
 
Create Secondary Onboarding Tasks  
 

1. Under "Create Onboarding Tasks" tab, use the drop down options to select a the "Onboarding Task Name". 

 
 

2. Select from the following Onboarding Task options:  
a. Additional Forms and Requirements - can be used for any other forms or requirement not covered 

by other tasks 
b. Background Investigation - can be used to provide a volunteer with a blank of copy of background 

investigation forms or directions related to a background investigation required as a part of 
volunteering 

c. Driver's License - can be used to provide a volunteer with a blank of copy of driver's license 
verification forms or directions related to the verification of a driver's license required as a part of 
volunteering 

d. Interview, Reference Check, Scheduling - can be used to include information or directions 
related to next steps of interviewing, reference checks, or scheduling related to onboarding or 
consideration as a volunteer 

e. Medical Clearance - can be used to provide a volunteer with a blank of copy of medical clearance 
forms or directions related to a medical clearance required as a part of volunteering 

f. Training - can be used to provide the volunteer with any directions or documents related to any 
training required as a part of becoming a volunteer 

 
3. Select the Primary Onboarding Task (301a task) associated to this onboarding task.  



 
 

4. Update the Task Directions, as needed. 

 
5. Upload any files for this task using the "Upload Files" button. 

 
6. Click "Create Onboarding Task" to save and create the task. 

  




