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HELLO AND WELCOME  
TO BAYER  
 

The initial days on a new job are always very special. We want you to 
immediately feel the passion to innovate and the power to change, while at the 
same time getting quickly acclimated to your new “home”. Therefore, we have 
put together an overview of tasks and action items to support you in your 
onboarding at Bayer. 
 
Important: Before the employees first day it is essential that all data security policies and safe data 
handling methods be observed and that no business data be transferred to an employee’s or 
contractor’s personal email addresses, cloud storage sites, or personal USB drives. 

 
Please note that some of these links will not work until you are 
connected to the Bayer VPN on your first day. 

 
TASKS BEFORE YOUR FIRST DAY  

 
• Review the information provided in the Hello Bayer Onboarding Portal to prepare you for your 

transition into Bayer. Please note this portal is open for limited time after your hire date. 

 
TASKS ON YOUR FIRST DAY  
 

Administrative Procedures & Technology  
 
• Receive necessary office equipment, including a laptop and peripherals (and cell phone if applicable) 

• Obtain log-in / access information, typically provided to the new hire by the manager  

• Review relevant Day 1 items if working at site (COVID related safety guidelines, introductions, lunch 
with manager, work area, break room, restrooms, vending machines, emergency exits, evacuation 
procedures, first aid equipment) with manager 

• Review relevant Day 1 items if working remotely (Introductions to team members via one-on-one  

video calls, discuss communication preferences with your manager) 

https://hello.bayer.com/en/
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• Review information about working hours (start and end of working day, breaks) with manager 

• Review Bayer’s purpose, vision, and strategy 

• Get an overview on Diversity, Equity & Inclusion and Business Resource Groups  

• Complete and submit your new hire paperwork online including the I-9 verification needed 

o Prepare and email all required documents on Day 1 to complete the I-9 verification within 3 days of 
your start at Bayer as required by government regulations. The Compliance I-9 team will contact the 
hiring / orientation manager or the new employee with further guidance. 

• Discuss plans for your first day with your manager (dress code, parking, building access if working at a 
site that is open) 

• If you require a reasonable accommodation to complete your job function, please complete the 
Reasonable Accommodation Request Form on BayerNet. 

• Review the travel and expense policies 

• All new employees will be scheduled for the following sessions:  

o  U.S. Discovering Bayer 

o  U.S. New Hire Orientation 

o  U.S. Benefits Presentation 

o  Site Safety Presentation (where applicable) 

• If applicable, obtain employee badge and parking pass  

o  St. Louis sites via the New Hire / Re Hire Badging Requests 
o  Berkeley sites submit the Berkeley Badge Request Form to brklsecurity@bayer.com 
o  New Jersey sites via the New Jersey New Hire Badging Form 
o  All other sites would follow their local security badge protocol (if applicable) 

 

• If applicable, review any developed onboarding plan or knowledge transfer documentation with your 
manager 

• If applicable, request Corporate Credit Card and review respective policy (Bayer Travel Portal)  

• If applicable, review guidelines and print or order Business Cards. Confirm need with your manager. 

• If applicable, check information regarding company-provided vehicles via U.S. Fleet 

• Are you a New Leader at Bayer?  If you are a VS4.1 or below and have direct reports, you will 
receive an invitation to participate in US New Leader Onboarding (NLO) within the first 60 days after 
your start date. Additional NLO information is available in the North America Development Guide. 

• Signature authorizations are necessary to perform activities in several global Bayer systems, 
including releasing invoices in YourDoces, approval of travel costs in Concur, and confirming order 
requests in SmartBuy. Requests are specific to legal entity in the signature authorizations tool (SIGN), 
so be aware of your needs (CH – 0353 / PH – 2083 / EF – 1374 / CS -1372 with various needed for 
Product Supply). For suggested levels please see the US Signature policy (Bayer VPN must be 
activated to access this policy). Please review the Signature Authorizations link and take the 
appropriate steps with your manager. Watch 'Signature Authorizations'.   

https://bayernet.int.bayer.com/en/bayer/purpose-vision-strategy
https://bayernet.int.bayer.com/en/usa/home/bayer/us-inclusion-and-diversity
https://bayergroup.sharepoint.com/sites/Inclusion%26DiversityNA
mailto:HROP_i9@bayer.com?subject=Form%20I-9%20Guidance%20(NOTE%20to%20SENDER:%20do%20not%20send%20encrypted%20email%20to%20the%20I-9%20address%20at%20this%20time)
https://bayernet.int.bayer.com/-/media/bag-intra/ws_bayernet/usa/human-resources/us-hr-policies/section-2---employee-relations/2-21_reasonable_accommodations_november-2020.pdf
https://bayernet.int.bayer.com/en/usa/home/services/mobility-portal/travel-preparation/travel-policies
https://bayergroup-36bad9986c9ef5.sharepoint.com/sites/005048/FormsSurveys/FormsApp/NFLaunch.aspx?SPAppWebUrl=https://bayergroup-36bad9986c9ef5.sharepoint.com/sites/005048/FormsSurveys/FormsApp&amp;SPHostUrl=https://bayergroup.sharepoint.com/sites/005048/FormsSurveys&amp;remoteAppUrl=https://formso365.nintex.com&amp;ctype=0x0100DE4574AFDA159A4E810A8A922D6813CC&amp;wtg=/NintexFormXml/2c784e19dbfbb4fd8fdb7f1c680027b6_3db3f282-7ddd-4ab6-b39e-a4dd9a63492b/&amp;mode=0&List=3db3f282-7ddd-4ab6-b39e-a4dd9a63492b&Source=https://bayergroup.sharepoint.com/sites/005048/FormsSurveys/Lists/New%20Hire%20Re%20Hire%20Badge%20Requests/AllItems.aspx?RootFolder=%2Fsites%2F005048%2FFormsSurveys%2FLists%2FNew+Hire+Re+Hire+Badge+Requests&RootFolder=/sites/005048/FormsSurveys/Lists/New%20Hire%20Re%20Hire%20Badge%20Requests&Web=e1b9f8d8-0344-4062-945a-a139af8ec6ec
https://new.bayernet.cnb/-/media/bag-intra/ws_bayernet/usa/berkely/security-information/bayer-badge-access-form.doc?la=en
mailto:brklsecurity@bayer.com
https://new.bayernet.cnb/-/media/bag-intra/ws_bayernet/usa/nj/resources/security/new-hire-badging.docx?la=en
https://bayernet.int.bayer.com/en/usa/home/services/mobility-portal/travel-preparation/usa-credit-card
https://bayernet.int.bayer.com/en/usa/home/services/mobility-portal
https://cms.identitynet.bayer.com/en/business-cards.aspx
https://new.bayernet.cnb/en/usa/home/corporate-departments/cfo-organization/procurement/us-fleet?forceurllang%20=%20true
https://eur03.safelinks.protection.outlook.com/ap/p-59584e83/?url=https%3A%2F%2Fbayergroup.sharepoint.com%2F%3Ap%3A%2Fr%2Fsites%2F020773%2FShared%2520Documents%2FAllUSAccess%2FACTIVE_NA_DEVELOPMENT_GUIDE.pptx%3Fd%3Dw3420df2440494ddab00711865c038431%26csf%3D1%26web%3D1%26e%3DIh5jJi%26nav%3DeyJzSWQiOjIxNDc0NzAxNzIsImNJZCI6MzM3ODA5MjQ2MX0&data=05%7C01%7C%7Ceccb082ddabf4fc2da5d08db2b9d1e5d%7Cfcb2b37b5da0466b9b830014b67a7c78%7C0%7C0%7C638151726035387937%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C3000%7C%7C%7C&sdata=Rx7IyoczQaQ5Nua4A94Z%2BbjQ31v6mQ%2FUpZq25Os3ePs%3D&reserved=0
https://eur03.safelinks.protection.outlook.com/?url=http%3A%2F%2Fwww.bayernet.com%2Fcorp%2Fpolicies%2Fpolicies_detail.cfm%3Ffileid%3D491&data=05%7C01%7C%7C78e77fcc166b4b4b2bdf08db2a287c6c%7Cfcb2b37b5da0466b9b830014b67a7c78%7C0%7C0%7C638150125588636044%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C3000%7C%7C%7C&sdata=b21Q6PwBpZUsAMkaRQRO8gBnz05QFKiKqzoZhRwYEYE%3D&reserved=0
https://eur03.safelinks.protection.outlook.com/?url=https%3A%2F%2Fweb.microsoftstream.com%2Fvideo%2F8393286e-5502-4ea2-9edb-7869dd56d42c&data=05%7C01%7C%7C78e77fcc166b4b4b2bdf08db2a287c6c%7Cfcb2b37b5da0466b9b830014b67a7c78%7C0%7C0%7C638150125588636044%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C3000%7C%7C%7C&sdata=uJcRoBhqkcYoVLpzIQJ1iHGAXm0Ao6vkM%2F1IeZL0lCw%3D&reserved=0
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TASKS IN YOUR FIRST WEEKS  
 

General Work-related Information 

 

• Discuss role/responsibilities with manager 

• Obtain a personal orientation plan from manager 

• Meet assigned Onboarding Buddy 

• Review HR-related information on BayerNet, the company’s intranet source for news, information, and 
various tools and resources 

•  HR Operations Front Office, Bayer Benefits Center, how to contact HR and more available via  
U.S. HR Contacts  

• Performance Management Process (Overview) 

•  U.S. HR Policies (Overview) – review Section 1 through Section 7 policy links                          

• Get an overview of Bayer’s global and U.S. organizational charts, financial reports, and policies: 

•  Bayer Global - Board of Management  

•  U.S. Bayer Sites and Leadership Team  

•  Corporate policies, aka MARGO (Management Regulations Online) policies  

• Review Payroll Information and Holiday calendars 

• Understanding your Pay Statement 

• Enrolling into Direct Deposit of your Pay 

• Enrolling into Electronic Receipt of your W-2 and Pay Statements 

• Maintaining U.S. Tax Withholdings 

• Explore a virtual benefits fair and learn more as a new employee on the Benefits Enrollment 
Resources site 

• Information about B Well, Bayer’s wellness program.  

• Review the Corporate Policy - Procurement which is designed for Procurement and Requestors and 
describes the fundamental principles of request, sourcing, purchasing, and paying for goods and 
services from external suppliers. 

• Explore, review and update personal HR information in the secured myServices portal, such as: 

•  Enroll in direct deposit of your pay, add Emergency Contact information, and sign-up for electronic 
receipt of W-2s within the Personal Data tile. 

•  Review and update your Education information within the Performance & Development tile and then 
adding Education information under the Talent Data section. 

•  Review and update your Emergency Contact information within the Personal Data tile. 

•  View pay statements within the My Paystubs tile. 

• Refer to BayerNet and myServices to obtain further information  

 

 

https://bayernet.int.bayer.com/en
http://new.bayernet.cnb/en/usa/home/people/human-resources---hr-contacts-in-the-us
https://bayernet.int.bayer.com/en/people/hr-az/my-career/perform
http://new.bayernet.cnb/en/usa/home/people/human-resources---us-hr-policies
https://bayernet.int.bayer.com/en/bayer/structure/board-of-management
https://bayernet.int.bayer.com/en/location
http://new.bayernet.cnb/en/organization
http://by-margo.bayer-ag.com/Default.aspx?lgO=en&lgD=en&regSt=valid&type=bag_regulation&view=ViewHome&arg=htmlHome
https://new.bayernet.cnb/en/usa/home/people/my-pay---time-and-attendance
https://bayernet.int.bayer.com/en/usa/home/people/my-pay---payslips
https://bayernet.int.bayer.com/en/usa/home/people/my-pay---direct-deposit
https://bayernet.int.bayer.com/en/usa/home/people/my-pay---us-enroll-in-electronic-w2-and-pay-stubs
https://bayernet.int.bayer.com/en/usa/home/people/my-pay---taxes#Tab1
https://bayernet.int.bayer.com/en/usa/home/people/my-life---benefits-enrollment-resources
https://bayernet.int.bayer.com/en/usa/home/people/my-life---benefits-enrollment-resources
https://bayernet.int.bayer.com/en/usa/home/people/my-life---us-b-well
https://margo.intranet.cnb/view.aspx?id=09e2en0180081323
https://myservicesprod.launchpad.cfapps.eu20.hana.ondemand.com/site#Shell-home
https://myservicesprod.launchpad.cfapps.eu20.hana.ondemand.com/site?appState=lean#GLSE_PI_ESS-display?sap-ui-app-id-hint=saas_approuter_glsepiess
https://myservicesprod.launchpad.cfapps.eu20.hana.ondemand.com/site?appState=lean#GLSE_IFRM-SFSF_PERFMGMT?sap-ui-app-id-hint=303d912d-aed4-4a58-9f21-a859b99418ed
https://myservicesprod.launchpad.cfapps.eu20.hana.ondemand.com/site?appState=lean#GLSE_PI_ESS-display?sap-ui-app-id-hint=saas_approuter_glsepiess
https://myservicesprod.launchpad.cfapps.eu20.hana.ondemand.com/site?appState=lean#GLSE_PAYEX-display?sap-ui-app-id-hint=saas_approuter_hcm.mypaystubs.glse_payex
https://bayernet.int.bayer.com/en
https://myservicesprod.launchpad.cfapps.eu20.hana.ondemand.com/site#Shell-home


 
 

Bayer | U.S. Talent Management | Version 6 | March 24, 2023 5 

 

 
 
 
Technology Information 
 

• Review the IT Onboarding site, which contains an IT Onboarding Checklist with further guidance on 
ordering equipment, installing software, requesting additional applications, important Grid-card 
information and more 

 

• Confirm how to contact the IT Service Desk: 

•  IT Hotline: 1-800-800-1777, or direct-dial number 412-777-2400 

•  Visit IT Services at Bayer on BayerNet for additional information and support  

• Get an overview on technical tools: Tipcards 

• Review the guidelines for data privacy 

• Order a Cell Phone or Office Headset if applicable for your role 

• Register for PassCaRe  - Required for user validation when domain password is needed to be reset by 
the IT Service Desk  

• Obtain an overview of Bayer’s internal social media strategy 

• Upload photo online: 

•  Microsoft Applications: Add a Photo  

•  BayerNet: Add a Photo by clicking on the pencil icon in the Employee Profile area 

 

• If applicable, review the Time Management System (For managers only) 

 

https://bayergroup.sharepoint.com/sites/021803/nexus/it-onboarding/SitePages/Employee.aspx
https://bayernet.int.bayer.com/en/myit/support
https://bayergroup.sharepoint.com/sites/TipcardsEN
https://bayernet.int.bayer.com/en/usa/home/corporate-departments/law-patents-compliance/data-privacy?forceurllang%20=%20true
https://s1-eu.ariba.com/gb/landingPage?id=US_IT_DEVIC_IT_HARDW_TELEC&realm=bayer
https://passcare.bayer-ag.com/productive/crypto.php?page=logout
https://idnet.bayer.com/en/digital/social/social-media-at-bayer
https://portal.office.com/account/?ref=ClientMeControl#personalinfo
https://bayernet.int.bayer.com/en/
https://bayernet.int.bayer.com/en/usa/home/people/my-team---time-and-attendance
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TASKS IN YOUR FIRST MONTH  
 

Position Information 
 

• Agree upon objectives and expectations for the year with manager and record them in the 
performance management tool, which is located in BayerNet | myServices    

• Schedule and conduct check-in meetings with manager and onboarding buddy to evaluate onboarding 
actions and discuss open items as necessary 

• Review Bayer’s Reward & Recognition Program - Better Because of You 

• Become familiarize with Talent Finder – Bayer’s Employee Referral Program 

• Review Bayer Identity Net – Overview and guidelines for Bayer’s Corporate and Employer Brand, 
including consistent E-mail signature and footers 
  NOTE: VPN must be activated to access these Identity Net / Brand portal.  

• If your role includes requisitioner activities or vendor invoice approval activities, contact Accounts 
Payable (ap.external.acctg.pgh@bayer.com) to receive Your-Docs and IPD training 

• If applicable, set-up regular touch-base meetings with predecessor to review the Knowledge Transfer 
Guide  

 

 

TASKS IN YOUR FIRST 30 - 90 DAYS AND BEYOND  
 

Position Information 
 
• Review learning/development opportunities U.S. Learning & Development   

• Complete “meet and greet” sessions with key stakeholders and shared key learnings and insights with 
my Manager 

• Gain an understanding of Bayer’s pay structure (e.g. Base Pay, Short-Term and Long-Term Incentive)  

• Review any areas of concern regarding responsibilities with Manager 

• Discuss progress and satisfaction with projects with Manager 

• Identify and schedule any additional on-the-job training needed with Manager   

• Complete the Development Dialogue with Manager (after 90 Days) 

 

 

 

 

 

 

https://myservicesprod.launchpad.cfapps.eu20.hana.ondemand.com/site#Shell-home
https://bayernet.int.bayer.com/en/usa/home/people/my-pay---recognition-programs
https://bayernet.int.bayer.com/en/usa/home/people/my-career-talent-finder---employee-referrals-us#Tab1
https://identitynet.bayer.com/
https://idnet.bayer.com/en/mail-footer
https://bayernet.int.bayer.com/en/usa/home/people/my-career---us-learning-and-development
https://bayernet.int.bayer.com/en/people/hr-az/my-pay
http://us.bayernet.cnb/en/people/my-pay/variable-pay/short-term-incentive.aspx
https://bayernet.int.bayer.com/en/people/hr-az/my-career/develop/development-dialogue

