
 

Use Case: RPA for Employee Onboarding in a Human Resources 

Department 

Business Scenario 

A mid-sized organization hires 50-100 employees monthly. The HR team spends significant 

time on repetitive onboarding tasks such as creating employee records, assigning 

equipment, setting up email accounts, and scheduling orientation sessions. These manual 

processes are time-consuming, prone to delays, and detract from the team's ability to focus 

on strategic initiatives. 

Objectives 

1. Automate repetitive onboarding tasks to save time. 

2. Ensure a seamless onboarding experience for new employees. 

3. Minimize errors in data entry and setup. 

4. Improve HR team efficiency. 

Proposed RPA Workflow 

1. New Hire Information Collection: 

- Trigger: HR uploads new hire information (e.g., name, role, department) to a central 

database or receives a signed offer letter. 

- RPA Action: Extract data from the offer letter or HR database, validate completeness of the 

information. 

 

2. Employee Record Creation: 

- Trigger: Validated new hire data is available. 

- RPA Action: Log in to the HR system (e.g., BambooHR, Workday), create a new employee 

record with the extracted information, including role, department, and manager 

assignment. 

 

3. IT Setup: 

- Trigger: Employee record is created. 

- RPA Action: Submit requests to IT for email account creation, access to necessary software, 

and assignment of hardware (e.g., laptops, phones). 

 

4. Welcome Package and Orientation Scheduling: 

- Trigger: IT setup is initiated. 

- RPA Action: Schedule orientation sessions and send calendar invites to new hires. 

Generate a personalized welcome email with key details. 



 

5. Compliance Documentation: 

- Trigger: Employee record is finalized. 

- RPA Action: Send automated reminders to new hires to complete compliance forms (e.g., 

tax forms, NDAs). Track completion status and escalate incomplete tasks to HR. 

 

6. Progress Tracking and Reporting: 

- Trigger: Onboarding workflow progresses. 

- RPA Action: Generate real-time reports for HR on onboarding status, highlighting 

completed and pending tasks. 

Tools Involved 

1. RPA Software 

2. HRIS Tools: BambooHR, Workday, or Zoho People. 

3. IT Systems: Microsoft 365 Admin Center, Google Admin Console, or Okta. 

4. Document Management: DocuSign, Adobe Sign, or PandaDoc. 

Expected Benefits 

1. Efficiency: Reduce onboarding time by 50%. 

2. Consistency: Standardize the onboarding process, ensuring no steps are missed. 

3. Employee Satisfaction: Deliver a smoother and faster onboarding experience. 

4. Scalability: Manage onboarding for a growing workforce without additional HR resources. 

5. Compliance: Ensure timely and accurate completion of compliance-related tasks. 

Future Enhancements 

1. AI Chatbot Integration: Use AI chatbots to assist new hires with common onboarding 

questions. 

2. Cross-Department Coordination: Automate interactions with other departments (e.g., 

Facilities for desk setup). 

3. Feedback Collection: Automate post-onboarding feedback surveys to identify areas for 

improvement. 


