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Transferring an Existing Syensqo Employee to your Team

INTRODUCTION

The internal employee needs to follow the standard recruitment process, starting with the creation of position, the posting of a requisition and the 
onboarding process will be launched  after the internal employee has applied to the requisition and accepted an offer. The internal transfer will be recorded 
in the HR system and the internal employee will be moved to the position that you created at the start of the recruiting process. 

Prepare, connect and begin bonding with your transferring employee BEFORE Day One

[Click on the image above to go to My HR Services; then select "Onboarding" from the Home drop down menu]

Visit the Onboarding Dashboard in My HR Services to utilize your digital New Hire Checklist to remain organized and perform additional tasks in the tool to 
enhance your new joiner’s experience, such as:

Assigning a Buddy

Introducing New joiner to their future network

Recommending Useful Links  

Providing useful information for New Joiner’s First Day

The People Services team will move the internal employee to the new position, apply any change such as salary, grade level, etc. based on the internal 
offer letter and new position. Internal transfers may only be effective on the 1st day of the month (except for the US which follows the US Payroll 
Cycle)

for :CLICK  User Guide

How to follow up an onboarding process in My HR Services - User Guide 
How to use the checklist in My HR Services to prepare the new joiner start- User Guide 
How to personalize the new joiner's experience with the onboarding tasks in My HR Services - User Guide 

https://performancemanager.successfactors.eu/sf/home?bplte_company=solvaysa&_s.crb=V88aHqq%252b4jmZqFTn1VNDIs33fEeky5LFHitcVAdmIs4%253d
https://docs.google.com/presentation/d/1yUr1navVwVKikUPoS7O-5NGiwsiaF641DShhA4cemrs/edit?usp=drive_link
https://docs.google.com/presentation/d/1T6hZ6vuwPxf3fb2xdM0q3hZVtqlz5-JOX4-TdnmgZa4/edit?usp=drive_link
https://docs.google.com/presentation/d/1912WpKwGQKrTroh7lbKnQ5VjMVVJfHE48PICeiCRv2w/edit?usp=drive_link


Request Update to IT Access

Complete as soon as possible, but no later than ONE (1) week before transfer date. After submission of the service request, Service Desk will 
provide the services within 5 business days.

[Click on the image above to go to the ticket in Service One]

The Internal Move / Employee status change - IT Request will help you to ensure your transferring employee can start their new role with all the relevant IT 
equipment, accesses & services.  This request covers:

National Transfers (transfers within the same country)
International Transfers (transfers from one country to another)

 Consult the Service One catalog if any NEW applications or equipment are needed for the user.

NOTE: Following this change, Managers need to confirm if their employee's current accesses are already adjusted to their new job and if the 
previous ones have already been removed. Please consider all the systems that could have impacts in security, reputation and confidentiality.
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USEFUL LINKS
Onboarding process guidelines

Onboarding Visual Guide for Managers
Onboarding Guidelines for Managers

Support material

Organizational Announcement Guidelines
Buddy Program Guidelines

Video tutorials

What is the Crossboarding Process?
Crossboarding Service One Request
Introduction to Crossboarding

https://syensqo-dwp.onbmc.com/dwp/rest/share/OJSXG33VOJRWKVDZOBST2U2CL5IFET2GJFGEKJTUMVXGC3TUJFSD2QKHI5AUISZQGNCDITBRJ5AVGN2JJ43VOUZXJFHTOV2BHBKVEJTSMVZW65LSMNSUSZB5GQYTANRGMNXW45DFPB2FI6LQMU6UGQKUIFGE6R27JBHU2RI=
https://wiki.syensqo.com/display/HWS/Global+Mobility+Process
https://solvay-dwp.onbmc.com/dwp/app/#/catalog
https://drive.google.com/file/d/1lVLKwXZMjqBKLQBoUkrh6t1bjjMk1qk-/view?usp=drive_link
https://docs.google.com/presentation/d/1xkHsAxF4PYC9qFY-8k-LjrjSSOBlbIwi7cv_S8U9Qlw/edit?usp=drive_link
https://docs.google.com/presentation/d/1D5uznhVivHmuCIsHCZcCNjrp9efKrP4hlV9ASw6L8jU/edit?usp=drive_link
https://docs.google.com/presentation/d/1Os3C6RvdYB_oE8wO15OTYJC24KK_vvH6X5A0jUGNGrw/edit?usp=drive_link
https://drive.google.com/file/d/1xAQP2vDXW75GF1FQ1Y7ct5F74L9qNJ5X/view?usp=drive_link
https://drive.google.com/file/d/1906P1sa80fY18opNou0S9kPn9VJsoEZp/view?usp=drive_link
https://drive.google.com/file/d/1CM-AfiPEaq_GJJvmxHypC4kktBYmOspo/view?usp=drive_link
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