On-Boarding

Onboarding an Employee or Contractor
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Introduction

The process begins with Human Resources. Once all paperwork (SOW, approvals, background checks, etc.) is
submitted, the new hire will be approved and entered into PeopleSoft. See the example email below for
requesting an approval in PeopleSoft:
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Accessing and Processing in ServiceNow
1 Open the WestRock Intranet and click the HELP tab.

2 Click ServiceNow:

LIFE & CAREER | TOOLS | RESOURCES | ORGANIZATION | ABOUT  HELP

THURSDAY 76°F Welcome, Lauren Jeanminette
NORCROSS, GEORGIA OCTOBER 12, 2017 12:47 PM
Search... el

WestRock Connect 0Q0®

Home > Help > Home

NEW! OCT 16: ServiceNow Replaces ServiceONE for Enhancement and Maintenance Requests, Production
Changes.
For step-by-step instructions on working with requests and production changes in ServiceMow, click here.

4

ServiceNow
IT Requests for Support IT Requests for Service
- Incident - System Access
- Securitv Concern -RBe

A
< WestRock



Onboarding an Employee or Contractor

Click Request Services:

report a problem

Reset password or
contact support to

Browse the catalog
for services and

Browse and search
forarticles, rate or

Get immediate
answers toyour HR

Desk numbers to
reporta critical

@ WestROCk Knowledge Request Services My Corner e System Status My Cart Language: English Geri Huff (ghuff)
Search
» . . ,
+] = - m 9
Get Help Request Knowledge Human Service Desk WestRock
Services Base Resources Click here for Service Connect

Click here to go to
WestRock Connect

IT Onboarding &
Offboarding
Setup or remove access/equipment for

employees and contractors

Telecommunications

Submit a request for desk phones,

mobile phones, conferencing or

©

IT Hardware & Software e
.

Submit a reques
monitors, accessories, sofl
printers, RF equipment

rtime clocks

Facilities

Submit a request to facilities for
support, badges or office moves for

System Access

Submit a request to access Westrock
applications

Submit a request for WestRock
nance, enhancement

application mair

withan E_Xim»”g items you need submit feedback questions or submit outage
NS (computers, system a case for additional
access, new systems support
&solutions)
. .
Select IT Onboarding & Offboarding:
<> westROCk Knowledge Request Services My Comero System Status My Cart Language: English Geri Huff (ghuff)
Home & Request Services Search

Submit a request for network account

reney

Get Help

ail accounts/distribution
e folders or remote access

Reset your password or report an issue

with an existing IT item or service

Home

OnBoarding/OffBoarding Services

OnBoarding New Employee/Contractor

Request IT Equipment and Access for your New Hire

> ServiceCatalog 2 OnBoarding/OffBoarding Services

Onboarding Issue

Report an onboarding issue

View Details

Immediate Access Termination Request for

Employee/Contractor

Request Access be removed prior to HR Termination

Request

View Details

accessories Norcross Home Office locations or project
Click OnBoarding New Employee/Contractor:
::: WestRock Knowledge Request Services My Cornero System Status My Cart Language: English Geri Huff (ghuff)
Search Q

Select the New Hire Region and Specific Region.

Type the New Hire Name in the field provided:

e Hire Newe

/

[7 Lowosivin Pucsmwore Rpraamany ‘

i Hin T

Note: If the employee name does not appear in the New Hire Name field, the person is not in PeopleSoft.

The text in parenthesis will be the employee network ID.
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Onboarding an Employee or Contractor

8 Select the New Hire Type and enter the Arrival Date.

9 Inthe Equipment and Telecommunications section, select the following;:

[l 14" Laptop with dock, keyboard, mouse, briefcase (no monitor)

[«

15" Laptop with dock, keyboard, mouse, briefcase (no monitor)

Desktop Small Form Factor with keyboard, mouse (no monitor)

O o

Single 22" Standard Monitor

«

Dual 22" Standard Monitors

VPN (Remote Network Access)

O O

Internet Access - non work related Internet access

<

Email Account

]

USA Mobile Device

[] Desk Telephone Extension

10 In the Other Items section, select Security Badge.

11 Enter the exact location the new employee will be working in the Workspace field:

P~
@ WestRock Knowledge  RequestServices My Comer @

Included Items...

Security Badge

Submit a request for a Security Badge for Employee/Contractor
*Workspace

IT Building

November 3, 2017 Page 3 of 8



Onboarding an Employee or Contractor

12 To add the 15” Laptop New Hire Bundle, select Yes in the dropdown menu and type the shipping

information in the field provided:

15" Laptop New Hire Bundle

15" standard HP 850 with docking station, keyboard, mouse, and briefcase.

This item will be charged to the Cost Center indicated above. If you have concerns about the Cost Center being charged, please note

it in the Special Instructions below. /
Are you willing to accept used equipment at a reduced price (pending availability)

Yes

Your request will be shipped to the On Behalf Of and Location listed above. If you have different shipping information, please provide

itin the box below. /

AP Resolution Pro]ectl

Note: Follow the step above when adding a 22” Standard Monitor P223va.

13 Type the new hires name in the Suggested Name field:

Sulbwwik 2 vecpee for evail accounts, shared ewnil or dizhvibation ez

14 Review the information and scroll up to click the Submit button.
15 Click Send:

|‘w Wrowdpe  PequuiSwdce  MyCowei)  SpheShhe  MyGet  Lerguguibagih .muw

Wome > ThtForm [ sewren |a]
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Onboarding an Employee or Contractor

Submitting a Request to Access Westrock Applications
1 Open the WestRock Intranet and click the HELP tab.
2 Click ServiceNow:

TOOLS | HELP

RESOURCES | ORGANIZATION | ABOUT

LIFE & CAREER |

THURSDAY 76°F

NORCROSS, GEORGIA OCTOBER 12, 2017 12:47 PM

WestRock Connect

Welcome, Lauren Jeanminette

0Q0®

Home > Help > Home

NEW! OCT 16: ServiceNow Replaces ServiceONE for Enhancement and Maintenance Requests, Production
Changes.
For step-by-step instructions on working with requests and production changes in ServiceNow, click here.

I'd

IT Requests for Support
- Incident
- Security Concern

ServiceNow

IT Requests for Service
- System Access
- Benew contractor network access

3 Click Request Services:

@ westRock Knowledge Request Services My Ccmero System Status My Cart Language: English Geri Huff (ghuff)
Search Q
/ ’ [ ] g
I s
Get Help Request Knowledge Human Service Desk WestRock
Services Base Resources Click here for Service Connect

Reset password or
contact support to
report a problem
with an existing

Desk numbers to
report a critical
outage

Click hereto go to
WestRock Connect

Get immediate
answers to your HR
questions or submit

Browse and search
for articles, rate or
submit feedback

Browse the catalog
for services and
items you need

SEiLEE (computers, system a case for additional
access, new systems support
&solutions)

4  Select System Access:

A
S= WestRock Request Services MyCormer@  SystemStatus  MyCart  Language: English

Knowledge

Geri Huff (ghuff)

Home » Request Services Sey

0 IT Onboarding & @ IT Hardware & Software e System Access
Offboardi ng Submit a request for computers, Submit a request to access Westrock
monitors, accessories, software, applications

Setup or remove access/equipment for
employees and contractors

Telecommunications

Submit a request for desk phones,
mobile phones, conferencing or
accessories

printers, RF equipment, or time clocks

Facilities

Submit a request to facilities for
support, badges or office moves for
Norcross Home Office locations

Submit a request for WestRock
application maintenance, enhancement
or project

Submit a request for network account
renewal, email accounts/distribution
groups, secure folders or remote access

Get Help

Reset your password or report an issue
with an existing IT item or service

November 3, 2017
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Onboarding an Employee or Contractor

5 Enter the required information, including;:
e On Behalf of
e Department
e Title
e Manager
e Division
e Cost Center

e Location

[T Lasosvin Peazswore fiprcamare)

i} ig i§ i{

6 Select the Applications you’d like to include:

Application 4—

D SAPBPM (BMR/BMD/BMS)
®  SAPERP (ECP)
SAP ERP (ECR/ECD/ECS)
SAP ERP (Po1)
SAPERP
SAP ERP (S00),

/S0D/S0T)
SAP GRC (GRP)

7 Select Add for Requested Access, enter the Role and Reason for Request, and then click Add to Cart:

Requested Access

@ Add 4—
O Change

Remove

Role /
Please mirror access of Geri Huff

Reason for Request

Accounts Payable Resolution Tea m‘

@ Add attachments

November 3, 2017
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Onboarding an Employee or Contractor

8 For JDE access, enter the required information, including;:
e On Behalf of
e Department
e Title
e Manager
e Division
e Cost Center

e Location

pw S T T
Home 3 SwiceCakg P SphwAwes 3 JDEdeanh [ oot |a]
Oracie's J0 Edvends > B o e ot P p 3 L skardwds-based
" i P e A
*On Behait Ol arage
R oflg
Dupastwenk Oivision
The Crak Coeet
Ewal Lozation
9 Select the Applications you’d like to include:
Application 4—
JDE Asia

@®  JDEEnterprise One

ne (Non-Production)

e One Archive

e One DAS-Data Query and Download Tool

November 3, 2017 Page 7 of 8



Onboarding an Employee or Contractor

10Choose Add for Requested Access and then...

Select the Functional Role on the drop-down menu.

a
b. Type a Functional Description.

c. Select the Business Unit Role on the drop-down menu.
d. Type a Business Description.
e. Enter Additional Comments.
@ westROCk Knowledge Request Services My Corner @) System Status My Cart Language: English Geri Huff
Home 2 ServiceCatalog » SystemAccess ds Search Q
JDE Europe
JDE Japan
Requested Access
® Add
Change
Remove
Functional Role: Business Unit Role:
& RT0131 ® BU0oNL
Functional Description Business Description
AP-Voucher Approval All Business Units
Additional Comments
Accounts Payable Resolution Team-Please copy Sujin, Yu on access emails. Thaﬂkyou‘
11 Click Add to Cart.
12 Confirm the information presented is correct and then click Place Order button.
13Click Send:
€@ Westock P Nqeeitwdcs  Wyoww@)  SAweSRAL  MyOM  Legues Byt .e-nufml*
Wowe > Request I Saarch | Q I
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