 3 delivery methods (alternate online processes) should be implemented as a back up to Tier 1.  These alternate processes begin on the employee’s first day in the office – by the supervisor or HR office allowing the employee to access the online orientation from his/her workstation or from an HR office kiosk.

· The Tier 4 process (orientation delivered in a print packet) should be used for exceptional cases only.  This is the alternate orientation process for employees who face language, accessibility or technology barriers.  


Tier 2 and Tier 3 – Login Procedures

Employees who arrive to work on their employment start date and need to begin or continue the online orientation have several options.  They could log into the online orientation from their commonwealth workstation or schedule time at a kiosk designated by the HR office.  The online orientation is available from www.myWorkplace.state.pa.us (ESS access is required) or from the website www.myHRonline.state.pa.us (ESS access is not required).  Provide the following instructions to the employee:

1. Select “Online Orientation” on the home page (ESS users can skip steps 2-5)
2. Enter the employee number as User ID
3. Enter temporary password, last four digits of his/her Social Security Number followed immediately by the last two digits of his/her birth year (e.g. 954078)
4. Enter organization code of “cofpa” 
5. Follow the prompts to create a new password and login
6. Select the appropriate tour launch button from the right-hand column
Tier 4 – Print Packet

If an employee is unable to work online, supervisors are instructed to request a print version of the orientation from their agency HR office.  This process should be used for exceptional cases only.  

In response to these requests, agency HR offices can download the “Alternate Content Print Packet” from www.myWorkplace.state.pa.us > “Login” > HR > Enterprise Onboarding.  Follow these instructions to print a complete packet for Tier 4 employees.
 
1) Download the most recent version
2) Open the PDF file and print the entire packet
a. Select a double-sided print setting if possible
b. Do not staple; you will need to insert additional pages
3) Section 3: Required Federal Forms (additional printing is required)
a. Refer to the Agency HR Office checklist found in this section
b. Use the embedded hyperlinks to open the forms
c. Print the documents and place them into the packet
d. Remove the checklist from the packet and discard
4) Complete the form “Your Position Details” found in Section 4: Commonwealth Employment Forms with the employee’s job and position details
5) Section 4: Commonwealth Employment Forms (additional printing is required)
a. Refer to the Agency HR Office checklist found in this section
b. Use the embedded hyperlinks to open the forms
c. Print the documents and place them into the packet
d. Remove the checklist and discard
6) Section 5: Learn More (additional printing is required)
a. Refer to the Agency HR Office checklist found in this section
b. Use the embedded hyperlinks to open the documents
c. Print the documents and place them into the packet
d. Remove the checklist and discard
7) Section 6: Policy Documents (additional printing is required)
a. Refer to the Agency HR Office checklist found in this section
b. Use the embedded hyperlinks to open the documents
c. Print the documents and place them into the packet
d. Remove the checklist and discard
8) Compile all sections for distribution to new employee on the first day of employment

Tier 4 – Submit Forms

Agency HR offices should collect all required forms from the employee.  The following forms should be submitted to the HR Service Center by reopening the Fill a Vacant Position E-PAR.  

· Authorization for Direct Deposit
· Emergency Contacts
· Form I-9: Verification of Employment Eligibility
· Form W-4: Employee’s Withholding Allowance Certificate
· Local Tax Exemption Certificate (if applicable) 
· Self Identification Form*

*Self Identification Form must be discarded after submission. 

The HR Service Center will store all documents in the Electronic Official Personnel File (E-OPF) unless otherwise noted.  Follow your agency procedures for the retention and filing of all other employment forms (those not submitted to the HR Service Center).

Remember, federal and commonwealth employment forms must be collected no later than the close of business day on the second day of employment.  This will allow time for processing of the Form I-9 according to the federal requirements.


Questions? 
If you have any questions about alternate orientation processes, the print packet or required forms, you may call the HR Service Center at 877.377.2672.
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