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ABOUT ME

✓ Robert Lindgren

✓ Microsoft 365 / Power Platform 

✓ + 10 years experience of SharePoint
implementations

✓ Delivered Omnia to numerous 
customers
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PREBOARDING VS ONBOARDING

Preboarding Onboarding

Timing Before the employee starts When the employee starts

Purpose Make the new employee feel 
welcome. 

Setting the stage for a smooth 
onboarding.

Training.

Introduction.

Integration in culture.

Provide tooling.

Activities 
(examples)

Send welcome email.

Set up IT systems.

Order equipment.

Share policies and guidelines.

Orientation sessions.

Role-specific training.

Check-ins and feedback sessions.

Introduction to key personnel.

Duration Short – from signing contract to 
start date.

Long – from start date to several months.
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Screenshot

CONTENT IN MANAGER HANDBOOK – CHAPTER ON ONBOARDING
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THE CASE

✓ Customer wants to handle 
preboarding and onboarding better

✓ Preboarding takes a long time

✓ Collecting information and internal 
alignment

✓ Wants employees to feel that they are 
joining a company that works in 
modern ways, and utilizes the latest 
technology



THE CASE

✓ Save time and adhere to GDPR

✓ Reduce errors and make the process 
more robust

✓ Agile implementation with sprints

✓ New functionality is “released to 
the business” after each sprint

✓ Next sprint is planned at the end of 
the previous



GOAL – HIGH LEVEL

Collect basic 
information

E-sign of 
Contract

Create tasks 
for supporting 

functions

Share sign-in 
details

Invite to 
Omnia 

Onboarding 
portal 



CURRENT STATE

✓ 3 sprints delivered. 

✓ Sprint 1: E-sign of contract.

✓ Sprint 2: Collecting information about 
the employee.

✓ Sprint 3: Creating tasks for supporting 
functions.



CURRENT STATE

HR

Collect basic 
information

Decision 
to employ

HR

Create contract

Adm. manager 
and / or CEO

Sign contract

New hire

Sign contract

Line manager

Collect 
information

Create tasks for 
supporting 
functions

IT

Share login 
details

New hire

Submit 
information and 
review policies

IT

Create account, 
phone, contract 

etc.

IT

Document 
information

Digitalized

Manual

Not started



SOLUTION ARCHITECTURE

Onboarding portal

Sign agreement with Assently
(Premium)

Onboarding

Employee information
(SharePoint list)

Agreements to sign
(SharePoint library)

Notify HR – Agreement signed

Create Planner tasks

Notify Manager – Agreement signed

Notify IT – Manager done

Power Apps Power Automate

SharePoint

Planner

Onboarding tasks

Omnia

Teams

HR

Onboarding

E-sign
(Assently)

External services

Flows runs by a service account

IT

HR specific information
(SharePoint list)

Notify – Onboarding completed

Onboarding tasks-
Template

Signed Agreements
(SharePoint library)
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