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On-Boarding Process

Instructional Guide to NEW On-Boarding Forms (Part 1)
Break

Instructional Guide to NEW ON-Boarding Forms (Part 2)
Break

Funding for Positions
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On-Boarding is a centralized process for new employees to complete all
required paperwork with the goal of successfully integrating new employees
i nto UDOGs organizational cul ture w

What are the Benefits?

1. Consistent and effective process to welcome new employees to the
University creating a positive first impression!

2. More timely entry into the Payroll and Benefit systems!
3. Less missed pay!
4. More efficient process with less duplication of effort!

5. Quicker process for Colleges and Departments to grant new employees
access to systems and applications that utilize HR data for security!
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Office of Human Resources Centralized On-Boarding:

1
2
3

. Benefited Employees
. Post Doctoral Fellows
. Graduate Students on Contract

HR Liaisons Departmental Responsibility:

1.

a kN

Miscellaneous Wage Employees
Supplemental Faculty and Professionals
Undergraduate Students

Graduate Student Labor(not on Contract)
Non-Paid Employees(Adjuncts)
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Benefited Employees and Post Doctoral Fellows
(the scheduled date of On-Boarding will be in this packet)

Graduate Students on Contract will have Online Welcome Information

(X
Y R
/BN

Graduate Contract

Welcome Letter

Local Maps Additional Information
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Graduate Students on Contract
set up by the
Office of Graduate and Professional Education

July 15, 20091 ELI/ITA, Perkins Student Center(Rodney Room),
8:30 a.m.

August 25, 2009 i Domestic Teaching Assistants, Trabant Multi
purpose Room A-C, 12:00 noon

August 27, 2009 7 All Other New Graduate Students on Contract,
Daugherty Hall in Trabant, 8:30 a.m.

On these dates, HR will be partnering with college representatives to
ensure students are On-Boarded in a timely manner .
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1. Review the Welcome Packet
2. Complete the following forms:
a. Quick Bio
b. Employee Demographic Data Form(EDD)
c. W-4 Form
d. Direct Deposit Form
e. Bayh-Dole Act-Agreement to Assign
3. Collect documentation as described on the Checklist
4. Prepare any questions for HR

Foreign Nationals must go to the Office of Foreign Students & Scholars
upon arrival for -9 processing
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1. New hire should arrive promptly at scheduled On-Boarding time.

2. If Quick Bio, EDD, W-4 or Direct Deposit are not completed, new
hire should use an available KIOSK to complete forms.

3. Meet with the On-Boarding Coordinator to complete hiring
documents.

4. Foreign Nationals must also meet with the Foreign National
Coordinator to verify visa and residency status.

5. Benefited employees will meet with the Benefits Coordinator.
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Quick Bio
and Web
Forms

Welcome
Packet

scheduled On
Boarding
appointment

Employee
Orientation
(NEO)
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A The link for this web
page will be included in
the new hireo:
Welcome Packet

A The web site also
contains additional
information for HR
Liaisons



