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Hiring new employees? Ensure they know how to
complete these important tasks in their employee portal

August 30, 2018 by Employee Services [z

When new hires start, they must complete a variety of important tasks related to benefits,
payroll and training in the employee portal 3. Share this with your new hires to help them
understand what they need to do, learn their way around to manage their information and
access resources they’ll need throughout their time at CU.

Helpful hints:

¢ Visit our website 14 to learn about the portal and its features.
o Before completing tasks, turn off the popup blocker while in the portal as many pages
populate in a new window.
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My Info and Pay tasks
Visit the My Info and Pay page for the following tasks:

e Setting up direct deposit: To learn how to correctly set up direct deposit, review this
step-by-step guide [, then visit the Direct Deposit tile. Incorrect set up leads to a return

| * My Info and Pay

Additional Information

Emergency Contacts Paychecks My Leave
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Benefits and Wellness tasks

On the Benefits and Wellness page, finalized benefits selections can be viewed in the
Benefits Summary tile. For those still determining which benefits packages are best for
them, plans can be compared in the Medical and Dental Comparison Tool tiles.
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Training tasks

Upon beginning your new job, training will be required as directed by your supervisor. This
can be done in Skillsoft, found on the Training page.
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Have questions?

For information related to any of these tasks, employees should contact their campus Human
Resources office:

¢ CU Denver | Anschutz Medical Campus 10
e CU Boulder iy

e CU Colorado Springs 2

e System Administration i3

For questions related to benefits, payroll or Skillsoft email:

e benefits@cu.edu 4
e payroll@cu.edu s
e system.training@cu.edu [ie]
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