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UNIVERSITY or DELAWARE

Human Resources

Start here
Enter brief personal information to establish an employee ID and PIN.

Log in with your new UD ID and Pin
...to complete your employee record. (help)

UD Home

Human Resources Home

Benefits

Classification and Compensation
Payroll and Systems Administration
Recruitment and Employment
Training and Career Development

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 kiodkariman Resources.

The link ittp://www.udel.edu/onboardmenu
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http://www.udel.edu/onboardmenu

{= UD Quick Bio for Employees - Windows Internet Explorer,

& | https://mis 153, mis,udel. edufhrguickbiofstepl . action % [ll_:':..‘
-~
TUNIVERSITY o [DFLAWARE
Quick
Human Resources BIO
for
employees

Employees may use this application to set their Empl ID and set a PIN. If you have questions, contact Human Resources at (302) 831-8677 or write to them at
hr-onbeard@udel_edu.

First name: * I

Middle name

Last name

Street address: *

|

City:
State: | Choose one b
Zip: I
Country: * [Choose cne b

Date of birth: * [ /ddlyyny)
Gender: *
SN T ey
Home phone: * I (use format nnn-nnn-nnnn)
Business phone: l— (use format nan-nAn-nnnn)

E-mail: I

(use format xoeo@x0nc.0)

€ it without saving | Next step ()

|

Done o @ Inkermet G v Hioow -
The Quick Bio captures basic information in order to establish BDldDd pin in theStudent System.
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enter in their UD email address becauserail access continues to be an overnight process as well as
the ability to receive a UD IDrch

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



{= UD Quick Bio for Employees - Windows Internet Explorer,
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£] hitps:/{mis153.mis,udel. edufhrquickbiofstepl Submit!step1 Submit.action

TUNIVERSITY o [DELAWARE
Quick
Bio
for

Human Resources

employees

At the University of Delaware, a PIN is a Personal Identifier that consists of 4-10 numeric characters. Like a password, it helps to ensure the security of your
personal information. When choosing a PIN, choose 4-10 numeric characters that you will remember but which are not easy for someone else to guess.

Choose a secure PIN that is 4-10 numeric characters and enter it below.

Type your PIN: I....
Type your PIN again: I....|

€ exit witnout saving | nextstep ()

€ Internet 4 - Biow -

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 follving message will appear.

/= UD Quick Bio for Employees - Windows Internet Explorer

£ https:/mis153. mis.udel.edufhrguickbio/stepl -match. jsp

UNIVERSITY or [ JELAWARE
Quick

Human Resources BflO
or

employees

If you feel that you have entered your information incorrectly, please go back to the previous page and reenter it.

If you feel that you have entered your information correctly, please call (302) 831-2132 to leamn your UD ID and/or choose a PIN.

‘. Previous step

Done & Internet G5 | #®ioow -
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not on campus. If they are in Human Resources completing the Quick Bio, we will have the ability to
help the persorchange their pin.If the new employee is with a departmental liaison, please call the
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& https: j/rris183.mis.udel. edufhrquickbiostep2Subrnit | step2Submit . ackion Ly

UNIVERSITY o DELAWARE
Quick
Human Resources Bio

for
employees

You have completed the UD Quick Bio for Employees process.

“Your University 1D (UD ID) is:

701110081

You will use your Empl ID and PIMN to log on to secure UD applications.

MNMEXT STEP: Close the Quick Bio window to return to the main menu and log in to complete the hire process.

Done & Internet Fa v Hioow -

If the new hire does not exist in the Student System, they will go to the next page which will tigilay
new UD ID. In order for the new hire to return to the main menu, they need to close the Quick Bio
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UNIVERSITY or DELAWARE

Human Resources

Start here
Enter brief personal information to establish an employee ID and PIN.

Log in with your new UD ID and Pin
...to complete your employee record. (help)

UD Home

Human Resources Home

Benefits

Classification and Compensation
Payroll and Systems Administration
Recruitment and Employment
Training and Career Development

The next step for the new hire will be to Log in with their new UD ID andlPmlinkon the menu page
will take the new hire tahe CAS Login Screen.



iz https:/imis183.mis.udel.edu/proxymenuftemplates/hronboarding/images/cashelp.gif - Windows Internet Explorer
£ https udel.edu 4

UNIVERSITY OF

UD Central Authentication Service DELAWARE

D home

To protect your personal information, be sure to log off and close your web browser when
you are done accessing services that require authentication.

Log in using one of the methods below.

uDelnet ID: |:|

(Uusernarme)
PIM:
Password:
oF 4 Zhange your PIN
ange your passwor -
MNeed help? ¥ Need help:
- Submit f Reset
[ Subimit form H Feset ] ’ uBmR e ][ E5F ] . .
Use this section
\ to log in with your
new UD ID and PIN.
Visit the
NOTE: Same systems may not be available between 3:00 a.m. and approximately 4:30  ‘Need help?’ link for
a.m. daily due to database backups. more information.
Darne €D Internst R N

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 retdine tmenu page.



{= Welcome New Employees - University of Delaware Office of Human Resources - Windows Internet Explorer,

67@ - |E https: [ fmis 153, mis.udel.edufproceymenufmenu?name=hronboardingSubMeny V| E @ E] |§—' Google | '

File Edit ‘View Favorikes Tools  Help

: »
ﬁ’ Favarites gWelcome New Employees - University of Delaware OFF. ., & b M| @ v Page ~ Safety - Tools - 0'

TUNIVERSITY or [JELAWARE

H.R

Human Resources

Welcome New Employee

Tell us about yourself
Complete your demographic and biographical employee record.

Complete your W-4

Specify your payroll deposit account
Have your checking account information ready. All UD paychecks are directly
deposited to your bank account.

Select your additional tax withholdings
Optional

Bayh-Dole Act - Memo

Bayh-Dole Act - Agreement to Assign
Please print signed agreement and bring it to HR.

LOG OUT

Important! To protect your personal information, be sure to log out and close
your web browser when you are done accessing services that require
authentication .

uD Home

Human Resources Home

Benefits

Classification and Compensation
Payroll and Systems Administration
Recruitment and Employment
Training and Career Development

| @ mtermer | da -] R -
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Employee Demographic Data FofEDD)

The EDD is the same form for both NEW and EXISTING employees.




niversity of Delaware: Employee Demographic Data - Windows Internet Explorer

£ https: j/mis153.mis,udel.edufwebforms embtFormzwl_id=0052wF_ty=blankaticket=PT-127-BymuCQe0hmbLHY SvYeMI0RwF _aux_pgtiou=PETIOU-18-LaMPLZrs2Nkeg0s05chaagynC P Bh 7G50

HRMS: Manage Workforce

ULNIVERSITY O F DELAWARE

Menu Help

Employee Demographic Data
If you have any questions, please contact Payroll & Systems Administration at (302) §31-8677 or e-mail hrsystemsadmin@udel edu.

Symbol Key: s'Required Information, = Changed Information

Select employee
Employee ID: * |701110031 {lookup)

€ Exit without saving | |Next step ()

Dane & Internet 45 - |00 -

The first page of th&DDrequires the new hire to enter their Employee ID which is their UD ID that they
received at the end of the Quick Bio.



niversity of Delaware: Employee Demographic Data - Windows Internet Explorer z
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HRMS: Manage Workforce

LNIVERSITY OF DELAWARE

Menu Help
Employee Demographic Data
If you have any questions, please contact Payroll & Systems Administration at (302} 831-8677 or e-mail hrsystemsadmin@udel.edu.

Symbol Key: *Required Information, = Changed Information

Address and contact information

EMPLOYEE INFORMATION
Employee ID: 701110081
Employee SSN: 220749852

Last Name: * [ricazao

First Name: * II‘“CY

Middle Name: I

PERMANENT ADDRESS (or Home Country Address for International Employees)

L *
Street address: |3101 cardinal way

Apartment no.: I

City: Inbingdon
State / province: MD  (required for USA only)

Zip: 21009 (required for USA only)

Country: | USA (USZ) v.'|

MAILING ADDRESS (Local address, if not the same as permanent address)
Street address: I

Apartment no.: |

City: |
State [ province: I_ (required for USA anly)
Zip: I (required for USA only)
Country: |Choose one _"|

CONTACT INFORMATION

.
Home phone: |410—515—1575 (use format nnn-nnn-nnnn}
.
Work phone: |302—331—2533 (use format nnn-nnn-nnnn)
Cell phone: I (use format nnn-nnn-nnnn)

UD Directory indicator: * |Listed No Address or Phone (4) ¥
Emergency contact name: * IRicarda, Ricky (use format Last Name, First Name) 1
Emergency contact phone(s): * |a10-515-1575 (use format nnn-nnn-nnnn)
I (use format nnn-nnn-nnnnj
*

Relationship:

Q) Provious step | Q) FRSE L, | € Exit without saving| Nextstep ()

v

& Internst $a v Wi -

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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niversity of Delaware: Employee Demographic Data - Windows Internet Explorer

& | https://mis 153, mis,udel.edufwebforms/embtformzwl_id=30Sawf_ty=blankaticket=PT-197-BvmuCQa0hmbLHY SYeMI0&wE_aux_potiou=PGTIOU-158-LaMPiLZrs2Nkeg00305Cch2GnynCFWEh7 G5n | = [l=l

HRMS: Manage Workforce

UNIVERSITY OF DELAWARE

Req ID: 1441620 Menu  Help

Employee Demographic Data
If you have any questions, please contact Payroll & Systems Administration at (302) 831-8677 or e-mail hrsystemsadmin@udel.edu.

Symbaol Key: *Required Information, = Changed Information

Additional demographic data for Lucy Ricardo

Date of birth: |08f06f1959 (use format mm/dd/yyyv)
Gondr:*

Marital status: * |Mauied (M) v
R )
Ethnicity: |Caucaslan a7
. L w o .
Military status: |ND Military Service (2) w
*

Referral source:

‘.-Frarloun step I Q_m ta-_wt.wimout umngl ‘Next step !’

& Internet da v Wi0% -

The third page will have fielgmpulated with any information that can be found in the Student System

such as date of birth and gender.

11



>

Onthe fourth page the new hire needs to indicate their Highest Education Lamdlsclool information
if applicable. This information will upda®=oplesoft 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.
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