
Onboarding Process (Emails) 
Before you get started: 

You will receive two emails once your Onboarding process starts. 

1. Welcome Email  

 
 

2. Activate Your Account from SAP Cloud Identity Services Email 

  



Before You Begin 
• You MUST COMPLETE ALL tasks below before your hire date. Once you start the 

Onboarding Process, PLEASE COMPLETE ALL SECTIONS in one session. This will 
ensure you are cleared to start on your hire date. While you can use your mobile 
device, you will have a smoother experience if you are able to complete this 
process on a desktop. 
 

• Make sure you have ALL of your banking information ready before starting the 
Onboarding Process. This includes bank name, account owner information (full 
name of account owner), routing number for bank, and bank account number. This 
information will be crucial to have (and input correctly) in your Onboarding process 
to ensure you get your paycheck once you start work. 
 

• Please have your acceptable Form I-9 documents ready to upload in the 
Onboarding process. Click here to see a list of Form I-9 Acceptable Documents 
according to the USCIS. 
 

• Please check your email after the Onboarding Process to complete any Docusign 
forms. These will be separate emails from Docusign that you need to complete. 
 

• Please see the Helpful Tips section for troubleshooting before reaching out to your 
Recruiter. 
 

• We support the following mobile browsers: 
o Safari by Apple 
o Google Chrome for Android 
o Google Android default browser 
o Microsoft Edge 

 
We support mobile browser versions that are still supported by their respective 
vendors. If your mobile browser version is no longer supported by the vendor, it may 
not be supported by SAP SuccessFactors. 
 
Note: Google, Apple, and Mozilla release continuous updates to their Chrome, 
Safari, and Firefox browsers. We make every effort to fully test and support the latest 
versions as they’re released. However, if defects are introduced in these OEM-
specific browsers, we can't guarantee fixes in all cases. 

https://www.uscis.gov/i-9-central/form-i-9-acceptable-documents


 
Additional Information 
 
If you want mobile access, please use the SAP SuccessFactors Mobile Application. 
Not all features and tasks are supported on mobile devices. 
When using the Safari browser to access the SAP SuccessFactors HCM suite on an 
iOS device, the following settings are required. (These settings are not required if you 
use the SAP SuccessFactors Mobile App.) 
 
 
 

o Block Cookies Always Allow - you can try the setting Allow from Websites I 
Visit. However, if you encounter issues, use the setting Always Allow. 

o Block Pop-Ups Off 
 
For optimal performance while accessing SAP SuccessFactors Learning on a mobile 
device, we recommend using the native mobile apps. 

Please see the Helpful Tips section for troubleshooting before reaching out to your 
Recruiter. 

 

Onboarding Process (Begin Here) 
1. Please read through the Welcome Aboard email. Once you’ve completed reading 

through the Welcome Aboard email, find the email from SAP Cloud Identity Services 
with the subject line “Activate Your Account for NS User Profile”, as this email will be 
used to provide your Onboarding information. 
 



2. Click “Click here to activate your account”. 

 
 

3. You will be directed to a new browser tab where you will find the “Activate Your 
Account” landing page. 

 
 



4. Please set your password and click “Save”.

 
 

5. You will then see the “Account Successfully Activated” landing page. You MUST 
select “Continue” at this time, or else you will have to reset your password.

 

 

6. You will be directed to your SuccessFactors dashboard. Please click on the tile 
“Provide Personal Details”. 

 
 

7. A new screen will populate with Your Onboarding Checklist. Click “Get Started” in 
the pop-up dialogue box. 



 
 

8. Select your Date of Birth from the Calendar icon. 

 
 

9. Select your Gender. 

 
 



10. Select your Country/Region.

 
 

11. Select your Veteran Status and Military Status.

 
12. Select your Disability Status. 

 
 

13. Under National ID Information, click “Add”.  



 
 

14. Select your Country, your Card Type, your ID number, and select “Yes” for 
Primary. 

 
15. Under Email Information, Email Type, Email Address, and Is Primary should 

already be populated. Under Home Address, enter your Address Type, Country, 
Address Line 1, City, State, and Zip. 

 
 



16. Under Phone Information, click “Add”.  

 
 

17. Select your Phone Type. Add your Country Code as +1. Add your Area Code. Add 
your Phone Number as XXX-XXXX. Select “Yes”.  

 
18. Under Emergency Contact, select “Add Emergency Contact”. 

 
 

19. Add Emergency Contact Name. Select Relationship. Add Mobile XXX XXX-XXXX. 
Select Primary as “Yes”. Click “Continue”.  



 
 

20. Under Direct Deposit Information > Bank Information, select Pay Type = Main Bank 
Account, Payment Method = Bank Transfer, and Bank Country/Region = United 
States (USA). 

 
21. Copy and paste your Bank Routing Number, and select your Bank from the 

dropdown list. Enter your full name into Account Owner. Select Account Type. 
Enter Account Number.

 
 



22. The Business Identifier Code and Currency will auto-populate. Keep scrolling to the 
end of the Change Log, which will be left blank.

 
 

23. Click “Submit”. 

 
24. A Confirmation dialogue box will pop-up. Click “Confirm”.

 
 



25. Once confirmed, you will see a “Well done!” message on your screen with a green 
Completed box in the “Provide Personal Data” box. 

 
 

26. Click on “Provide Additional Data” in Your Onboarding Checklist. It should show 
a message like the one below. 

 
 

27. Click on “Complete e-Signature” in Your Onboarding Checklist. It should show a 
message like the one below.

 



 

 
28. Next, under Compliance Tasks, click on the “United States Federal Form W-4” 

box. Here you will fill out your W-4 form as applicable to your individual situation.

 

 

29. Your Personal Information is pre-populated. Continue scrolling to next portion of the 
page. 

 
30. Your Social Security Number auto-populates. Select your Exempt from withholding 

choice.  



 
 

31. Select your Marital Status. Continue scrolling.

 
 

32. Complete Step 2 and Step 3, if applicable.

 
 
 
 



33. Complete Step 4, if applicable.

 
 

34. Continue completing Step 4, if applicable.

 
 
 

35. In Step 5, check the box next to “Under penalties of perjury, I declare that this 
certificate, to the best of my knowledge and belief, is true, correct, and complete.” 
Click “Submit”. 

 



36. A Success pop-up box will appear. Click “OK”.

 

 

37. Once confirmed, you will see a “Well done!” message on your screen with a green 
Completed box in the “United States Federal Form W-4” box.

 

 

38. Next, under Compliance Tasks, your tax withholding forms will appear if applicable. 

 
 



39. Once confirmed, you will see a “Well done!” message on your screen with a green 
Completed box in the “State Withholding Form” box.

 
 

40. Next, under Compliance Tasks, click on the “Voluntary Self-Identification of 
Veteran Status” box. Here you will fill out your form as applicable to your individual 
situation. 

 
 



41. Scroll and read through the form. 

 
 
 

 



42. Select your Veteran Status.

 
 

43. Scroll to the end of the form. The Personal Information in this form is auto-
populated. Click “Submit”.

 

 



44. A Success pop-up box will appear. Click “OK”.

 

 

45. Next, under Compliance Tasks, click on the “Voluntary Self-Identification for 
Disability” box. Here you will fill out your form as applicable to your individual 
situation. 

 
 
 
 
 



46. Scroll and read through the form. Your information auto-populates.

 



47. Please check your Disability status box. Click “Submit”.

 
 

48. A Success pop-up box will appear. Click “OK”.

 
 
 

49. Next, under Compliance Tasks, click on the “Complete Form 1-9 Section 1” box. 
Here you will fill out your form as applicable to your individual situation.

 



50. The Employee Information for the Form 1-9 will auto-populate. Continue scrolling.

 

 

 



51. Select your Type of Citizenship. Continue scrolling.

 
 
 
 



52. Under the section Upload Employment Eligibility Verification Documents, 
choose from List A or List B to select your document type and upload your 
document by clicking “Add”. ***If your documents are too large, please use the 
“Take Photo” option.

 

 



 

53. Under the Preparer and Translator Certification, check the box for the Employee’s 
Attestation Statement. Click “Submit”.

 
 

54. A Success pop-up box will appear. Click “OK”.

 
 
 



55. Once your I9 is completed, you will see the “Well done!” message shown below. 
Click on the “Complete e-signature on Compliance Forms” boxes.

 
 

56. Both boxes will populate the “E-Sign your onboarding documents” below. Please 
check your email for the link to sign your documents.

 
 

57. Congratulations! Once you’ve signed and submitted your onboarding documents, 
you are finished with this portion of Onboarding.  
 



Helpful Tips:  
1. If you need to reset your password, please use the Company ID below when it is 

asked for. Please note that if you click this link prior to setting up your onboarding 
password, then you will not be able to proceed with completing your onboarding.  

 
 

2. If you have any information that is missing as you work through Your Onboarding 
Checklist, pop-up boxes will appear when you click “Submit”. These error 
messages will help give you guidance on what required information is missing.

 
 

3. If, for any reason, you need to pause in the Onboarding process, scroll to the bottom 
of the page and click “Save Draft”. This will ensure the progress you’ve made in the 
Onboarding process is saved. 
 



 
 

4. If you run into any other errors, please reach out to your Recruiter.  
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