
On-Boarding Process for Hiring Employees 

May 25, 2010 

Rodney Room, Perkins Student Center 

9:30a.m. ï 12:00 noon 
 

 



Agenda 

 
. On-Boarding Process 

. Welcome Packet Information 

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

. Instructional Guide to NEW ON-Boarding Forms(Part 2) 
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What is On-Boarding All About? 
On-Boarding is a centralized process for new employees to complete all 

required paperwork with the goal of successfully integrating new employees 

into UDôs organizational culture with less stress and less errors. 

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! 

 

 

 2 



Whoôs Responsible for Whom? 

Office of Human Resources Centralized On-Boarding: 

1. Benefited Employees 

2. Post Doctoral Fellows 

3. Graduate Students on Contract 

 

HR Liaisons Departmental Responsibility: 

1. Miscellaneous Wage Employees 

2. Supplemental Faculty and Professionals 

3. Undergraduate Students 

4. Graduate Student Labor(not on Contract) 

5. Non-Paid Employees(Adjuncts) 
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On-Boarding Welcome Packet Will be Mailed to 

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 
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Check List 

Local Maps 

Welcome Letter 

Graduate Contract 

Additional Information 



Current Dates for Group On-Boarding of  

Graduate Students on Contract and Group Faculty  

On-boarding 

 
     July 14, 2010 ï New ELI building on Main Street, 8:30 a.m. 

  

 August 25, 2010 ï New Faculty Members, Gallery & Collins room in 

Perkins Student Center, 8:30 a.m. 

 

     August 26, 2010 ï All New Graduate Students on Contract, Gallery 

in Perkins Student Center, 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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What can new employees do before their 

On-Boarding session with HR? 

 

 

 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 for International Students & 

Scholars upon arrival for I-9 processing  
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What will happen in HR? 

 
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 View of On-Boarding 
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New Hire 
receives 
Welcome 

Packet 

New Hire 
completes 
Quick Bio 
and Web 

Forms 

New Hire 
arrives at 

scheduled On-
Boarding 

appointment 

Benefited 
New Hire 

attends New 
Employee 

Orientation 
(NEO) 

New Hire 
is ready 
to be 
paid!! 



Å The link for this web 

page will be included in 

the new hireôs 

Welcome Packet 

Å The web site also 

contains additional 

information for HR 

Liaisons 

http://www.udel.edu/onboarding/ 

 

http://www.udel.edu/onboarding/


Å HR Liaisons will 

need to 

complete and 

return this form 

to HR before the 

date of hire. 

Å This form 

contains 

information that 

HR Liaisons use 

to complete on 

the New Hire 

JED.  In order 

for HR to 

complete the 

New Hire JED 

this information 

is required.  



Å 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. 

Å A new hire will begin by selecting ñStart Hereò. 

 

On-Boarding 



Å The Quick Bio captures 

basic information in order 

to create a UD ID and pin 

in the Student System. 

Å Note: All UD employees 

must first have a UD ID in 

the Student System 

before being added to the 

Payroll system. 

Å E-mail is optional and if 

entered, would be a new 

employeeôs personal e-

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. 

 

On-Boarding 



Å 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. 
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Å The new hire can call 

the Office of Human 

Resources to learn 

their UD ID and to 

change their pin if they 

are 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 Office 

of Human Resources 

at (302) 831-8677 to 

have their pin 

changed. 
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Å 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 window by 

selecting the ñXò in the top 

right hand corner. 

 

On-Boarding 



Å 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. 

 

On-Boarding 



Å 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. 

 

On-Boarding 



Å The next step is for the 

new hire to ñTell Us 

About Yourselfò.  This 

link will take the new 

hire to the Employee 

Demographic Data 

Form (EDD). 

Å The EDD is the same 

form for both NEW and 

EXISTING employees. 
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Å 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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Å The second page will have 

fields populated with any 

information that was 

captured from the Quick Bio 

such as address.  The 

fields are editable if the new 

hire notices an error or 

needs to make a change to 

their data.   

 

On-Boarding 



Å For a rehire, the EDD form has been modified. There has 

been a question added for them to choose whether they 

are a rehire or not.   
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Å The third page will 

have fields populated 

with any information 

that was captured 

from the Quick Bio 

such as date of birth 

and gender. 
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Å 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. 

Å 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. 

Å In order to change or cancel this 

information there are cancel and 

change buttons. 

Å You will see this add, edit and 

delete feature on the next several 

pages. 

Å Note:  If an unknown school is 

chosen, you must enter the 

actual name of the school in 

the comments of the EDD form. 

 

On-Boarding 



Å On the fifth page, the 

new hire has the 

opportunity to enter 

language information.  

This information is not 

required, but if entered 

will update Peoplesoft 

in Human Resources 

and Grants. 
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Å On the sixteenth 

page, the new hire 

will select Finish & 

Submit. New Hires 

completing the 

Employee 

Demographic Data 

form will be routed 

directly to HR. 

Changes for 

existing employees 

will continue to be 

routed through the 

employeeôs 

supervisor as they 

are today. 
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Å The new hire is 

now at their web 

forms In Basket 

and in order to 

return to the Main 

Menu, they need to 

close the window 

by selecting the ñXò 

in the top right 

hand corner. 
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Å You will notice that a 

check mark appeared 

next to ñTell Us About 

Yourselfò to indicate that 

the Employee 

Demographic Data form 

has been completed. 

Å The next step is for the 

new hire to complete 

their W-4. 
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Å The W-4 is a web form which will 

is used for new hires as well as 

changes for current employees.    

 

On-Boarding 



On-Boarding 

Note: There is an online link to a W-4 Tax 

Worksheet to help the employee determine 

their exemptions. 


