
SAP SuccessFactors:
Onboarding

Application



01 Creating personal data

02 Creating additional data

• Information on statutory social insurance

• Information on income tax characteristics

Agenda
• Information on children 

• Information on severe disability

• Add e-mail address and telephone number

• Add address and secondary residence

• Enter emergency contacts

• Add work permit

• Add compensation information
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Entering personal data



Navigation for entering personal data

4

Click on this tile on the start page to enter 

your personal details



Entering personal data

5

Enter biographical information and 

click on "next"
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Indication of children

Entering personal data



Entering personal data

Indication of children

7

If there are children, select Yes under 

"Personal information"



Entering personal data

Relatives (children) - only recorded in special cases

8

Fill in the child/children's details in the 

"Dependents" section and upload proof

• If your children are not registered for tax 

purposes, you must enter the data here

• E.g. stepchildren/adopted children or 

children living abroad, etc.

• The data of your biological or tax-

registered children are automatically 

reported to us by the Federal Central Tax 

Office. You do not need to enter any data 

under "Relatives".



Entering personal data

Relatives (children) - only recorded in special cases

9

Upload the relevant 

evidence
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Indication of severe disability

Entry of personal data



Entering personal data

11

If "Yes" was entered under "Severe disability", please upload proof. 



Entering personal data

12

accidentally opened fields can also be deleted using the 

recycle bin
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Add e-mail address and telephone number

Enter personal data



Entering personal data

14

The telephone number can be added optionally. 

Note: The red stars only mark the fields as mandatory if the "Add" option 

is selected. Otherwise, the entry can be removed by clicking on the recycle 

bin icon.



Entering personal data

15

If required, several e-mails and telephone numbers can be stored. The 

addition "primary" means that the selected number or e-mail address is 

used primarily. 



04
Add address/secondary residence

Enter personal data



Entering personal data

17

Adding the "Address" and possibly the "Secondary residence"



05
Storing emergency contacts

Entering personal data



Entering personal data

19

Emergency contact(s) can be stored if required



Entering personal data

20

If you need to pause editing, you can 

click Save draft at the bottom and 

continue at a later time



06
Add work permit

Enter personal data



Entering personal data

22

If a work permit is available, this should be added. Otherwise the 

field can be ignored

Proof is also required for work permits



07
Add compensation information

Entering personal data



Entering personal data

24

Confirm data

Enter bank information



Entering personal data

25

Once again a note on "Confirm"



Entering personal data

26

If data is entered incorrectly, an error message may appear If the data is entered correctly, a confirmation will appear



Entering personal data

27



08
Information on statutory social insurance

Additional data



Additional data

29



Additional data

30

For private health insurance, additional proof must be uploadedEnter information on statutory social insurance



Additional data

31

If the social security number has not been entered correctly, an error message is 

displayed
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Information on wage tax characteristics

Additional data



Additional data

33



Additional data

Social security

34

Optional indication of child allowanceEnter income tax ID and religious 

denomination



Additional data

35

You have successfully completed all onboarding data collection tasks  



10
Examination of professional status

Additional data



Additional data

Examination of professional status

37

Select field for "Verification of professional status"



Additional data

Examination of professional status

38

Fill in status at start of employment and status after end of employment (all fields with a red asterisk are 

mandatory fields)

Note: Pupils and students must upload their school or matriculation certificate for the current year as proof under 

"Status at the start of employment"



Additional data

Examination of professional status / other occupations

39

If other activities were carried out in the current calendar year, e.g. vacation 

work for other companies, these must be entered in the Employment field

Several occupations can also be entered



Additional data

40

Once all the necessary data has been submitted correctly, you have successfully completed 

all onboarding data collection tasks



BARDUSCH.COM

Textile management. 
Every day - since 1871.

Thank you very much 
for your attention
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