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This document will guide you to use the Onboarding tool for submitting your details. 

This document belongs to Flex and should not be copied or distributed” 
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➢ Step 1: Check the Welcome Email received from Flex in your personal email. Please 

click the link “Click here to register and fill in your details.” In the email to navigate to 

registration page. 

 

 

 
➢ Step 2: Your Email Id is auto populated. Verify whether it is correct or not. You cannot 

change the email id. Please contact HR team for any changes - 

in.gbschegbshronboarding@flex.com 
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➢ Step 3: Provide your First Name & Last Name and click “Register” button. Below alert 
will be displayed on successful Registration. 

 

 

 
 

 
➢ Step 4: Check your personal email for the OKTA activation. 

 

 
Click “Activate OKTA Account” button to Proceed. 
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➢ Step 5: Setup your password. Click Next to proceed. 
 

➢ Step 6: On Successful OKTA activation, you will receive below email. Please click on 

the link “Click here to login” in the email to navigate to login page or use this link 

https://candidateonboarding.flextronics.com/ 
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3. Log IN to On-boarding Portal with the Registered credentials, 

screenshot stated below: 
 

 
Login Process: 

➢ Step 1: Please click “Click here to login” link in the email to navigate to login page or 

use https://candidateonboarding.flextronics.com/. [refer step 5 in Registration process 

 
➢ Step 2: Provide your email id as username. Provide your valid Password. Click “Sign In” 

to login to the onboarding portal. 

 

 

➢ Step 3: On providing valid username & password you will be redirected to the 

Onboarding Portal. 
 

Please read and acknowledge the Flex’s Conflict of Interest Policy 

by selecting the agree checkbox at the bottom. 
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➢ Once you log in, you will be routed to the following screen. The contents of 
the page cannot be edited.Check the details to ensure they are correct. 

 
➢ To make any change, send an email to in.gbschegbshronboarding@flex.com 

Or call us at “8608666568 / 7770000840” 

 

.  

➢ Click “Edit” if you need to change any of this details your Name, Date of Birth & 

Primary Contact no. 

 

➢ Once all the information is validated, proceed to the next step, click “Confirm to 
proceed” 
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Below are the list of 5 Tab’s which needs to be filled by the Candidate 

related to all Personal, Academic & Professional documents based on 
Mandatory fields marked in ‘*’. 

 

 

 
➢ Please click “Save As Draft” while updating details to avoid re-entering the 

details again, if incase of any Technical / Network issues. 

 
➢ Kindly fill in all 5 tabs and enclose your “Passport size” photo with JPEG format only. 

➢ After filling all mandatory fields please re-confirm / go through the information 
entered 

➢ Aadhar & PAN Card is Mandatory. 

 

Personal Details: 

 
➢ In the basic details tab, fill all the mandatory fields. Date Of Birth, Mobile Number & E- 

mail will be already filled and can’t be edited as you have already verified it in the 

previous page. 

➢ You must enter the emergency contact name and their contact number. And then 
proceed to fill your Permanent address & Present address. 

➢ If your Present address is same as permanent address, then click on below option. 
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➢ In the ID details tab, you can enter your PAN card number and Aadhar card number 

respectively. 

➢ If required, click on add button and select an ID type for your address proof and fill 

the details accordingly. 

➢ In Family details tab, select your marital status, if married provide your marriage date 

in the given format. 

➢ In the next box fill in the family member name followed by the relationship with you 

and their DOB. And click on the is dependent Yes or No accordingly. By clicking add 
you can enter all your family members details. 

 

➢ In the language tab, click on the dropdown and select your mother tongue and click 
the R W S C accordingly. Followed by that you can add the other known languages. 

➢ In Relatives in Flex tab, If any of your relative is working with flex then you can fill their 

details. If not ignore the relatives tab and click on “Save as draft” before going to 

next section to avoid data loss. 
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Educational Details: 

➢ All the educational details has to be entered in reverse Chronological order (From 
highest qualification till 10th/ SSC/ Matriculation) 

➢ Need to fill School / College / Institution Name. 

➢ Fill your Board (for 10th & 12th) / University Name (for UG & PG). 

➢ Status of your course. 

➢ Specialization of your course. 

➢ Full Address of the Institution. 
➢ Course duration (From, to ). 

➢ Need to fill year of passing. 

➢ Mode of study (Full / Part / Distance). 

➢ Marks obtained (if choosing marks, fill your marks obtained). 

 
If your highest qualification is PG then you have to fill details for (PG, UG, 12th & 10th) likewise 

by adding new fields. After filling all the fields, click save as draft and move to Work 

experience section. 

 

Work Experience Guidelines: 

 
Work experience has been categorized into Fresher and Experienced section. 

 
I. Fresher Category: 

➢ No Action will be required in the Experience tab. 

➢ Fresher candidates can skip this section and move to next tab that is Flex Policies Tab. 
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II. Experienced Category: 

 

➢ Note: This Category must be filled in reverse chronological order. The candidate must 
fill the correct details as per certificates provided by the employer any discrepancy in 

data during background verification will have adverse effect on employment. 

 
➢ Candidates who have prior work experience must select the Experienced option. 

 

➢ Candidates must fill the mandatory details such as Company Name, Company 

Address, Phone number, Title/Position, Responsibility, Employment Type (Contractual, 
Full time or Part time), Employee ID, From and to Date in (DD/MM/YYYY) format and 

Reason for leaving. 

 
➢ If the candidate experience is relevant to the current role in Flex, the candidate must 

mark the “Yes” option and must mention the number of years in experience. 

➢ (If contract: The candidate must mention the Contract Agency name, Contract 
Agency address, Contract Agency number and Contract Agency Designation). 

➢ The Candidate must provide the details of the reporting person in pervious 

organization. Details such as Name, Designation, Contact Number, Email Id, and 

period of months. 
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➢ Note: If reporting Period is less than 9months the candidate must provide details of 

another person whom you were reporting. 

➢ Click on “ADD” Button to enable details section for filling prior employment details. 

 
➢ Please click “Save As Draft” while updating details to avoid re-entering the 

details again, if incase of any Technical / Network issues. 

Flex Policies: 

➢ Please read the company policies for reference. 

➢ Kindly note the Company reserves unconditional rights to amend, abrogate, modify 
and or rescind this policy at any time. 

 

File Attachment: 

➢ Kindly upload all the relevant files in PDF format. 

 
➢ In Academic, for Diploma/ UG/PG degree, please ensure to merge all semester 

marksheets in one pdf file and then upload. 

 
➢ In Degree certificate, please ensure to upload either course degree certificate or 

provisional degree certificate 

 
➢ For all Work Experience information provided, relevant Service, Experience, Relieving 

letter should be uploaded in PDF format 

 
➢ Do upload your passport size photograph in the Onboarding tool as it’s required for 

your ID card. Ensure that the photograph specifications are as follows: 

• White background 

• Studio image (NOT scanned) 

• Resolution 300 DPI 

• Size 35mm X 25mm 

Please do reach out to us for any clarifications or support you may need. 
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4. Submit 
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➢ Click the agree button which is mandatory and upload the relevant 
documents. 

 

 
➢ Once candidate enters all the required details, he/she should check the below 

option and provide full name and then can submit the details to the Flex GBS 

HR Onboarding team. 
 

 

 

Note: 

 

➢ Candidate has to check the above option and provide full name before 
submitting the details to the Flex GBS HR Onboarding team. 

 

➢ Once submitted, the entered details of the candidate cannot be changed but 
can only be viewed & uploaded documents can be downloaded. 
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5. Frequently Asked Questions (FAQs) 
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1. What is my username? 

Your Email Id is your username which you provided for the onboarding. It will be 

automatically detected in OKTA, it can’t be changed. 

 
2. How can I reset my password? 

You can use the “Forgot password?” link below the sign in button in the login page. 

On providing your username (which is email id) you will receive a mail to reset the 

password. 

 

 
3. Am not able to login after providing username & password? 

Please check whether you are using your email id as username and valid password. 

If not try resetting your password and re-login. Still if you face any issues then write to 
HR Team in.gbschegbshronboarding@flex.com and we will get back to you. 

 
4. I cannot change my email id before registration? 

Yes, you cannot change your email id, this is auto populated and a read only field 

which you provided during the interview process. 

5. What should I do after registration? It is not navigating to any page? 

You will receive an alert “OKTA assigned successfully. Please follow instructions to 

activate OKTA” message. 

Moreover, you should have received an email to activate the OKTA account. Please 

click the Activate OKTA button to start the account creation process. 

6. Where should I set my username? 
Your Email id is your username and it can’t be changed. You can set only your 

password. 

 
Recommended Steps for Login-IN: 

➔ Recommended to Laptop/PC. 

➔ Recommended to use Google Chrome. 

➔ Ensure your having Good Network connectivity. 

 
7. What can be mentioned in Preferred name? 

You can mention your full name as per Aadhar card. 
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8. What ID proof can be given for address proof? 

You can provide your Aadhar/Driving license/voter id. 

 
9. What to do if you are a fresher? 

Kindly skip the experience tab and move to Flex Policies tab. 

 
10. What are the mandatory fields in the Experience tab? 

The headings which are marked in * symbol are mandatory fields. (The 

candidate must re-check all the mandatory fields before submitting the 

onboarding tool) 

 
11. What if I have worked on Contract and Full time on behalf of same organization? 

Fill the Contract details in a separate section with Agency details and click “ADD” 
to fill the “full time employment” details of the Organization. 

 
12. Where should I upload my Experience documents? 

Kindly attach the Experience documents such as Resignation acceptance letter 

and Relieving letters in “File attachment” Tab. 

 
13. How many years of document prior experience should be attached? 

The Candidate should attach Experience documents from past 3 organization in 

reverse chronological order. 

 
14. Can I upload xerox copy of the document? 

Please submit the original document coloured scan copy. 

 
15. In Which format document should be? 

Document should be in PDF format only, less than 2 MB 

 
16. What should I do if I don’t have the degree certificate or PG certificate? 

If You are fresher, Please submit you provisional degree certificate and after you 
received the degree certificate please submit it to us 

in.gbschegbshronboarding@flex.com 

 
17. Currently I don’t have reliving letter with me what should I do? 

For temporary upload the reliving mail which you got from your previous organization 

after you received your original reliving letter or resignation acceptance letter, 

please submit to us in.gbschegbshronboarding@flex.com 

18. Where can I upload the experience letter of my previous company? 
In the File attachment section you can upload your experience letter. 

 
19. Should I need to upload the Photograph in PDF format? 

It should be in JPG format only. 
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20. After successfully submitted the document can I change the document? 

No after submitted the documents you can not changed it gets frozen. If you want to 

upload anything or change it please contact us 

in.gbschegbshronboarding@flex.com 

 
21. In Work Experience Section, if I don’t know the last reporting manager, what details 

should I provide? 

Please provide the contact details and email ID of your HR team / Company. 
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