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Onboarding: Step-by-Step Guide 

Onboarding 

This guide describes the onboarding process from the candidate perspective.  

Onboarding Icons 

 Completed actions 

 Incomplete actions 

 Information 

 

New Employee Perspective 

This section of the guide describes the onboarding process from the new employee perspective. After the 
onboarding initiation process occurs, new employees will receive an email that includes a link to their portal. 
Once inside the portal they will have access to update their race, veteran, and disability status. New 
Employees will also be able to update their personal information, emergency contacts, I-9, and W-4 
information. To begin the process: 

1. New Employee selects Start Onboarding from the portal. 
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Electronic Disclosure 

2. New Employee E-signs the electronic disclosure statement to continue the onboarding process. 

 

Biographical Information  

3. New Employee validates biographical information and enters emergency contacts.  
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Self-Identification- Race Status 

4. New employee has the option to self-identify a race status(s). 

 

 

Self-Identification of  Veteran Status 

5. New employee has the option to self-identify a veteran status. 
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Self-Identification of Disability 

6. New employee has the option to self-identify disability. 

 

 

Education Verification 

7. New employee enters education information. 
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E-Verify 

8. New Employee completes E-Verify Notification.  

 

 

Payroll and Tax 
9. New employee enters Federal and State W‐4 information and electronically signs. 
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I-9 Verification 

10. New employee enters I-9 information.  

 

11. New employee electronically signs the I-9. 
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Pay Check Preferences 

12. New employee sets up pay check preferences. They can set up direct deposit or choose to receive a 
paycard. 

 

 

OR 
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Submit for Review 

13. New employee submits information for review.  

 

 

Information review 

14. New employee has the ability to learn information about the university and their campus. On the 
employee’s first day, they will be given access to update benefit information and begin required training. 

 

 

 


