Onboarding

Student Employees

This process is required in order to start
work as a Florida Atlantic University
student employee.

Welcome to Florida Atlantic University!

Onboarding is completed by the new or returning
employee.

The employee will receive an email from
workday@fau.edu with a URL address for Workday
(where onboarding will take place), a temporary user
name and a series of steps to be completed. A
temporary password will be sent in a separate email.

The onboarding process needs to be completed
in the Workday system prior to the first day of
employment.

If the employee has trouble logging into the
Workday, contact the Help Desk at 561-297-3999 for
a temporary password.

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

ONBOARDING OVERVIEW

1. Log into the FAU Onboarding website using the
URL, temporary user name and password
received in the onboarding email from
workday@fau.edu. NOTE: this is a non-
responsive account. Do not send emails to it.

Online instructions for completing the onboarding
process can be found at this website:
http://www.fau.edu/hr/onboarding.

2. When you first log into Workday with your
temporary account information, you will be asked
to change your initial temporary password.

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

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

etc.).

Enter Temp account information
(<] Create new password

3. Once logged into the Workday system, your
inbox will have a series of To Dos and tasks that
are required in order to complete your employee
record.

4. Review the instructions for each of these tasks
carefully and follow each step. Some of the tasks
will kick off additional tasks. Watch the inbox
for an orange bar indicating that you need
to refresh your page to view the additional
tasks.

5. After completing the onboarding steps, you will
receive an email letting you know that your
FAUNet ID has been generated and your
permanent FAU account is ready to be activated.

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
gives you access to many FAU services including
your FAU email.

ONBOARDING STEPS

6. The first time you log into Workday, the system
will default to a Welcome screen. Click on Let’s
Get Started:

Your screens and processes may vary from those described here. (Updated
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Click on Let's Get
Started

Let's get started!

7. Click on your Profile, then click on your Inbox.

wo;:dny

H A = On behalfof: James

o 1- Click on your Profile
9 'ﬁ @ @ \J —
Getting Started Personal Pay Time Off Time /

Information .
2- Click on your Inbox .
Benefits Performance Exr;er;ses Reports

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 (Students) == nEas
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Congratultions on your new pastion at FAU
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Before. forward with please watch the Student
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After watching th video,press the Submit utton to begin your Onboarding process; hen Refresh your nbos for the tasks to appear.

Click the link to watch
the Student
Orientation video

After watching the video, click
Submit to begin onboarding

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

Student Employees

You have marked as Complete Onboarding for

mmmmm st 20 secondis) ago- Effective 06/14/2016

Welcome 10 FAU (Students)

Click the orange bar to
refresh the page and
begin onboarding

9. The onboarding process begins with eight (8)
tasks that need to be completed.

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

Viewiog. Al Sert . Newest 3 minute(s) ago- Effective 05/14/2016

| e Contacnformation 0100570 Test Sdent ‘ Home Contact Infg
o

Primery,ddress The onboarding process begins with 8

AddPayment Electons
i R tasks to complete

Add

Change Emergency Contacts

Edit Govemment IDs. Additional Address

Complte Federal Withhalding Electons

CompleteFormi 3 Primary Phone
Add
Review Documes
EnerPersonl Information: 01005783 Test Student Additional Phone
Add
Primary Email
Addess
ahoo@yahoo.

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

Complete I-9 Form (Employment Eligibility
Verification) task:

10.Enter your personal information on the electronic
I-9, including: First/Last Name, Enter Middle
Initial if have a Middle Name, Other Names
(check the N/A box if you do not have a middle
or other names), Address, Date of Birth, Social
Security Number, Email and Telephone.

11.Click on the appropriate checkbox for
Employment Eligibility.

Your screens and processes may vary from those described here. (Updated
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Complete Form I-9

Employment Eligibilit Verification

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 FastName % | jot Middle Iniial Other Names Used (fany)
Ades 1234 A8 ey Aot Number GiyorTown # gocaaon o n Zpcate x 3
DRt B & 1011950 = | SociSecsty et 1734575 Emal At | ohnaosggmatcom Tetephone umber
A

Select the appropriate checkbox

2o .
m SaveforLater Cancel

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

13.If someone is preparing and/or translating the I-
9 for you, complete the appropriate information
under Preparer and/or Translator
Certification and click on the I Agree checkbox.

For aliens aumonzed 1o work. Brovias your Alen Regisraton NUmberUSCIS Number OR Form 1-94 Aamission Number

cuy sme |

o completion of this form and that to the best of my knowledoe the Information is true and corr

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

Save for Later Cancet

14.When finished, click Submit.

To Do: Present Documents to Human Resources
Department:

15.A new task will appear after submitting the
electronic I-9. Click the orange bar to refresh the
inbox and see the new task.

Student Employees

Success! Event submitted Complete Form I1-9:
14 minure(s) ago-Dus 06/16/2016; Effective 08/14/2016

Up Next
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16.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/fo
rm/i-9-paper-version.pdf?...1

After reading the notification, click Submit.
Enter Contact Information task:

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

18.Click Add under Primary Address. Enter a valid
mailing address and click the Check Box when
complete.

Onboarding for B0,

mengerr ) Enter your Primary Address

Click the check box
when complete

19.Enter an Additional Address, if applicable

20.Click Add under Primary Phone. Select the
Phone Device, then enter the Area Code, and
Phone Number. Click the Check Box when
complete.
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Enter your phone device,
area code and phone
number

Click the check box
when complete

~~~~~~

21.Enter any Additional Phone numbers, if
applicable.

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

Verify the email
address is correct

To edit the email
address, click the
Edit icon

23.Click Submit after entering all contact
information.

Edit Government ID’s task:

NOTE: For student employees without Social
Security Numbers, contact Student

Employment at stuemp@fau.edu before
completing this task.

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

25.Use the Prompt icon (€2)) under Country to
search for United States of America

Fdit Government IDs John Doe ===

Nzilnnay
o “Countey “National ID Typs Ieatification #
I = sclected = / ~
TEEEES < Freferred Countrie: —
it O o Only select United
o States of America. - .

Contact HR if you do
not have a SSN#

J

Identification # losucd Date Exp|

Additional Government IDs 0 cems

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

26.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_
. = —
(_ Social Security Number (SSN)
Additional Government IDs U.S. Individual Taxpayer Identification
o *Country *Government ID Type Nursirer (FHIN)
Previous IDs

27.Enter your SSN in the Identification # field.

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

29.Click Submit.

Enter Personal Information task:

30.Legal Name and Preferred Name will

automatically populate. Edit the information if
needed.

31.Click on the Edit icon (Q) to update your Legal
Name, if it differs from what appears. Click
Done when complete.

32.If you have a Preferred Name that you would
like listed, click on the Edit icon (Q), add the
preferred name and click Save when complete.

Your screens and processes may vary from those described here. (Updated
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Enter Personal Information Onboarding for John Doe: FE

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

Click the Edit icon to /

begin editing the name

Preferred Name

e /

Enter changes and click Save

33.Click the Edit icon (G/) for each field under

Change Personal Information and select the
appropriate response.

This includes the following fields:

e Gender

e Date of Birth

¢ Marital Status

e Ethnicity

o Citizenship Status

o Disability, if applicable

e Military Service, if applicable

34.Click Submit when complete.

Enter at least one Emergency Contact

Enter the name of the

Emergency Contact Click the check

box to save the
information

In the following fields, enter the relationship and
contact information for the Emergency Contact

5%

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

Primary Phone is recommended.

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

39.When complete, click Submit.

Change Emergency Contacts task:

35.To enter the Legal Name for an emergency
contact click on the Edit icon ((£), enter the First
Name and Last Name, then click the Check Box
to save the information.

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

Add Payment Elections (Direct Deposit information)
task:

40.Click on Add Payment Elections.

Your screens and processes may vary from those described here. (Updated
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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
Add Payment Elections

o

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

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

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

44.Click Ok.

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

PaymentType  * 3 Direct Deposit

Use for Pay Type Expense Rule

Regular Payments

Account Setup

Worker John Doe
Sample Check
aa-
Pyl
 Shscon =
Oollars.
56 NOT INCLUDE
Chock ®
86433
o Digit Royting & Account #
- Asymbole =1
Account Information
Account Nickname (optional)
Acsoimt Type * @ Checking Entgr your
direct
Savings o
deposit
Bank Name # [Bank Neme banki ng
Routing Transit Number * | 123456789 information

Account Number * | 98765432100

Cancel

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

46.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 -

Click Submit on the
inbox item to finalize
the payment elections

47.After completing the initial onboarding steps,
refresh the inbox. Three additional tasks will
need to be completed to finish the online
onboarding process.

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

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

49.When finished, click the I Agree checkbox.
50.Click Submit.

Complete Federal Withholding Elections

Complete the W-4 as required

\ Check the I Agree box and Submit

when complete

Review Documents task:

Your screens and processes may vary from those described here. (Updated
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51.Review the documents in this task by clicking on
the title of the document.

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

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 a 403(b) Plan Universal Availability Notice the document

Instructions Please take some time to familiarize yourself with the 403(b) Pian Universal Avallability Notice. Ifou have questions, please contact Benefits an
Signature Statement | acknowledge receipt of the 403(b) Pian Universal Availability Notice

1Agree ¥ «ffsmm==» When complete, check the I

Agree box

Document Link Workers' Compensation ~New Ci; Ting
Instructions Please take some time & Ze yourself with the Workers' Compensation ~ New Claim Reporting. If you have questions, please contact Emy

Signature Statement | acknowled: ave read the Workers' Compensation New Claim Reporting form

FAU ACCOUNT INFORMATION

55. After completing all of the required tasks, 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.

| Agree ™ =
Review all of the
documents
Document & 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
© Attach

FIRST DAY OF EMPLOYMENT

56.Bring original, unexpired I-9 identification to
Human Resources on or before your first day of
employment.

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

53.There are several 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.

NOTE: The Understanding of International
Student Employment Eligibility document is
only required for international student
workers

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

57.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. (Updated
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