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1. Welcome 
Welcome to Kulzer! 

This manual should help you enter all necessary information into our new staffing software 

Workday. 

 

 

First, you will receive two e-mails, which contains your login data. Please use them to log in. 

You will find the link to the website and your personal password. 

 

 

 

After you have entered the login data, you have to create a new password. Subsequently you 

will reach the start page of Workday. 
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2. Your personal Onboardingpage 
 

 

 

On the bottom left is your inbox, where your tasks are. You can reach this by clicking on the 

inbox or by clicking on the Icon on the top right.  

 

Please click on the link ‘Onboarding’ above to reach your personal Onboardingpage.  

We would like to introduce you to your onboarding site. Here our CEO Marc Berendes and 

the HR Management Andrea von Popowski welcome you. Below you will find useful contact 

information.  

  

 

The ‘Getting Started’ 

section refers to your 

open tasks in the in-

box. Here you can 

see your progress. 
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3. Language settings 

 

For language settings please click on the icon on the top right. After that please click on ‘my 

account’ then on ‘change settings’ and here you can change the language from German to 

English. 

 
 

  

       
      O 
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4. Your open Tasks 
 

Please click on the Icon on the top right to complete your open tasks. 

 

 

 

You will see all tasks in a list on the left side of the screen. 

The tasks assigned for you depending on your employment. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

To complete these 

tasks we ask you to 

read the instruction at 

the top to each task 

carefully. 
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1. Task: Complete Questionnaire: Further Information 
 

  

 

 

 

 
 

2. Task : Important documents 
 

 

 

 

 

 

 

 

 

 

Anschließend geben Sie bitte ihre persönlichen Daten durch einen Klick auf den Stift ein und übermit 

 

 

 

The first task is about  

further information of hiring, 

which are part of your em-

ployment contract. Please 

complete the Questionnaire 

und submit it.  

Once you have  

completed a task. 
If you would like to continue a task at 

another time. 

If you would like to dis-

card the entries.  

 

 

We ask you to confirm 

the receipt and under-

standing of the docu-

ments. 
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3. Task: Entering personal information   
 

  

 
4. Task: Check Contact Information 
 

  

  

Please check and complete your 

personal contact information. 

Please enter your per-

sonal information by 

clicking on the pen. 
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5. Task: Entering your Bank Details 
 

  

 

 

 

 

  

 

1. Step: Click OK and you will reach the next page.  

2. Step: Add your Account 

by clicking ‘Add’ 
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3. Step: Enter the bank details and 

submit them 
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6. Task: Entering your Identification Number 

  

 

7. Task: Add Documents 
 

  

 

 

Please add both ID 

Types to the table  

below -Tax ID  

(Steuer-IDNr) and  

Social Insurance 

Number (SVNR) and 

submit them. 

 

 

Please read the 

instruction care-

fully! 

Please read the 

instruction care-

fully! 
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8. + 9. Task: Add Photo and Emergency Contact 
 

  

   

 

  

If you want, you can up-

load a Photo for your 

Workday Profil and add 

an emergency contact. 

This photo will be also 

used for a publication on 

our internally poral. 
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However, you can skip this task by using the gear wheel on the upper right.  

 

 

 
 

All tasks are done, if your inbox is empty.  

 


