
Employee Onboarding Automation – Scenario 1: Technical Portal 

Scenario Overview 

This scenario demonstrates an automated employee onboarding process built in 
ServiceNow. The solution captures employee information and onboarding requirements, 
routes elevated permissions for manager approval, and automatically creates fulfillment 
tasks for the appropriate teams based on the selections made in the request. 

The workflow coordinates activities across HR, IT Service Desk, Hardware Support, 
Messaging & Collaboration, Corporate Real Estate/Security, Business Application Support, 
and IT Security & Compliance. Automated notifications keep the appropriate stakeholders 
informed throughout the onboarding process. 

 

Technical Portal View 

The onboarding request captures employee details, work location, equipment 
requirements, application access, and any elevated permissions required for the new 
employee. 

 

 

Technical Portal View / IF IT Requirements OR IT Access and Permissions 



 

 

 

 

When special permissions are requested, the workflow automatically routes the request to 
the employee's manager for approval before the elevated access is provisioned.  

 

Manager Approval Email 





 

 

Approval Request 

 

 

Flow Designer Process 



 

 

Requested Item View 

 



 

After approval, the onboarding process automatically creates and routes fulfillment tasks 
to the appropriate teams. Tasks are generated dynamically based on the requirements 
selected in the original request. 

 

First Three Catalog Tasks 

 

 



 

 

 

 

Email notification to the HR - Prepare Orientation Materials for Andrew John 



 

 

 

The workflow uses conditional logic to create only the tasks required for each employee. 
For example, building access is generated for non-remote employees, while email, 
distribution list, application access, and special-permission tasks are created only when 
requested.  

 



Other Catalog Tasks 

 

If Work Location IS NOT Remote

 

 

If Email Account Needed = Yes 



 

 

If Distribution List Access = Yes 

 

 

If Access Required = Yes  



 

 

If Special Permissions Required = Yes  

 

 

 

Once the onboarding activities have been initiated and routed to the appropriate teams, 
the manager receives an automated confirmation with employee details and 
recommended next steps.  



 

 

 

 

Total Catalog Tasks: 



 

 

The solution centralizes employee onboarding into a single ServiceNow request and 
automates approvals, task routing, notifications, and fulfillment coordination. This reduces 
manual handoffs, ensures the appropriate teams are engaged, and provides a consistent 
onboarding process from request submission through fulfillment.  

 

 

 

Scenario 2: Service Portal Request 
This scenario demonstrates the employee onboarding process submitted through the 
Service Portal. The request is for a remote employee who requires standard application 
access but does not require special permissions. The workflow evaluates the submitted 
requirements and automatically creates only the applicable fulfillment tasks while 
bypassing unnecessary approval and building-access activities.  



 

After the form is submitted 

 



Initial Catalog Tasks 

 

 

Generated Fulfillment Tasks  

 

 

The Service Portal request successfully triggered the onboarding workflow. Because the 
employee is remote and special permissions were not requested, the workflow bypassed 
building-access and special-permission approval activities while generating the applicable 
HR, IT, email, distribution-list, equipment, and application-access tasks.  

 

 

 

 

 

 

 


