° Grant Thornton

Bob User Manual

New Hires Preboarding Process




Contents

Bob User Manual 1
New Hires Preboarding Process 1
Preboarding process for new hires 2
Accept Invitation 2
Documents Upload 12
Preboarding Completion 13

Bob User Manual 1



Bob preboarding process

Preboarding process for new hires

This manual describes the process to be followed by the new hired employees, once they have been
invited by Grant Thornton's People Experience and Culture team to join Bob (Grant Thornton's HRIS).

Accept Invitation

As a new hire, you will receive an email to your personal email address inviting you to join Bob by clicking
the button "Accept invitation" (Figure 1).

Go Beyond.

Welcome to Grant
Thornton

Welcome onboard !

To help speed the process up, we want you to complete some personal data and
upload the requested files

Let's start the flow step by step

If you have any questions,
email us at support@hibob.com or type your question in our in-app chat

Figure 1: Invitation Email.

By accepting the invitation, you will be navigated to the Bob preboarding process screen, where you
should select the “Start your Onboarding” button to kickstart the Preboarding process (Figure 2).

English (United Kingdom) ~

Welcome to Grant Thornton Greece!

re 50 glad you're here. Now let's get you onboarded!

Figure 2: Start you onboarding.

Upon pressing the button, you will be moved to a welcome message, where you should press the “Get
Started” button in the upper right corner to proceed (Figure 3).
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Welcome to Grant
Thornton

@) GrantThomton

Welcome on board

Go Beyond

Welcome onboard! &
To help speed the process up. we want you to complete some personal
data and upload the requested files

Let's start the flow step by step.

Figure 3: Get Started
Following, you will be prompted to optionally upload your photo by clicking camera button. This action will
open the system dialog to browse the location of your preferable image or the option to drag and drop your
preferable image (Figure 4, Figure 5). By clicking “Next”, you will be navigated to the next step of the process.

Specifications: White background, business dressing (not white or very light colours).

Show us that
smile! Upload a
photo o
yourself.

)
Figure 4: Upload a photo of yourself. Figure 5: Select the image file to upload.
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Furthermore, you will be prompted to complete your personal information through a set of fields grouped
under different categories.

Let’s get to know you better...

Basic info (more)

Figure 6: Basic Info (more).

The first group is the “Basic info (more)” (Figure 6). The following table presents the fields of the “Basic
Info group”. In detail, the table presents the type of each field, the information if the field is mandatory or
optional as well as a short description of each field.

Basic info (more) - Figure 6

Field name Field Type Required / Optional Description

First name Text Required ‘Ovopa/Ovéuara 6TTwG aTNV
TQUTOTNTA, KEQOAQia EAANVIKA
m.x. MANATIQTHX

Display last name Text Required EmiBeTo 6TTWG 0TV TOUTOTNTA ,
KEQPaAaia EAANVIKA TT.X.
FrEQPTIOY

Father's name Text Required MaTpwvupo, CUPTTANPWOE e

Ke@aAaia EAANVIKE 6TTwg oTnV
TautotnTa 1m.X. AHMHTPIOX

Mother’'s name Text Required MnTtpwvupo, CUPTTIARPWOE JE
KepaAaia EAANVIKG OTTwG oTnV
TautétnTa T.X. IQANNA
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The second group is the “Personal” group of data (Figure 7).

Personal

Means of Transport

Means of Transport 1

+ Add

Figure 7: Personal

The following table presents the type of each field, the information if the field is mandatory or optional as
well as a short description of each field.

Personal - Figure 7

Field name Field Type Required / Optional Description

Gender Dropdown list Required ®dulo

Date of birth Date Required Hupepounvia Mévvnong
Nationality Dropdown multi list Required EBvikoTnTa

Citizenship Dropdown multi list Required IBayévela

Place of birth Text Required Tomog NevvAoewg

Driving license Dropdown list Optional AirAwpa Odrynong
Owner of mean of a Dropdown list Optional Kdatoxog péoou petagpopdg
transport

Means of transport Dropdown list Optional EmAoyr| amrd: AutokivnTo,

Mnxavn, MNodrAaro,
HAekTpIKO MNodnAaTo

Bob User Manual 5



The third group is the “Home” group of fields (Figure 8).

Home

Dependents

+ Add

Figure 8: Home

The following table presents the type of each field, the information if the field is mandatory or optional as
well as a short description of each field.

Home — Figure 8

Field name Field Type Required / Description
Optional

Marital Status Dropdown list Required OIkoyevelokn KaTaoTaon

Spouse’s first name Text Optional Ovopa gullyou, pIKpd EAANVIKG U
Tévo T.X. lwavvng/a

Spouse’s last name Text Optional Emwvupo ouflyou, pikpd eAANVIKE pE
Tévo T1.X. MatraddouAog/ou

Spouse’s gender Dropdown list Optional ®UAo culuyou

Spouse’s date of birth Date Optional Huepopnvia yévvnong cufuyou

Child first name Text Optional ‘Ovoua pIkpd, TTPOCPWVNCN, WE MIKPA
eMNVIKA pe Tévo TT.X. KWwoTAG

Child last name Text Optional ETrwovupo pe eAANVIKA PIKPA UE TOVO
m.x. MNamaddkng

Date of birth Date Optional Huepopnvia yévvnong Tékvou

Gender Dropdown list Optional ®dulo
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Following, you will be presented with the “Contact” details and “Address” groups (Figure 9).

Contact details

Address

Address

Q

S

Figure 9: Contact details and Address

The following table presents the type of each field, the information if the field is mandatory or optional as
well as a short description of each field.

Contact Details — Figure 9

Field name Field Type Required / Optional Description
Emergency phone Text Optional TnAé@wvo ‘EkTakTng avaykng
Field name Field Type Required / Optional Description
Address Line Text Required AigbBuvon, 0066 kai apiBudg,

Ke@aAaia EAANVIKAG TT.X.
MNAMNAAIAMANTH 20

MMPOXOXH: Mnv ouumAnpwaere 10
medio péow avalnrnong g

oieubuvong

City Text Required MOAn, kepahaia EAANVIKA TT.X.
MEAIZZIA

Zip/Post/Postal code Text Required TaxudpopIkog Kwdikag T.x. 15121

Country Dropdown list  Optional Xwpa

State/Province/Region  Text Optional Meproxn, kepaaia EAANVIKG TT.X.
NMEYKAKIA
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The next groups of fields that will be presented to you are the “Identification”, “Identification (more)” and
“Financial” (Figure 10).

Identification

Identification (more)

Financial

Figure 10: Identification, Identification (more) and Financial

The following table presents the type of each field, the information if the field is mandatory or optional as
well as a short description of each field.

Identification — Figure 10

Field name Field Required / Description
Type Optional

National ID or Text Required MNa EAAHNIKH tautétnta, MONO KEDAAAIA ypdaupata
Passport Xwpig kevo m.x. AZ123456 (XQPIZ KENO ANAMEZA ZE
FTPAMMATA KAI APIOMOYZ)

Ma AIABATHPIO, MONO KEDAAAIA ypaupaTta Xweic
kevé T.x. AT1716012 (XQPIZ KENO ANAMESA TE
FPAMMATA KAI APIOMOY)

National ID or Date Required Huepounvia ékdoong Tng TautdTNTAG ) TOU diafaTnpiou
Passport issue date
Authority of issuing  Text Required Ma rautotreg m.x. T.A OMONOIAZ

national ID or Mo SlaBarrpia .. A.EAJAA - NPC

Passport
Identification (more) — Figure 10
Field name Field Required / Description
Type Optional
AMKA Text Required AMKA atroteAeital amod 11 wneia, xwpig keva geTagl Toug
.. 12088902313
VAT Text Required ADM, atroteAeital atrd 9 wneia, Xwpig keva Trx. 148257147
AMA Text Optional ApiBu6g Mntpwou IKA (aAhiwwg A.M.IKA) 7 wneia 11.X.

2781103
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Financial — Figure 10

Field name Field Required / Description
Type Optional

Bank name Dropdown Optional EiAe€e katTOI0 0116 TIG S100€01UEG ETTIAOYEG. AV DeV
list diarnpeig Aoyaplaopud wg 106 dikaloUxog o€ KATTOIA OTTO TIG
TTAPAKATW TPATTECES KAI TTPOKEINEVOU Va AVOIEEIG Evav Ba
xpelaoTeig, BeBaiwon epyoddTn (Ba oou dobei PeETA TNV
TPOoANWN). Ta oxeTIKA TTEdia PE TOV TPOTTECIKO
Aoyapiaoud Ta aPrvelg Kevd.

IBAN Text Optional IBAN 1. GR1401214250002012226358413

Next, you will be presented with the “Accounting” details and Work Experience group of fields (Figure
11).

Accounting details

Work Experience

Work Experience

Work Experience 1

Figure 11: Accounting details and Work Experience

The following table presents the type of each field, the information if the field is mandatory or optional as
well as a short description of each field.

Accounting details — Figure 11

Field name Field Type Required/ Description
Optional
Unemployment card Dropdown  Optional Eioal katoxog kdpTag avepyiag;
list
Unemployment benefit Dropdown  Optional Eioal dikaiouyog emdduarog
list avepyiag;
If unemployment card, from  Text Optional > 1olov OAEA €xel ekd08B¢i, o€
where TTepITTwon un UTapéng KapTag

avepyiog dev CUPTTANPWVETAI
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Work Experience — Figure 11

Field name Field Type Required/ Description
Optional
Work experience — start date Date Required Huepounvia ‘Evapéng
Work experience — end date Date Required Huepounvia ARgng
Duration (In months) Number Required Aidpkela o€ PAveg TT.x. 26
Company Name Text Required EtTrwvupia etaipiog
Role Text Required .X BonBo¢ Aoyiatr|, backend

developer

Next, you will be presented with the “About” group of fields (Figure 12).

About

Figure 12: About

The following table presents the type of each field, the information if the field is mandatory or optional as

well as a short description of each field.

About - Figure 12

Field name Field Type Required / Optional Description
About Text area Optional >uvtopo Mpo@iA
LinkedIn Profile Text Optional Link oto Trpo@iA oTO

LinkedIn

Finally, you will be presented with the “Education” group of fields (Figure 13).

Education

Figure 13: Education
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The following table presents the type of each field, the information if the field is mandatory or optional as
well as a short description of each field.

Education — Figure 13

Field name Field Type Required / Description
Optional

Education - Highest Dropdown  Optional To uwnAOTEPO ETTITTESO EKTTAIBEUONG TTOU EXEI

Education Level list A&Ber péxpl oAUEPT PEXPI Kal TITUXIO
MavemoTtnuiou, OXI PHETATTTUXIOKO-OIOAKTOPIKO

Education — Text Optional To Ektraideutiké 18pupa pe 1a apxikd mm.x. O.MN.A

School/University

Name

Education — Text Optional TuAua

Department

Education - Date Optional ‘ETog atrogoitnang

Graduation year

Higher Education — Dropdown  Optional Edw Ba cuptrAnpwoete Tig EidIkég ZTO0UdEG O0ag

Higher Education list (MeTatTuxiakd, EidIka Zepivapia Gvw Tou evog

Level MNVOG KATT.). ZTnV TTEPITITWON TOU OEPIvapiou,
OUNTTANpWVOVTal oeUIvApIa SIGPKEIAG Avw Tou 1
pAva

Higher Education — Text Optional To EktraideuTiké 18pupa pe Ta apyikd m.x. O.M.A

School/University

Name

Higher Education — Text Optional TiTAog dITTAWPATOG

Diploma Title

Higher Education — Date Optional Huepopnvia ‘Evapéng

Start date

Higher Education — Date Optional Huepopnvia Atrogoitnong

End date

Higher Education — Date Optional Aidpkeia oTToUdWYV O€ PRAVEG

Duration (In months)

Foreign Languages Dropdown  Optional =¢éveg Nwoaoeg

list
Level Dropdown  Optional Emitredo
list
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Documents Upload

As a last step, you will be asked to upload all the required documents (Figure 14) as listed in the table
below. You can upload more than one document at a time (Figure 15). Once you upload all required
documents, you should click on "All Done" button.

Documents

Avtiypago TautdtnTag (2 Owewv).

Avrtiypaga Mruxiwv, Metatmtuyiokwy TiTAwv Kal Zévwv MAwoowv.

BeBaiwon eyypagng atmé Oikovouiko EmipeAnTipio (epdoov gioTe RdN eyyeypappévn/oq).
MARpPEeg Bloypa@IKo.
Avrtiypaga AtmodeikTikwv AMA A AMIKA, AMKA & AOM

Avriypago Aoyapiacpou Tparmelag (MEIPAIQY / EUROBANK / EONIKH TPAMEZA THX EAAAAOY)
Inueiwon: av dev £XeTe AOyapIlooud OTN CUYKEKPIPEVN TPATTECQ KOl TIPOKEINEVOU VA avoigeTe Evav, Ba
xpelaoTeite: BePaiwan epyodoTn (Ba oag dobei petd TNV TTPOCANWN), EKKABAPICTIKO, avTiypago
TautdéTnTag Kai Aoyapiaoud AEKO (EYAATNT ) AEH).

BeBaiwan mpolmnpeaiag, ekdideTal péow EPKA

You're almost done!

Find al the necessary documents for onboarding on thes page
Your actions wil be saved as you work on this step.

K / ESNIK TPANEZA THE EANABOD) Enushoon, o Sev byttt
it B epyoBom (83 005 Boe e T

Figure 14: Upload documents Figure 15: Multiple documents upload.
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Preboarding Completion

Once the preboarding process is completed, you will be presented with a welcome message along with
couple of photos of your new colleagues (Figure 16).

Welcome to the team “Apaasglrar
= sios!

You're all set with your onboarding. We're 5o excited to have you!

People you need to know

From senior leadership to stakeholders, these are people whose names and faces you should recognise.

Figure 16: Preboarding completion
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