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Before You Begin 

The Online Commencement Process should be used for every hire.  A non-online version is available, but it should be used only if the candidate is unable to access 
the internet. The Online Commencement Process includes two parts: 

• Commencement Form
• Online completion of candidate start-up documents (benefits enrollment, direct deposit, etc.)

See Taskroom for more information related to Offer and Appoint. 

https://taskroom.saskatchewan.ca/manager-resources/hiring-employees/offer-and-appoint
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Starting the Onboarding Process 
Click the drop down  beside your account name on the top 
right corner to access the Help page. Instructions for all Taleo 
tasks can be found here. 

If you are viewing the candidate list, put a check-mark to the left 
of the candidate’s name, then select Change Step/Status icon
OR from the More Actions drop-down. 

OR 
If you are viewing the candidate’s application, from the More 
Actions drop-down, select Change Step/Status. 

Make note of the candidate’s current Step/Status. 

The candidate must be in the Step/Status of Hire/Hired or Hire/To 
Be Hired in order to start the Online Commencement Process.  

If the candidate is still in the Screening step, you will need to 
change it to Assessment/Successful before proceeding to the Hire 
step.  

Change their Step to Hire and their Status to To Be Hired. 

Check the “REQUIRED: Start Online Commencement Process” box, 
then select the appropriate process from the drop down. 

Click Apply and Close. 

OR
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Navigate to your email box. 

The Hiring Manager, Hiring Manager Assistant, and Hiring 
Manager Co-Assistant will receive one of two possible email from 
Government of Saskatchewan, depending on which Online 
Commencement Process was selected in the previous screen. 

“TIME SENSITIVE:  Online Commencement Process Instructions” 
email 
This email will arrive if you selected the Standard Online 
Commencement Process.  It describes the steps in the online 
commencement process for the successful candidate. 

OR 

“ACTION REQUIRED:  Commencement and Online 
Commencement Process Instructions” email 
This email will arrive if you selected an Online Commencement 
Process which is exempt from the CRC requirement.  It describes 
the steps in the online commencement process for the successful 
candidate, and provides a link to complete the Commencement 
Form. 

Follow the instructions provided, in the order given, to hire the 
candidate.  They include: 

Step 1:  Prior to making an offer 
Criminal Record Check (if required, according to the CRC 
Policy) 
Determination of Salary 
Increased Vacation Leave (if applicable) 
Relocation Expenses (if applicable) 

Step 2:  Verbal Offer 

Step 3:  Written Offer and Commencement Form 

Step 4:  Welcome Email to Candidate 
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Step 1:  Prior to Making an Offer 
Follow the online commencement process instructions email to 
complete the Step 1 tasks.   

If the hiring action requires a Criminal Record Check to be 
performed, the Hiring Manager, Hiring Manager Assistant, and 
Hiring Manager Co-Assistant will receive an email detailing the 
results of the Criminal Record Check and describing the Next 
Steps.  The Criminal Record Check Office will also receive a copy 
of this email for their records.   

Pay close attention to the instructions in this email and file a copy 
of it in the staffing competition file.   

Follow the instructions under Next Steps to complete the offer 
and Commencement Form. 

If the hiring action does not require a Criminal Record Check, the 
“Action Required:  Commencement and Online Commencement 
Process Instructions” email which was delivered when the Online 
Commencement Process was started, contains instructions and a 
link to complete the offer and Commencement Form. 

Follow the instructions to complete the offer and 
Commencement Form. 
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Step 2:  Verbal Offer 

Step 3.1:  Written Offer 

A verbal offer may only be extended once all tasks outlined in 
Step 1 have been completed. 

Follow the instructions provided in the “Online Commencement 
Process Instructions” email, to complete the Letter of Offer. 

Ensure you send the entire letter of offer, including signed 
acceptance, to the Human Resource Service Centre (HRSC). 

Make note of the Case ID that you receive from the HRSC – you 
will need to provide it as part of the Commencement Form. 

 I Offer      I Accept 



Public Service Commission – Strategic Systems & Innovation Branch June 4, 2021 Page 6 

Step 3.2:  Commencement Form 

OR 

You will have received one of these two emails: 

• “ACTION REQUIRED:  Commencement & CRC Free to
Proceed” or

• ”ACTION REQUIRED:  Commencement and Online
Commencement Process Instructions”.

Refer to the email for a list of information required in the 
Commencement Form.  Once you have gathered all required 
information listed in the email, click the link provided in the email 
to login to Taleo and complete the Commencement Form online. 

Scroll through the Commencement Form, and complete each 
field as required. 

When selecting the candidate’s hiring scenario (i.e. type of hire), 
ensure you select the correct option, as this field determines 
which start-up documents the candidate will be asked to 
complete. 

Remember that for employees paid bi-weekly, their 
Commencement Date must be the first Sunday of a pay period. 
Click here to view the pay period schedule on Taskroom. 

https://taskroom.saskatchewan.ca/employee-resources/wages-and-hours/submit-a-timecard/payroll-schedules
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Some fields have information from the requisition in read-only 
format above, for reference.  If the reference information is still 
correct, enter it in the field below.  For competitions which are 
posted for multiple position numbers, for example, the read-only 
information may not be correct, so enter the specific number for 
this employee. 

Once you have completed all fields on the Commencement Form, 
review for accuracy, then click Submit.   

You may be taken to a page listing additional tasks assigned to 
you.  If you wish to complete any of them now, you may click on 
them to do so.  Otherwise, you may now logout of Taleo. 

The Hiring Manager, Hiring Manager Assistant, and Hiring 
Manager Co-Assistant will receive an email confirming 
completion of the Commencement Form, and describing next 
steps. 
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Step 4:  Welcome Email to Candidate 
After you have completed the Commencement Form, the 
candidate will receive an email.   

Depending on the candidate’s hiring scenario, they may or may 
not be required to complete online forms.  If they are required to 
complete online forms, the email will contain a link to login and 
their Career Centre username. 

The Hiring Manager, Hiring Manager Assistant, and Hiring 
Manager Co-Assistant will NOT be cc’d on the email. 

The candidate will login to the Onboarding Portal, using the same 
username and password as they use for the Career Centre. 

In the Onboarding Portal, they will be presented with the online 
start-up documents applicable to them, and must complete them 
within 72 hours. 

If the candidate does not complete their online forms within 72 
hours, they will receive a reminder email, with cc to the Hiring 
Manager, Hiring Manager Assistant, and Hiring Manager Co-
Assistant. 
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1-Day Follow-Up Email

Once the employee has completed all of their online start-up 
forms, they may or may not receive a confirmation email, 
depending on the candidate’s hiring scenario.  The Hiring 
Manager, Hiring Manager Assistant, and Hiring Manager Co-
Assistant will be cc’d on the email. 

This email may contain additional forms which require a physical 
signature, such as the Oath of Office. 

One day after the employee’s First Day of Work, the Hiring 
Manager, Hiring Manager Assistant, and Hiring Manager Co-
Assistant will receive an email reminder.  There are two activities 
required: 

1. Follow-up with the new employee, to ensure that all
start-up forms requiring physical signature have been
completed and submitted.

2. Confirm the employee’s hiring action is complete, by
logging into Taleo, changing their Step/Status to
Hire/Hired and indicating their Commencement Date in
the calendar.

When selecting the candidate’s Commencement date in the 
position, remember that for employees paid bi-weekly, their 
Commencement Date must be the first Sunday of a pay period. 
Click here to view the pay period schedule on Taskroom. 

If the hiring action is not proceeding, change the candidate’s 
Step/Status to Hire/Withdraw or Hire/Ineligible-Unsuccessful, 
and notify the HR Service Centre immediately so that they may 
cancel the related payroll processes. 

https://taskroom.saskatchewan.ca/employee-resources/wages-and-hours/submit-a-timecard/payroll-schedules
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Correcting an Error in the Commencement Form 
 

 
 
Cancelling the Online Commencement Process 
 

 

 
 
 
If an error is made in the Commencement Form, follow the 
instructions provided in “Correcting Errors in Commencement 
Document”. 
 
 
 
 
 
 
 
 
 
If, for any reason, the Online Commencement Process must be 
cancelled (for example, the candidate declines the offer, or the 
incorrect type of hire was selected in the Commencement Form) 
the Process must be cancelled and, if applicable, re-started. 
 
Navigate to the candidate list for the competition in Taleo. 
 
Place a check-mark beside the candidate’s name, then from the 
More Actions drop-down, select Cancel Online Commencement 
Process. 
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In the Comments box, describe why the Online Commencement 
Process is being cancelled, then click Cancel Process. 
 
If applicable, you may re-start the Online Commencement Process 
by selecting “Start Online Commencement Process” from the More 
Actions drop-down. 
 
If the candidate will not be starting work in this position at all, it 
is very important that you advise the HR Service Centre so that 
they can reverse the hiring transaction in the payroll system. 
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