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Employee Onboarding

* Give access to any tool they will need Julius Kerby 10/2/2080

* Discuss role, goals, and projects with supervisor Ben Newman 10/6/2q20

n Prepare employee's workstation Joann Martinez 10472020
Prepare paperwork Ben Newman 9/30/2020

Create online software accounts Laura Carter 10/1/2020

New Hire Training

* Update ID card system You 10/7/2020

Fill out the following sections:

¢ Task name: The name of the task

¢ Due Date: \When the task should he comnleted hv (Ontianal)
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¢ Description: A description of the task (Optional)
¢ Task list: The list to create this task in

they have been assigned a task.

¢ Assigned to: Who should complete the task. The user will receive a notification that
updated or commented on

* Followers: Add followers for the task and they will get notifications when the task is
Select Files.
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e Attachments: Add files relevant to the task. Drag and drop files into the area, or click
o Estimated time: How long in hours the task will take (Optional)
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