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The link to the menu page will be included in the Welcome Packet for new hires if they wish to complete 
this at home.  We will also make this the home page on the kiosks in Human Resources.   
 
The link is http://www.udel.edu/onboardmenu. 
 

! ƴŜǿ ƘƛǊŜ ǿƛƭƭ ōŜƎƛƴ ōȅ ǎŜƭŜŎǘƛƴƎ ά{ǘŀǊǘ IŜǊŜέΦ 

 

 

 

 

 

 

 

 

http://www.udel.edu/onboardmenu
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The Quick Bio captures basic information in order to establish a UD ID and pin in the Student System.   

E-Ƴŀƛƭ ƛǎ ƻǇǘƛƻƴŀƭ ŀƴŘ ƛŦ ŜƴǘŜǊŜŘΣ ǿƻǳƭŘ ōŜ ŀ ƴŜǿ ŜƳǇƭƻȅŜŜΩǎ ǇŜǊǎƻƴŀƭ Ŝ-mail.  A new employee cannot 

enter in their UD e-mail address because e-mail access continues to be an overnight process as well as 

the ability to receive a UD ID card. 

Note: All UD employees must first have a UD ID in the Student System before being added to the Payroll 

system. 
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The second step of the Quick Bio is where the new hire will set their pin.  If the new hire already exists in 

the Student System the following message will appear. 

 

¢ƘŜ ƴŜǿ ƘƛǊŜ Ŏŀƴ Ŏŀƭƭ ǘƘŜ wŜƎƛǎǘǊŀǊΩǎ ƻŦŦƛŎŜ ǘƻ ƭŜŀǊƴ ŀōƻǳǘ ǘƘŜƛǊ ¦5 L5 ŀƴŘ ǘƻ ŎƘŀƴƎŜ ǘƘŜƛǊ Ǉƛƴ ƛŦ ǘƘŜȅ ŀǊŜ 

not on campus.  If they are in Human Resources completing the Quick Bio, we will have the ability to 

help the person change their pin.  If the new employee is with a departmental liaison, please call the 

wŜƎƛǎǘǊŀǊΩǎ ƻŦŦƛŎŜ ŀǘ όолнύ уом-2132 to have their pin changed. 
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If the new hire does not exist in the Student System, they will go to the next page which will display their 

new UD ID.  In order for the new hire to return to the main menu, they need to close the Quick Bio 

ǿƛƴŘƻǿ ōȅ ǎŜƭŜŎǘƛƴƎ ǘƘŜ ά·έ ƛƴ ǘƘŜ ǘƻǇ ǊƛƎƘǘ ƘŀƴŘ ŎƻǊƴŜǊΦ 
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The next step for the new hire will be to Log in with their new UD ID and Pin.  The link on the menu page 

will take the new hire to the CAS Login Screen. 
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The new hire will need to enter their UD ID that they received at the end of the Quick Bio and their pin.  

Once they have entered their ID and pin and selected Submit, they will return to the menu page. 
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¢ƘŜ ƴŜȄǘ ǎǘŜǇ ƛǎ ŦƻǊ ǘƘŜ ƴŜǿ ƘƛǊŜ ǘƻ ά¢Ŝƭƭ ¦ǎ !ōƻǳǘ ¸ƻǳǊǎŜƭŦέΦ  ¢Ƙƛǎ ƭƛƴƪ ǿƛƭƭ ǘŀƪŜ ǘƘŜ ƴŜǿ ƘƛǊŜ ǘƻ ǘƘŜ 

Employee Demographic Data Form (EDD). 

The EDD is the same form for both NEW and EXISTING employees. 
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The first page of the EDD requires the new hire to enter their Employee ID which is their UD ID that they 

received at the end of the Quick Bio. 
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The second page will have fields populated with any information that can be found in the Student 

System such as address.  The fields are editable if the new hire notices an error or needs to make a 

change to their data.   
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The third page will have fields populated with any information that can be found in the Student System 

such as date of birth and gender. 



12 
 

 

On the fourth page, the new hire needs to indicate their Highest Education Level and school information 

if applicable.  This information will update Peoplesoft in Human Resources. 

To add a degree one must select Add a degree and enter the required information.  After entering the 

information one needs to select Submit.  The information will then appear in the section below called 

Changes requested. 

In order to change or cancel this information there are cancel and change buttons. 

You will see this add, edit and delete feature on the next several pages. 

Note:  If an unknown school is chosen, you must enter the actual name of the school in the comments 

of the EDD form. 


