
PageUp Onboarding Tasks 

This is a reminder that both you as the Hiring Manager – along with your new employee(s) – will 
receive periodic onboarding tasks up to and a�er a new employee has been hired into a 
posi�on. Please be sure to mark the task as complete when you have finished. Encourage your 
new employee to do the same.  
 
How do you know if you have a task to complete? There are two ways you will know: 

1) As the Hiring Manager, you will receive periodic emails from PageUp direc�ng you to a 
task, or tasks, that need to be completed. 

2) You can look on your PageUp dashboard to see if there are tasks remaining for either 
you or your new employee to complete. 

a. On your Offers Tile on your PageUp dashboard, see if you have any New Hire 
tasks noted. If you have any numbers listed in front of the New Hire tasks, click 
on the highlighted number to see what tasks are remaining. 
 

 

 
 

 
 

 
 



Once you click on the highlighted number, you will find a list of tasks that need to be completed: 
 

 
 
Then when you click on a task, it will give you direc�ons as to what you need to do. You may 
then either close the task and do later, or mark it as completed. Once completed, it will remove 
that item from your Offers �le as a remaining task. 
 
Here is a descrip�on of one of the tasks: 

 


