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REQUIREMENTS: This template set has been designed to utilize the full suite of functionality available in Smartsheet. Select plans do
not have access to all premium features like Dashboards, Automated Actions, and Activity Log. If you are on a limited plan you can still
use the template set however not all premium functionality will be available. Click here to see a list of discontinued plans.

Get the Template Set

Favorites
Click the link below and the template set will be added to your

Sheets folder, you can find it on the left side of the screen under
Sheets. v [l Sheets

|* | Dashboards/Portals

i - Template Set
New Employee Onboarding Template Set

What's Included in the Set

With the New Employee Onboarding template set, you can accelerate employee onboarding and
streamline the new hire process.

30-Day Onboarding — Today

Tasks Report e 30-Day Employee
This report shows a real-time Onboarding Sheet
view of tasks that are due \ Tracks all of the tasks
today. — involved in onboarding new

= employees.s

-
—
—_—
— Ml | il

30-Day Onboarding — Late —_ = ¢
Items Report I
A real-time log of tasks that are .
past due. 30-Day Employee Onboarding Dashboard

A dashboard that summarizes key information
about the new employee onboarding process.


http://bit.ly/Get-Set-Employee-Onboarding
http://bit.ly/Identify-your-plan
https://help.smartsheet.com/articles/2321743-discontinued-smartsheet-plans
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Set Up
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o Using a workspace is a best practice when building a collaborative process. Workspaces allow you to centralize your work

and control sharing with different stakeholders.

Step 1:
Create a New Workspace

Open Home. From the home menu, click the Create button in the
upper right hand corner. From the drop-down menu, select
Workspace. Name the workspace.

Learn more:

Workspaces Qverview, Workspace Sharing, Home Tab

Step 2:
Drag the Files into Workspace

Select the template set folder under your Sheets folder. Drag and
drop the folder down to the workspace you just created.

Learn more:

Manage ltems in a Workspace (Add, Move, Remove)

Create v
0 Grid
Task List
Project
Cards
Browse Templates

n Import Microsoft Excel...

[ @ | Import Microsoft Project...
E Import from Google Sheets...
m Import from Atlassian Trello...

8 Report
Dashboard/Portal

B Folder

Home < Search
Dashboards/Portals

v [l Sheets T

@ My Workspage
H Template Set
v 2li Resource View 3

2h Team
v More

8 Dannrte


https://help.smartsheet.com/articles/2026039-workspaces-overview
https://help.smartsheet.com/articles/522067-workspace-sharing
https://help.smartsheet.com/articles/522237-find-create-manage-sheets-and-other-items-from-the-home-tab?_ga=2.33628705.1463048055.1520553664-197214242.1520553664
https://help.smartsheet.com/articles/506690-managing-items-in-a-workspace-add-move-remove-
https://help.smartsheet.com/articles/2026039-workspaces-overview

P smartsheet

New Employee Onboarding

Template Set Getting Started Guide

Customize

Step 3:

Modify the 30-Day Employee Onboarding Sheet

Use the 30-Day Employee Onboarding sheet to collaborate, track, and manage the new employee

onboarding process. The sheet will help automate your employee onboarding process timeline from the

start date forward.

A.  Enter the employee’s name in row one of the Task column.
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B.  Enter the employee’s start date in row two of the Date column. Formulas in the date column will auto-fill
dates for the next four weeks.

C.  Enter your task names in the Task column. Hierarchy is used to delineate different resources and tasks for

each week. Indent subtasks under tasks by using the /ndent button on the toolbar, or Ctr/ + ] on the

keyboard.

D. Double-click on the child rows in the Description, Links, or Instructions column and insert text or relevant
hyperlinks. There are formulas already embedded in the parent (gray) rows. Columns and rows with

formulas are locked so that editors cannot change the formulas.

E.  Upload attachments for easy sharing of important and relevant documents and files.

F.  Track overall progress by using the checkboxes in the Done column.

E U ®™ i pone Date

B
|

Learn more:

IS
07/09/18

{Name} - New Hire Onboarding

<<< Enter Start Date

Manager:

Team Lead:

Mentor:

-- s

« I

Downleoad: Software Option 1
Downlecad: Software Option 2
Download: Software Option 3

Setup your email signature

Make yourself a nametag

Description, Links, or Instructions

- &
- o
Last Progress Made: 08/13/18 4:56 PM ‘

You will need to contact IT via this link (or find
someone from IT) in order to enter in administrative
rights for your computer to install downloaded
software. Please be careful downloading software
on to your computer.

Click to download.

Model your signature based on that of one of your
colleagues.

o S, [V R

Hierarchy: Indent or Qutdent Rows, Parent Rollup Functionality,Date Columns, Lock or Unlock Columns and Rows, Formulas and

Functions, Upload an Attachment



https://help.smartsheet.com/articles/504734-hierarchy-indenting-outdenting-rows
https://help.smartsheet.com/articles/765753-parent-rollup-functionality
https://help.smartsheet.com/articles/504619-column-types#date
https://help.smartsheet.com/articles/522077-locking-unlocking-columns-and-rows
https://help.smartsheet.com/topics/formulas-and-functions
https://help.smartsheet.com/topics/formulas-and-functions
https://help.smartsheet.com/articles/518408-uploading-attachments
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Use the Description Column Formulas

There are several different formulas in the parent rows of the Description column whose outputs roll up to the
dashboard included in the set. The rows with formulas are locked and can't be changed.

Row one of the Description column has a formula tracking the % complete of all of the onboarding tasks. The
specific formula included is:

=COUNTIF(Done:Done, 1) / (COUNTIFS(Done:Done, 0, Task:Task, NOT(ISBLANK(@cell))) +
(COUNTIF(Done:Done, 1))

Row two of the Description column references the Modified system column to track the last date and time that
the sheet was updated.

="Last Progress Made: " + MAX(Modified:Modified)
The light blue parent rows calculate the total number of completed tasks per week.

="Completed: " + COUNTIF(CHILDREN(Done22), 1) + " of " + ((COUNTIF(CHILDREN(Done22), 1) +
(COUNTIF(CHILDREN(Done22), 0))))

The gray parent rows calculate the total number of completed tasks per day.

="Completed: " + COUNTIF(CHILDREN(Done24), 1) + " of " + ((COUNTIF(CHILDREN(Done24), 1) +
(COUNTIF(CHILDREN(Done24), 0))))

P Aot s [ 2 svar |

B & - [EB Grid View » ¥ Filter =% Aralv 10v B I U S & v A~

1]

TS e BZL frmEH S %
§ W i Done Date rut Duﬂmnulm,uim  Questions to management
[

Q
™1 tName) - Now Hiro Onboarding S
e

Team Lead:

Mentor:
B Getting Started

-

Di

+ Computer & Software Set -up [ + COUNTIF(CHIL ), 1)+ * of * + ((COUNTIF(CHILDREN(Done7), 1) + (COUNTIF(CHILDREN(Done?), 0)))
+ Miscellaneous Tasks

e B

- Week 1 Completed: 0 of 0

Week 1 Foc
08/14/18 + Day 1: Getting Started Completed: 0 of 8
08/15/18 + Day2: Completed: 0 of 1
08/16/18 + Day3: Completed: 0 of 1
08/17/18 + Day4: Completed: 0 of 1
0812018 + Day5: Completed: 0 of 1

- Week2 Completed: 0 of 0

Week 2 Focus:

PEPRPPEEREPRPER P P BPRP P PP

Learn more:

Formulas and Functions



https://help.smartsheet.com/topics/formulas-and-functions
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Step 5:
Sheet Bonus: View or Edit Your Project Summary Data

For those with a Business or Enterprise plan, this template set utilizes the sheet summary feature. The 30 Day
Employee Onboarding sheet includes a pre-populated sheet summary that provides a standard, robust way to
organize and report on project information in your sheet. Here you can see a quick recap of team contact
information and percentage of the onboarding that has been completed. Open the sheet summary on the right
panel to view or edit your project summary fields. You can use formulas and reference another summary fields.

A.  (lick the sheet summary icon to expand the sheet summary. You can expand and collapse the right panel
to stay in the context of your sheet or maximize your sheet real estate when you don't need to view it.

B. To add fields, click +New Field.

C.  Name your field and select the field type: Text/Number, Contact list, Date, Dropdown list, Checkbox, or
Symbols.

D. To edit the field properties, hover over the right side of the field and click on the vertical ellipsis () to open
the field options dropdown menu.

= Cyﬂrc\:):lﬂﬂz.$v%9‘0‘_.00_.'

Description, Links, or Instructions
a Sheet Summary ? X

BT
Please provide feedback
. Last Progress Made: 06/06/19 7:27
WHAT IS SHEET SUMMARY?

Sheet Admins can define, organize, and report on
critical information in this sheet with Sheet Summary

A
o
(U
=
(&)
such as team contacts, metrics, and deadlines. 47
B - an
un

Completed: 0 of 4
Completed: 0 of 3

{Enter the name of the team's Manager} v =

Completed: 0 of 5 Mentor
{Enter the name of the Mentor} v
Completed: 0 of 8
New Hire
Examnie Vided Hyperink {Enter the name of the New Hire} v
See attachment Percentage of Onboarding Complete
See attachment v

ne.

| ( + New Field l

>

Learn more:
Define Your Work with Sheet Summary, Maximize Your Sheet Summary Usage, Create a Portfolio View with a Summary Report



https://help.smartsheet.com/articles/2476786-define-your-work-with-sheet-profile
https://help.smartsheet.com/articles/2479211-maximize-your-sheet-summary-usage
https://help.smartsheet.com/articles/2479206-create-a-portfolio-view-with-a-summary-report
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Step 6:
Set Manager Alerts

An automated alert workflow is an efficient way to keep track of the changes in your sheet. We've setu

Page T

pan

alert on this sheet to notify the manager once a day when employee questions are logged in the Questions

to Management column.

A.  To edit the alert workflow, click on
Automation and select Manage Workflows

in the dropdown menu. FllForms

B.  Then double-click on the workflow and e .
change the value in the Send an alert To By Avtomation
field from All Shared Users to Shared user Create a workflow:
or email.

Notification

C.  Enter the email address of the manager ; )
you would like to receive the notification. Moty Al Suaced Uoers sese a éay
An alert will be generated and
automatically sent once a day whenever
the employee enters information in the
Questions to Management column.

Learn more:

Save Time and Work Faster With Automated Workflows

Step 7:
Use Today's Tasks Report

The Today's Tasks Report provides a real-time display of tasks due today.

A.  Open the report, click on the Report Builder, EG,ch ’

and ensure the Employee Onboarding sheet is

selected in the Where? field. Report Builder

‘ No matching rows found. ‘ Run 8 Columns ‘

B.  Using the Columns button, select all of the

columns you would like to display in the m

report, including the Date column. ?r“—;';:'lago . repotarnrs e e I

iy —
o notchecked

C.  Inthe What field, the report filters the Ea [ ono |

Description that does not contain Completed

and Done is not checked.

Learn more:

Report Builder


https://help.smartsheet.com/articles/522214-creating-reports#build
https://help.smartsheet.com/articles/2476191-save-time-and-work-faster-with-automated-workflows
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Step 8:

Use Late Items Report

The Late Items Report provides a real-time display of past due tasks.

A.  Open the report, click on the Report Builder, and ensure the Employee Onboarding sheet is selected

in the Where? field.

B.  Using the Columns button, select all of the columns you would like to display in the report, including

the Date column.

C.  Inthe When?field, the report filters if the date is in the past.

D. Inthe What?field, the report filters by the Description column does not contain “Completed’, Done is

not checked, and Task does not contain <<<.

8@ Report Builder C | #

Report Builder

A
Where?

‘ No matching rows found.

EEE WEETEm

Restrict to:
1 sheets in scope

[J Sheet- 30 Day Em

Click Who button
to report against a
Contact List
column.

Learn more:

Report Builder

B
e [ oo

Description, Links, or |
does not contain 'Con

Done
is not checked

Date
is today



https://help.smartsheet.com/articles/522214-creating-reports#build
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Setup the Employee Onboarding Dashboard

The Employee Onboarding Dashboard provides easy access to essential resources and summarizes key
information such as important dates, onboarding progress, and tasks that are due. Dashboards consist of
different widgets that pull in live information from other sheets and reports.

A.  Click Editin the upper left corner to begin customizing. Then hover over any widget and select
the pencil icon.

B.  Replace the logo placeholder with your own logo in the /mage widget.
C.  Addthe employee name to the Title widget.

D.  The % Progress and Last Progress Made are Metric widgets that pull in live data from the
Employee Onboarding sheet.

E.  Resources is a Shortcut widget with links to documents, resources, and other Smartsheet items.

F.  Today’s Tasks and Late Items are both Report widgets, which display the reports included in this
template set in your dashboard.

A

Svour O{Name} Employee Onboarding Ti_

Company Calendar

LOGO HR Resource Hub
HERE Oy Last Progress Made: 08/15/18 5:10 PM - tertoerse

Progress

_

Done Task Description, Links, or Instructions Date

Late ltems

Done Task Description, Links, or Instructions Date
Conduct a general job orientation, with tour and introductions, 07/09/18
Review first week's schedule and work hours. Example Video Hyperlink 07/09/18
Review professional ethics and code of conduct. See attachment 07/09/18
Review all policies, such as safety and security policies. See attachment 07/09/18
Explain the compensation and benefits. 07/09/18
Provide employee handbook and answer any questions. 07/09/18
Review position information. 07/09/18
Team Shadowing 07/09/18

Learn more:

Make Changes to an Existing Dashboard, Viewing and Sharing a Dashboard, Widget Types for Smartsheet Dashboards



https://help.smartsheet.com/articles/518547-create-edit-dashboard-portal#editSight
https://help.smartsheet.com/articles/2289957-sharing-a-smartsheet-dashboard
https://help.smartsheet.com/articles/518558-widget-types-for-smartsheet-dashboards#image
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Step 10:
Share Your New Employee Onboarding Template Set

Sharing is the best way to collaborate with others involved in

your grant application process. You can share your entire | Sheet Sharing
workspace with members of your department, or you simply i ]
share individual items within the workspace. For more = ;
information on sharing and permission levels, check out this
infographic. e

[ oo J[ s v ][]
Learn more:

Workspace Sharing

FEEDBACK: Let us know what you think of the New Employee Onboarding Template Set! Share your feedback here.


https://help.smartsheet.com/articles/522067-workspace-sharing
https://help.smartsheet.com/articles/2476646-infographic-user-types-sharing-permissions-decoded
http://bit.ly/Feedback-Employee-Onboarding

