
Explore the New Hire Experience (EFFECTIVE 11.03.25)

• Candidate pre-screened by Recruiter

• Candidate receives verbal offer from 

Recruiter

• If Candidate accepts verbal offer, the 

following occur simultaneously:

1. Email sent to Candidate with offer 

acceptance next steps 

See “Candidate: Email #1” (slide 7)

2. Offer letter generated in Workday that 

must be accepted within 48 hours

• Once Candidate clicks ACCEPT in Workday, 

the Background Check is ordered, and the 

Candidate is moved to READY FOR HIRE

Candidate is now a Pre-Hire

•Pre-Hire profile created & visible in Workday

•Manager receives email to Request Access for Pre-Hire 
(must be requested 2 weeks prior to start date)
See “Manager: Email #1” (slide 11)

•Pre-Hire receives Welcome/Next Steps call and email 
from Preboarding within 24 hours 
See “Pre-Hire: Email #1” (slide 12)

•Pre-Hire completes background check invite

•Pre-Hire schedules and attends pre-employment clinical 
screenings at First Advantage labs

•Team schedules I-9 verification session prior to start 
date

Employee is registered for New Employee Welcome 
(NEW)

READY FOR HIRE

CANDIDATE EXPERIENCE
Recruiting Team:

PRE-HIRE EXPERIENCE
Preboarding Team:

EMPLOYEE EXPERIENCE
Talent Management Team:

ACCEPT

IF PUSHBACKS OCCUR:
• Preboarding Team contacts Pre-Hire

• Recruiting Team contacts Hiring Manager

Once Preboarding and Clinical results are finalized, Pre-
Hire is cleared for employment in Workday.     

Pre-Hire is now an Employee

•Employee is registered for required clinical courses
•Team arranges for preceptors, if needed

•Manager enrolls Employee in EPIC courses
•Manager informs Employee where to report for work 
on day 2 (after Employee attends NEW on Day 1)
•Manager enrolls Employee in Campus Welcome

Clinical Education Team:

Manager of New Employee:

Employee Health Team:

•Employee completes other role specific requirements: 
Vaccinations, Mask Fitting, PPE etc.

Security Team:

Employee has badge picture taken and receives badge



First Advantage Experience Roadmap

Click READY FOR HIRE
in Workday

Order FADV Background 
Check & D&HS Invite

Reviews & retains 
clinical screening 
documentation

Talent 
Acquisition

Candidate / 
Employee

Preboarding
Contacts new employee 
within 24 hours of hire 
Welcome/Next Steps

Monitors tasks for 
completion/Completes 

I-9 Session

WED: Rosters sent to 
Clin Educ, Talent 

Mgmt., Market HR

TALENT ACQUISITION 
RESPONSIBILITY

EMPLOYEE HEALTH 
RESPONSIBILITY

PREBOARDING
RESPONSIBILITY

Employee 
Health

Schedule/Attend Virtual 
I-9 Session with 

Preboarding

Receive FADV 
Background Check & 

D&HS E-Invite

Receive Workday 
Onboarding Tasks

Receive Immuware 
Tasks

Submit E-Invite [PII, 
Edu., Cert., Titers & 
Vacc. (if available)]

Receive Donor Pass to 
complete clinical 

screening 

Select closest available 
lab for clinical 

screening

First Advantage

Review uploaded 
clinical proof 

documents, provide 
Donor Pass

Complete clinical 
screening within 5 

business days

Post results aligning 
with Employee Health 

decision tree, 
guidelines, & policies

Post results aligning 
with criminal decision 

tree

If repeat testing is 
necessary, initiate 

registration, provide 
Donor Pass

Complete Workday 
Tasks

*See Slides 14 & 15

Complete Immuware 
Tasks

Day 1 Afternoon 
Other EH Requirements 

(Vaccinations, Mask 
Fitting, PPE etc.)

EFFECTIVE 7.28.2025

CANDIDATE / EMPLOYEE 
RESPONSIBILITY

FIRST ADVANTAGE 
RESPONSIBILITY

Complete repeat 
screening within 1 

business day

Within 4 business 

hours



My Team Management App

• Position Control Quick Answer Guide

• Where’s My Requisition

• Where’s My Candidate – Recruitment in 

Process

• SSM Denied Job Requisitions

• Hire Status Report Effective In Range

• My Team’s FTE Details

• My Team’s Open Job Requisitions

• Where’s My In-Progress Requisition?

• Scrub and Uniform Style Guide

• Where’s My Candidate – Hire In Process? 

• Two Week Hiring FAQs

• Understanding the “Where’s My Candidate – 

Hire in Process?” Report

• Understanding Provisioning - Presentation

• Preboarding Communications - Presentation

Position Control Tools
Workforce Management and Finance Teams

Preboarding Tools
HR Preboarding Team

• Workday 101: New Position Justification and 

Job Requisition Lunch & Learn Video

• Explore the New Hire Experience

• 120+ Days Requisition Process FAQs

• Standard Work – TA & Hiring Manager

• Standard Work for Hiring Nurse Managers - 

Video

Recruiting & Offer Process Tools
Talent Acquisition Team
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7 Stages of the Candidate Pipeline
See Viewing the Candidate Pipeline in the Workday Manager Guide

• Candidate applies for position. 

• TA Partner reviews application and determines Candidate has necessary qualifications. 

• Depending on the position, the Candidate may be moved to this stage for virtual assessment. 

• Interview(s) completed.
• TA Partner extends verbal offer to Candidate. 

• Candidate verbally accepts offer.
• TA Operations Specialist enters details into Workday. 
• Candidate receives and accepts offer in Workday. 

• TA Operations Specialist  initiates background check and Employee Health screenings.

• TA Operations Specialist creates Candidate’s Employee profile in Workday.
• TA Operations Specialist transitions Pre-Hire to Preboarding team.
• Manager requests access for Employee in ServiceNow. 

https://wd5.myworkday.com/ssmh/email-universal/inst/25755$1161/rel-task/2998$40834.htmld


If a license/certification is 

required for the position, 

this field will show the 

status of the verification
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“Where’s My Candidate-Hire in Process?” Report

Employee ID

(if available)

Candidate 

Name
Internal?

Primary 

Recruiter(s)

Current 

Pipeline Stage

(Recruiting 

Team)

Offer Letter 

Generated

(Recruiting 

Team)

Offer Letter 

Accepted 

(Candidate)

Projected Start 

Date

(Recruiting Team)

Pre-Hire Compliance 

(HR Preboarding Team)

Overall Pre-Hire 

Status 

(HR Preboarding 

Team)

Background 

Check

(HR Preboarding 

Team)

Employee 

Health 

(Employee 

Health Team)

State Check(s) 

(HR Preboarding 

Team)

Licensure/ 

Certification 

Verified

(HR Preboarding 

Team)

Not Yet 

Assigned

Cathy 

Candidate
No

Recruiter 

Name
Offer 09/13/2021 

Offer Letter 

not Accepted
09/27/2021 

Cannot Start Background 

Until Moved to Ready for 

Hire Candidate Stage

Pending Pending Pending Pending Pending

Not Yet 

Assigned

Caleb 

Contingent
Yes

Recruiter 

Name
Offer

Offer Letter 

not Generated

Offer Letter 

not Accepted

Offer Letter

not Generated

Cannot Start Background 

Until Moved to Ready for 

Hire Candidate Stage

Pending Pending Pending Pending

220815
Tammy 

Transfer
Yes

Recruiter 

Name
Offer 09/17/2021 

Offer Letter 

not Accepted
10/11/2021 

Cannot Start Background 

Until Moved to Ready for 

Hire Candidate Stage

Pending Pending Pending Pending Pending

85148
Tommy 

Transfer
Yes

Recruiter 

Name
Ready for Hire 10/10/2021 10/11/2021 11/01/2021 10/11/2021 Pending-Internal Pending-Internal Pending-Internal Pending-Internal Pending-Internal

266153
Robert 

Rehire
No

Recruiter 

Name
Ready for Hire 08/26/2021 08/26/2021 10/11/2021 08/27/2021 Clear Clear Clear Clear Clear

If the candidate is a rehire, 

internal transfer, a contingent 

worker already entered into 

Workday, or in the Ready for 

Hire stage, their Employee ID 

appears in this field.

If an offer letter has been 

generated, a date 

appears in this field. If no 

date appears, Recruiting 

has moved the candidate 

to the Offer stage but the 

offer letter may not be 

generated yet.

If accepted, the date the 

candidate accepted the 

offer letter appears in 

this field.

The candidate's 

projected start date 

appears in this field, 

(if no pushbacks).

The value in this field correlates to the 

status found in the Background Check, 

Employee Health and State Check 

fields combined. 

The candidate's current 

stage in the Candidate 

Pipeline, either Offer or 

Ready for Hire, appears 

in this field.

• Clear = Candidate passed checks
• Pending = Checks in progress
• Pending - Internal = Internal candidate, checks in progress
• Blank = Not required for the position (License/Certifications only)

If a date appears in this 

field, this is the date the 

candidate was moved from 

Offer to Ready for Hire. The 

candidate is now in the 

preboarding stage. If no 

date appears, the candidate 

is still in the Offer stage.

Questions? (See info in column headings for who to contact in each stage of the process)

If the candidate is an internal 

transfer, Yes appears in this 

field. NOTE: Yes also appears 

for current Contingent Workers 

being hired as employees.
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Roles in the Position Control Approval Process & Cadence
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Dear Mark,

Congratulations on your new position at SSM Health!  We are excited to have you join our exceptional team.

We’ve put together some timely information with a step-by-step guide to help ensure a smooth preboarding 
journey.  The guide can be found here. (Refer to slide 12)

Next Steps

Within 24 hours of receipt of this email:

1. Log into your SSM Health Candidate Home to review and accept your employment offer document using the 
following link: https://ssmh.wd5.myworkdayjobs.com/ssmhealth

2. Select "Sign In" in the upper right-hand corner using the email address and password you created when you first 
applied for your role.

3. Select "Candidate Home" in the upper right-hand corner. Tasks requiring your attention will appear.

If you encounter any difficulties accessing your offer documents, please contact me – my contact information is below.

We look forward to welcoming you to our Ministry!

Best regards,

SSM Health Talent Acquisition

Candidate: Email #1
Candidate receives the following email after accepting verbal offer:

https://ssmh.wd5.myworkdayjobs.com/ssmhealth


Manager: Workday Notification #1 
Watch for this notification in Workday indicating the Candidate has accepted the offer: 

1

Offer for Job Application:  Mark Potter– R257809 Asst-Laboratory I  (C440079)

Congratulations! Mark Potter accepted the offer of employment for job requisition R257809 Asst-Laboratory I in 34110037 Lab Support 
Services. Their start date is tentatively set for 9/23/2024 pending the completion of the onboarding process.  If you wish to view the 
progress of your new hire, please visit your My Team Management app in Workday and select “Where’s My Candidate?” within the 
Preboarding Tools section. 

Details     Off for Job Application Mark Potter- R257809 Asst-Laboratory I  (C440079)



Hire:  Mark Potter 

At SSM Health, we have a strong history of hiring exceptional talent – and we are happy to continue this tradition with your new team 
member.  As the hiring leader, you are instrumental in the success and engagement of your employee. To ensure that you have the 
information you need as you begin this professional journey together, please see important details below.

Below are details regarding your hire: 

Legal Name: Mark Potter [Additional details can be found in actual notification]

You may also view other details about your new employee in Workday. Simply type the employee’s name in the search bar and press 
Enter.  Be sure to select the People category to filter your search. To ensure a great new employee experience, please confirm the tasks 
below have been completed.  Copy the link below and paste into a web browser to view the New Hire Checklist in its entirety: 
https://ssmhealth.sharepoint.com/:w:/s/SSMNewEmployeeCommunication/EfYEZUpvYjBAgR5cV2A3iqwBlGTHTP_GRgK1p6PrKrXn6g

Share information about scheduling the first 2-4 weeks.  Copy the link below and paste into a web browser to visit the New Employee 
Communication Builder SharePoint: https://ssmhealth.sharepoint.com/sites/SSMNewEmployeeCommunication

Manager: Workday Notification #2
Watch for this notification in Workday indicating the hire process is completed:

2

https://ssmhealth.sharepoint.com/:w:/s/SSMNewEmployeeCommunication/EfYEZUpvYjBAgR5cV2A3iqwBlGTHTP_GRgK1p6PrKrXn6g
https://ssmhealth.sharepoint.com/sites/SSMNewEmployeeCommunication


Manager: Workday Notification #3
Watch for this notification indicating the Candidate is cleared to start:
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Hire:  Mark Potter 

Congratulations! You have a new team member who has been cleared to start! 

As the hiring leader, you are instrumental in the success and engagement of your employee. To ensure you have the information you 
need as you begin this professional journey together, please see important details below: 

Legal Name: Mark Potter

Preferred Name: Mark Potter

Hire Date: 09-23-2024

Home Phone: +1 (314) 5551234

Home Email: MarkP@testing.com

Position: Asst – Laboratory I 

[Additional details can be found in actual notification]

mailto:MarkP@testing.com


Manager: Email #1
Watch for this email to Request Access:

Subject ACTION REQUIRED New Hire Provisioning Next Steps 

Dear SSM Health Leader or delegate: 

A new team member is joining your team and is ready to have the required access and IT equipment requested. 

The provisioning process must be initiated within 2 weeks prior to the employee's start date. 

Employees Name: Potter, Mark
Start Date: 2019-03-18
Assigned user ID: [mpotti]
SSMH Microsoft ID: Mark.Potter@ssmhealth.com
Please, reach out to your new hire to confirm:
• Details of the position
• Dress code requirements
• Their work schedule (including where and when they are expected to be after the first day New Employee Welcome is complete). 

Current access automatically granted: 

Active Directory Properly connects users to the SSMH network
ServiceNow Ability to submit an e-Help ticket, only.

MS Authenticator Microsoft Authenticator & Password Self-Service (enrollment will be required by user) 

Microsoft 0365
Email / OneDrive / Teams (for all SSMH employees)
Please Note - ServiceNow request is required for Contingent Workers to be provisioned an email account) 

Citrix Icons
Citrix icons including Epic User Prod/Playground/Training, LMS and SSMH Intranet. 
·  Request for Epic access will need to be requested. 

SSMH Intranet Ability to access SSMH Intranet
LMS Learning/required courses sent to all SSMH Employees and Contingent Workers

Please visit the Service Portal to request additional system access and IT equipment. 
• For 0033 (System Office) and 0009 (IHT) onboarding, click here. 
Please direct any questions to the Technology Service Center (TSC) via eHelp or calling 866-SSM-Help (866-776-4357) 

mailto:Mark.Potter@ssmhealth.com
https://ssmhealth.sharepoint.com/sites/InformationSecurity-SSM/SitePages/IAM%20Provisioning/Epic-Onboarding-Changes-Homepage.aspx?OR=Teams-HL&CT=1717607688227&xsdata=MDV8MDJ8U3V6YW5uZS5TY2htaWR0QHNzbWhlYWx0aC5jb218ZmJkNGFkMDViMDUzNDgxNzk3MTcwOGRjYjBiOWRkMmF8ZmJiMWRmODY2ZDQ5NDU0NWJkZTc5NTgzZDUwZWVlMTd8MHwwfDYzODU3OTU1OTUzMTcxMzU0MHxVbmtub3dufFRXRnBiR1pzYjNkOGV5SldJam9pTUM0d0xqQXdNREFpTENKUUlqb2lWMmx1TXpJaUxDSkJUaUk2SWsxaGFXd2lMQ0pYVkNJNk1uMD18MHx8fA%3d%3d&sdata=elNvUGt6bHRFc21OamQxejcvNTAzUUdsWUJnalpOWUlreWdkS29uYS9rVT0%3d
https://ssmhcprod.service-now.com/sp
https://ssmhcprod.service-now.com/sp?id=sc_category&sys_id=bda16d141b2186109cc7c99f1d4bcb46&catalog_id=e0d08b13c3330100c8b837659bba8fb4&spa=1
https://ssmhealth.sharepoint.com/sites/TechnologyServiceCenterSupport/SitePages/Contact-the-TSC.aspx?xsdata=MDV8MDJ8U3V6YW5uZS5TY2htaWR0QHNzbWhlYWx0aC5jb218ZmJkNGFkMDViMDUzNDgxNzk3MTcwOGRjYjBiOWRkMmF8ZmJiMWRmODY2ZDQ5NDU0NWJkZTc5NTgzZDUwZWVlMTd8MHwwfDYzODU3OTU1OTUzMTcyOTcwOHxVbmtub3dufFRXRnBiR1pzYjNkOGV5SldJam9pTUM0d0xqQXdNREFpTENKUUlqb2lWMmx1TXpJaUxDSkJUaUk2SWsxaGFXd2lMQ0pYVkNJNk1uMD18MHx8fA%3d%3d&sdata=ZG4yWUNZdjl0WjRpZEFQZTVZMU40WVBuZVhlS2E0SnpML0Zjb0dWMWlwTT0%3d
https://ssmhcprod.service-now.com/sp?id=report_an_issue&sys_id=


Pre-Hire: Email #1
Pre-Hire receives this email within 24 hours of Accepting Offer Letter:



Employee: Workday Preboarding Tasks – Group 1

Group 1 contains two (or three) 

tasks employees must complete 

after accepting their offer letter:

1. Wisconsin BID Consent Form 

(Wisconsin new hires only) 

2. Enter Personal Information 

(All SSM regions)

3. Update Home Contact 

Information  (All SSM regions)

2



Employee: Workday Preboarding Tasks – Group 2

After completing Group 1, employees must complete 
Group 2 containing multiple tasks:
1. Job Description Acknowledgement
2. Submit I-9 Documents
3. Complete Form I-9 
4. Recognition Preferences
5. Disability Self-Identification
6. Veteran Status Identification
7. SSM Health Confidentiality Acknowledgement
8. Oklahoma HCP Responsibilities - Rights Brochure 

(For certain Oklahoma positions only-Physicians, Adv 
Practitioners, RNs and LPNs)

9. Change Emergency Contacts
10. Payment Elections
11. State and Local Withholding Elections
12. Federal Withholding Elections
13. SSM Health Benefit Guide 

(If Benefit eligible, will receive SSM Health Physician 
Benefit Guide for Physicians, SLU Hospital Union Benefit 
Book if Union employee, or SSM Health Executive Benefit 
Guide if Executive)

13
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