Onboarding New employees

least 1 number, and a symbol (Ex. !, %, $, ?,

This process is required in order to start etc))

work as a Florida Atlantic University
employee. 3. Once logged into the Workday system, your
inbox will have a series of To Do tasks that are

Welcome to Florida Atlantic University! required in order to complete your employee

Onboarding is completed by the new or returning record.

employee. 4. Review the instructions for each of these tasks
The employee will receive an email from carefully and follow each step; the next
workday@fau.edu with a URL address for Workday transaction will not appear until each prior task is
(where onboarding will take place), a temporary user successfully completed. Some of the tasks will
name and a series of steps to be completed. A kick off additional tasks. Watch the inbox for an
temporary password will be sent in a separate email. orange bar indicating that you need to refresh

. your page to view the additional tasks.
The onboarding process needs to be completed

in the Workday system prior to the first day of 5. After completing the onboarding steps, you will
employment. receive an email letting you know that your FAU

Net ID has been generated and your permanent

For assistance with the onboarding process, contact FAU account is ready to be activated.

the Human Resources department at hres@fau.edu
(for non-student employees), stuemp@fau.edu (for
student employees) or call 561-297-6156.

Once you receive the activation email, your
temporary account information will no longer be
valid and you will need to activate your FAU

account. Activation of your FAU account also

ONBOARDING OVERVIEW gives you access to many FAU services including

our FAU email.
1. Log into the FAU Onboarding website using the your I

URL, temporary user name and password

received in the onboarding email from ONBOARDING STEPS
workday@fau.edu. NOTE: this is a non-
responsive account. Do not send emails to it. 6. The first time you log into Workday, the system
_ ) ] will default to a Welcome screen. Click on Let’s
2. When you first log into Workday with your Get Started:

temporary account information, you will be asked
to change your initial temporary password.

N —

Enter Temp account information

[<] Create new password

Click on Let's Get
Started

Let's get started!

[ e ] 7. Click on your Profile, then click on your Inbox.

The new password will need to be 8+ characters
containing both upper and lower case letters, at

Your screens and processes may vary from those described here.
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New employees

8. The onboarding process begins with a Welcome
to FAU notice that includes instructions for the
onboarding process. Read the information and
click Submit to begin onboarding.

Complete To Do Welcome to FAU = =X -3
S minctefe) sgo- Electne 100972015

For oFs.

OveralProcess  Hire Jon Doe.

OveralSiatis  Successtly Competed

Duebate T2zt

s Congratulations on your new position at FAU.
Allnew employees are required to complete a series of tasks before their third day of employment. Many of these items are required by state or federal law.

You many need to check your nbox several times, as some tasks will not show until others leted. The last two steps n th youto
complete an I-9 and to provide your Federal Withholding Elections;

In addition to completing these tasks, you will need to visit the Human Resources Office (Boca Raton campus Building 4, Room 114) to present original, unexpired 19
identification within three days of your stat date. If you reside out of the area, please contact hres@fau.edu (for non-student employees) or stuemp@fau.edu (for student
employees) to make altemative arangements,

Press the Submit button to begin your Onboarding process

o

After reading the
information, click Submit
to begin onboarding

Click on each task and complete. When finished
with a task, select the next until all have been
completed.

Edit Government IDs J
! bovermnmen The onboarding process begins with 5

tasks to complete

vk 4 Suhr e 3 minute(s) ago-Due 10/11/2015.
Proposed IDs

NationalIDs 0 es

) denication# lssedDate Epiata
Additonsl Goverment s 07e
) “County “GovemmentIDType dencstion losed Dte
e Pesonlformation 0002634
Doe. Previous IDs
National 108 0 s
oty “Natons D Type dentistion lesoedDe ExpstonDste lssed

‘Additional Government IDs 0 ters

NOTE: The tasks may not be in the order listed
on this job aid.

Enter Contact Information task:

10.Enter your contact information. If it is already
showing, confirm the information is correct, edit
if needed.

11.Click Add under Primary Address. Enter a valid
mailing address and click v when complete.

An orange bar will appear in the inbox, notifying
you of new inbox items. Click the bar to refresh
the page.

Actions 5 Aschive 1
You have marked as Complete Onboarding for John Doe |
4minute(s) ago- Effective 10/09/2015

Viewing: Al SortBy: Newest

Welcome to FAU

4 minute(s) ago- Efectve 10/09/2015

Click the orange bar to refresh
the page and begin onboarding

9. The onboarding process begins with five (5)
tasks that need to be completed.

Enter Contact Information Onboarding for John Doe (WD0001305) ==/

3 minute(s) ago - Effective 10/09/2015

Home Contact Information

Address
1234 ABC Way, Boca Raton, FL 33431

Country %

X United States of America =

Address Line 1 %
1234 ABC Way

Address Line 2 \

T Enter your primary
Boca Ratan address

State *

X Florida

il

Postal Code *
33431
Click Save when
County complete

Usage

iii

Visibility
Private

BB oo close

Your screens and processes may vary from those described here.
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New employees

12.Enter an Additional Address, if applicable

13.Click Add under Primary Phone. Select the
Phone Device, then enter the Area Code, and
Phone Number. Click v when complete.

19.For the National ID Type, select Social
Security Number (SSN).

Proposed IDs

National IDs

o *Country *National ID Type Identification # Issued Df
@ | United States of America | Social Security Number (. {@) H bea Q ‘;i_f_
N — ) -
(_ Social Security Number (SSN)
Additional Government IDs U.S. Individual Taxpayer Identification
o *Country *Government ID Type Nursirer (FHIN)

Previous IDs

14.Enter any Additional Phone numbers, if
applicable.

15.Verify the correct Email Address is listed, edit if
needed.

16.Click Submit.

20.Enter your SSN in the Identification # field.

21.Leave the Issue Date and Expiration Date
fields blank.

22.Click Submit.

Edit Government ID’s:

NOTE: This action requires a social security
number to be entered. If you do not have a

social security number, do not proceed with
the rest of Onboarding until you are issued

one.

17.Click the Plus (+) button under National IDs.

18.Use the Prompt icon ( <) under Country to
search for United States of America

Edit Government IDs John Doe (=

Le(s) ayo - Due 10/11/2015

Proposed IDs

ountry “National I Type Igentitication ¥

Enter Personal Information task:

23.Legal Name and Preferred Name will
automatically populate. Edit the information if
needed.

NOTE: When editing your Legal Name, please
include your middle name, if applicable.

24.Click on the Edit icon (G/) to update your Legal

Name, if it differs from what appears. Click
Done when complete.

25.1If you have a Preferred Name that you would
like listed, click on the Edit icon (G/), add the
preferred name and click v when complete.

N.“o..ay
o -c

p— ~——

Only select United

States of America. ification #
Contact HR if you do
not have a SSN#

P

“Cou Identification # losucd Date Exp)

NOTE: Do not use any other country besides
United States of America.

I Information Onboarding for John Doe s

Legal Name

Enter any name changes to Legal Name
or Preferred Name, if applicable

Preferred Name Click the Edit icon to /

begin editing the name

Enter changes and click Save

Your screens and processes may vary from those described here.
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26.Click the Edit icon (Q) for each field under

Change Personal Information and select the
appropriate response.

This includes the following fields:

e Gender

e Date of Birth

e Marital Status

e Ethnicity

o Citizenship Status

o Disability, if applicable

e Military Service, if applicable

27.Click Submit when complete.

Change Emergency Contacts task:

28.To enter the Legal Name for an emergency
contact click on the Edit icon ((£), enter the First
Name and Last Name, then click .

29.Enter the Relationship of the emergency
contact by clicking on the Edit icon ([¢4), and
selecting the appropriate relationship from the
drop down menu.

Primary Emergency Contact

Name
Jane Doe

Country %

X United States of America

Enter the name

First Name % of the contact
J5e and click Save

Middle Name

Select the
appropriate
relationship in the
following field

Last Name %

Enter at least one
contact information

30.Enter at least one contact information for the
emergency contact by clicking on Add and
entering the appropriate information.

Primary Phone is recommended.

31.Alternate Emergency Contacts may be
entered by clicking on Add and entering the
appropriate information.

32.When complete, click Submit.

Add Payment Elections (Direct Deposit information)
task:

33.Click on Add Payment Elections.

Complete To Do Add Payment Elections ==

3 minute(s) ago - Due 10/11/2015; Effective 10/09/2015
For OPS-
Overall Process  Hire: John Doe
Overall Status ~ Successfully Completed

Due Date 10/23/2015

o
<

34.Payment Type will default to Direct Deposit.
Florida Atlantic University uses direct deposit as
the method of salary payments for employees.

35.Select the Account Type (Checking or Savings).

36.Enter your Bank Name, Routing Number, and
Account Number for direct deposit.

37.Click Ok.

Your screens and processes may vary from those described here.
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Payment Election Option
Elect how to receive payment for the selected types of pay. If selecting direct deposit, also set up an account to use. You

Worker John Doe (WD0001305)

Default Country United States of America

Default Currency ~ USD

Payment Type * X Direct Deposit =
Use for Pay Type Expense Rule

Regular Payments

Account Setup

Worker John Doe
Sample Check
g
pryraion
Shoson o
Oollars.
"aun T DO NOT INCLUDE
K Chock s
06433
5 Digit Routing # Account &
2 symbois
Account Information
Account Nickname (optional)
Account Type * @ Checking En:l?r your
irect
Savings =
deposit
Bank Name *  Bank Name banking
Routing Transit Number * | 123456789 information
Account Number * | 98765432100
Cancel

New employees

need to be completed to finish the online
onboarding process.

38.After adding the banking information, a review
page will appear. If entered correctly, click
Done.

39.At the inbox, the To Do: Add Payment Elections
will still appear. After adding the banking
information, click Submit to finalize the payment
elections.

Complete To Do Add Payment Elections ==
43 minute(s) ago - Due 10/11/2015; Effective 10/09/2015

For ops-

Overall Process  Hire: John Do

Success fully Completed

10/23/2015

Add Payment Elections

Click Submit on the
inbox item to finalize
the payment elections

@ Save for Later Close

40.After completing the initial onboarding steps,
refresh the inbox. Three additional tasks will

Complete Federal Withholding Elections (W-4
information) task:

41.Complete the information on the W-4 as
required.

42.When finished, click the I Agree checkbox.
43.Click Submit.

Complete Federal Withholding Elections
S seconats) s Due 1071/2015 Bttt 109972073
company

Ettective Oate

Name

Complete the W-4 as required
Socia Sacurity Number

Address

W-4 Data

View Blank Form

Noncesicent Alien

piesse contact your Payroll Department for 3 paper copy of the form

\ Check the I Agree box and Submit
when complete

Whethet you are entited to cias of aliowances o P 10 review by the IRS. Your empioyer may be required o send a capy|

Review Documents task:

44.Review the documents in this task by clicking on
the title of the document.

45. After reviewing each document, check the I
Agree box acknowledging receipt of the
document and that you have read the
information.

Your screens and processes may vary from those described here.
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Review Documents Review Documents for Onboarding for Jim Dean
41 minute(s) ago - Effective 06/19/2015 = -

Click on the title of
Documents

the form to review
Document E 403(b) Plan Universal Availability Notice the document

Instructions Please take some time to famillarize yourself with the 403(b) Plan Universal Availability Notice. If you have questions, please contact Benefits an:

Signature Statement | acknowledge receipt of the 403(b) Plan Universal Availability Notice.

1Agree ¥ e When complete, check the I

Agree box

Document Link Workers' Compensation —New C Tting
Instructions Please take some time ize yourself with the Workers' Compensation — New Claim Reporting. If you have questions, please contact Emy
Signature Statement | acknowjed

| Agree ™

lave read the Workers' Compensation New Claim Reporting form

Review all of the

documents
Document A, Compliance with Florida Statute 119.01 (State Policy On Public Records)

Instructions  Please read the document and complete the form, sign it and upload the signed document If you have questions, please contact Processing and Records

[+] Comment File

e || Attach

46.There are three documents that you will
need to review, print, complete the
information and upload the signed
document.

The Loyalty Oath will need to be signed in
front of a notary.

47.When all of the documents have been reviewed,
boxes checked, and documents uploaded, click
Submit.

Complete I-9 Form task:

48.Verify that the information is correct on the
electronic I-9. Add any missing information or
make corrections, if needed.

49.Click on the appropriate checkbox for
Employment Eligibility.

Complete Form 19

Employment Eligibilit Verification

SSTART HERE Verify the information on the
electronic I-9 is correct. Add missing
information or make corrections, if

needed.
Section 1. Employee Information and Attestation
LastName % poe FistName % ot Middle Iniial Other Names Used (fany)
Address * | 1234 AgC sy Apt Number CityorTown % goca Raton Seex 7 ZpCote | 334
DRt BN & 1011950 = | SociSecety et 17345705 g Tetephone umber

Select the appropriate checkbox

ooooooooooooooooooooo

50.Review the information on the electronic I-9. If
you agree, click on the I Agree checkbox.

51.If someone is preparing and/or translating the I-
9 for you, click on “A preparer(s) and/or
translator(s) assisted the employee in completing
Section 1” under Preparer and/or Translator
Certification and complete the appropriate
information under Signature of Preparer or
Translator.

For aliens AUMOn=ad 1o wark. Provias your Alen Regisraton NUMberUSCIS Numbar OR Form 1183 Admission NUmber

at federal law provides for imprisonment and/or fines for faise statements or use of false documents inl

the empiovee

cwy swe |

2d In the complation of this form and that to the best of my knowledge the information Is rue and correl

If someone is preparing and/or translating
the I-9 for you, enter this information

Cancet

52.When finished, click Submit and refresh inbox.

To Do: Present Documents to Human Resources
Department:

53.A new task will appear after submitting the
electronic I-9.

Your screens and processes may vary from those described here.
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54.The To Do: Present Documents to Human
Resources Department is notifying you that on
your first day of employment (no later than
within 3 days of start date), you must bring
original, unexpired I-9 identification to Human
Resources.

This is a federal law.

For a list of acceptable identification, see:
https://www.uscis.gov/system/files force/files/form/
i-9-paper-version.pdf?...1.

NOTE: This link provides a copy of the Lists of
Acceptable Documents and a paper version of
the Form I-9. DO NOT complete the paper Form
1-9.

55. After reading the notification, you must click
Submit in order to finalize the onboarding
process in Workday.

FAU ACCOUNT INFORMATION
56.The onboarding process is now complete.

At this point, Workday will generate your FAU
account. A confirmation message from Workday
will be sent to your email, notifying you that your
FAU account is ready to be claimed. Follow the
directions to enable your account.

FIRST DAY OF EMPLOYMENT

57.Bring original, unexpired I-9 identification to
Human Resources.

NOTE: If you reside out of the area, please contact
hres@fau.edu for instructions.

If you are a student and you reside out of the area,
please contact stuemp@fau.edu for instructions.

58.When this step has been completed, your hiring
manager will receive a notification, letting them
know you are now eligible to begin work.

Your screens and processes may vary from those described here.



