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Onboarding Process-Candidate

1 Sign-In to Workday

2 Click the inbox icon.
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3 Complete the Update Contact Information task. Most answers will auto populate
from the application.

4 Click "Submit"
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5 Complete Update Personal Information task. Sections with red asterisks (*) are
required. Other sections are optional.

6 Click "Submit". This will trigger the rest of the onboarding.
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7 Complete Section 1 of the I9.

8 Click "Submit"
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9 Click the Review Documents task.

10 Open each PDF, read each acknowledgement, click the "I Agree" option under
each acknowledgement.
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11 Click "Submit"

12 Open the "Change Emergency Contacts" task and complete each field.
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13 Click "Submit"

14 Click "Complete Federal Witholding Elections" task and complete required fields.
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15 Click "Submit"

16 Click "Complete State and Local Withholding Elections" task and complete
required fields.
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17 Click "Submit"

18 Optional: provide phonetic pronunciation of your name.
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19 Provide Direct Deposit information

20 Click "OK"
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21 Optional: Upload a photo.

22 Enter your government ids and click OK.


