Onboarding Process-Candidate

1  Sign-In to Workday

2  Click the inbox icon.

It's Friday, May 17, 2024

Announcements



3 Complete the Update Contact Information task. Most answers will auto populate
from the application.

Déa

e Q search
e All Iltems 2 tems. Tr 8 L7 Created 05/17/2024| Effective: 05/17/2024
Q  Search: Allitems i Update Contact Information  Onboarding for Hermicne Granger (100035) (=== =
a8
fof Advanced Search Change Home Contact Information
- Update Contact Information: Assistant  05/17/2024 ¥y
Address

Golf Pro

Effective: 05/17/2024

Update Personal Information: Assistant 05/17/2024 vy
Golf Pro

Effective: 05/17/2024

Phone

Primary

Cometotam ) (oo )

4  Click "Submit"

b Update Contact Information: Assistant  05/17/2024 5
Golf Pro

Effective: 05/17/2024

N
enter your comment

Update Personal Information: Assistant 05/17/2024 < (’ 1
Golf Pro L

Effective: 05/17/2024
Process History

Samuel Albrecht (030616) Due 05/18/2024
Onbearding— Automatic Complete

Hermione Granger (100035)

Update Personal Information— Awaiting Action

Hermione Granger (100035)
Update Contact Information— Awaiting Action

Attachments

Drop files here

( Save for Later ) ( Close )




Complete Update Personal Information task. Sections with red asterisks (*) are
required. Other sections are optional.

Q search ja é a
Hermione Granger
- All items L
Q  Search: All items 1y Change Personal Information

%1% Advanced Search
Gender

v Update Personal Information: 0572024 Ty .
Assistant Golf Pro S 2
Effective: 05/17/2024 Female
Date of Birth
s
Marital Status
Marital Status * 4

Marital Status Date

Cometotam ) (oo )

6  Click "Submit". This will trigger the rest of the onboarding.

Process History

Samuel Albrecht (020616) Due 05/18
Onbeoarding— Automatic Complete

Hermione Granger (100035) Jus
Update Contact Information— Submitted

Complete State and Local Withholding Elections— Not Required

Complete Federal Withholding Elections— Not Required

Hermione Granger (100035)

Update Perzonal Information— Awaiting Action

m ( Save for Later ) ( Close )




Complete Section 1 of the I9.

CES Q Ssearch ja é a
All Iltems Shams ANTEDISCRIMINATION NOTICE: All mployees can choose which acceptable documentation 1o present for Form 19, Employess cannot in
* Section 1, or specify which acceptable documentation employees must present for Section 2 o Supplement B, Reverification and Rehire. Treating m‘pboyees differently based on their citizenship,
immigration status, or national origin may be legal.
Q  Search: All items o
Section 1. Employee Information and Attestation
44 Advanced Search Employees must complete and sign Section 1 of Form 10 no later than the first day of employment, but not before accepting a job offer.
v Complets Form -9 osn2024 Last Name (Family Name) * ‘ Granger | First Name (Given Name) * | Hermione
Due: 05/19/2024
1 Other Last Names Used (if any) I |
Effective: 05/17/2024
Review Documents osnra02 vy Address (Street Number and Name) * | 123 Hogwarts Lane | Apt. Number (if any) | j
Due: 05/19/2024 :
SR G City or Town * | Biwabik | State * | MN
2P Code * | 55705 }
Change Emergency Contacts osn2024 Yy
Due: 05/19/2024
Date of Birth (mm/dd/yyyy) * | 18/18/1980 [ I U.S. Social Security Nurgber ll—'—'—
‘Complete Federal Withholding 051772024 Yy —
Elections Employee's Email Address I hermy@test.com Emplayee's Telephone Number | +1 (703) 8499999
Due: 05/19/2024 )
Effective: 05/17/2024 Check one of the following boxes to attest to your citizenship or immigration status (See page 2 and 3 of the instructions.)
‘Complete State and Local 051772024 Yy
Withholding Elections ) 1. Acitizen of the United States
Effoctive: 08/17/2024 ) 2. A noncitizen national of the United States (See instructions) -
Name Pronunciation 0517/2024 vy -
Due: 05/19/2024 - .
8  Click "Submit"
=1 (VIBTR  r AV P ) M
4
| Agree D
/2024
Last Name (Family Name) First N
jency Contacts 05/17/2024 fy
4 @ st e
Middle Initial (if any)
eral Withholding 05/17/2024
Address (Street Number and Name)
4
112024 State ZIP Code
e and Local 05/17/2024 <
lections I/ \I
L4
/2024
4
s
ciation 05/17/2024 'i:f m ( Save for Later Cancel

4




9  Click the Review Documents task.

|
Q search I:P

Bitems ﬁ {:D:} |_-| Created: 05/17/2024 | Due: 05/19/2024 | Effective: 05/17/2024
| '¢ | Review Documents Review Documents for Onboarding for Hermione Granger (100035) ==+
Documents
4
ﬁ ~ HR Safety Manual 2014
Document
Instructions Attached are the Guest Services Employee'Handbook and Employee Safety Manual. In addition, you were provided with the job deseriptior

when you applied for the position for which you have been hired. Please familiarize yourself with each of these documents

4 vy Signature Statement  Note: This is an e-signature

By clicking on this bex, you are confirming the following:

A f.f EMPLOYEE HANDBOOK
* | have received the Guest Services Employee Handbook.
* 1 understand that it is my responsibility to become familiar with and follow Guest Services' practices set forth in the Employee Handbook

and other Guest Services' policies.
* l understand that the Employee Handbook does not contain every policy or employment practice of the Company, and that all of Guest
Services' current policies are available for me on the Corporate Intranet
* | understand that the Employee Handbook supersedes any and all prior communications, handbooks, memoranda, and notices | may have
received regarding the topics covered therein.

4 f-? * | understand that | should ask Guest Services' Human Resources department any questions | have about current policies or the informa-

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

var vz 3 * | UNOErsTand Tat My VIOIATIoN OT any policies and proceaures containet

action, up to and including termination.

| understand that the Employee Handhook is not a contract of employm

will status.

SAFETY MANUAL

* | confirm receipt of the Guest Services Safety Manual, and have reviewe

and agree to comply with these set policies.

JOB DESCRIPTION

* | acknowledge that | have read and understand the Job Description, anc

* | understand that if | need a copy of the Job Description, | can call the -

* l understand that Guest Services reserves the right to change or reassic

* l understand that | am an at-will employee, which means that either the

05/17/2024 ﬁ without cause, and this Job Description does not constitute a contract o
* | will follow and adhere to my Job Description to the best of my ability.

| Agree |:|

3 05/17/2024 Yy

05/17/2024 ¥

Document ~ HR Policy 417

Event  05/17/2024 <

m ( Save for Later ) ( Cancel )




11 Click "Submit"

B CIEIYEIvy wulilduls

/1972024

ete Federal Withholding
ns

i/19/2024
re: 05/17/2024

ete State and Local
)lding Elections

e: 05/17/2024

Pronunciation

1/19/2024

nt Election Enrollment Event

1/19/2024

Bl X ¢

05/17/2024 3

05/17/2024 3¢

05/17/2024 ¥y

05/17/2024 3y

| Agree

Document

Signature Statement

| Agree

e eeraimerany e wesens meaes f e e ersane e reange aerees g

conditions outlined by the full Alternative Dispute

Minnesata - Sick and Safe Time Notice

By clicking the box you are acknowledging that yc
all information provided.

Comment

@& (

Save for Later ) ( Cancel )

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

All ltems

7 items

Q  Ssearch: All ltems

1k3

%4 Advanced Search

Change Emergency Contacts

Due: 05/19/2024

Complete Federal Withholding

Elections
Due: 05/19/2024

Effective: 05/17/2024

Complete State and Local
Withholding Elections

Effective: 05/17/2024

Name Pronunciation

Due: 05/19/2024

Pavment Flection Enrollment Fvent

05/17/2024 3%

05/17/2024 ¢

05/17/2024 <%

05/17/2024 %

NR/17/2074 <>

{empry)

Country *

* United States of America

Prefix

|

First Name *

[

Middle Name

|

Last Name *

|

Suffix




13

5/19/2024

Click "Submit"

ve: 05/17/2024

lete State and Local
slding Elections

ve: 05/17/2024

Pronunciation

5/19/2024

:nt Election Enrollment Event

3/19/2024

ie My Photo

ve: 05/17/2024

overnment |Ds

14

-

05/17/2024

05/17/2024

05/17/2024

05/17/2024

05/17/2024

Alternate Emergency Contacts

ﬁ Add

Process Histor
'iff Y

Hermione Granger (100035) Due 0!
Change Emergency Contacts— Awaiting Action

m ( Save for Later > ( Cancel )

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

Q Search @ é a

All ltems -
Q  Search: All items 1
% Advanced Search

Complete Federal Withholding 0sn72024 o

Elections

Due: 05/19/2024

Effective: 05/17/2024

Complete State and Local Withholding  05/17/202¢ <y

Elections

Effective: 05/17/2024

Name Pronunciation 05/17/2024 ¥y

Due: 05/19/2024

Payment Election Enrollment Event 05172024 Yy

Due: 05/19/2024

Change My Photo 051712024 ¥y

Effective: 05/17/2024

Edit Government IDs 05/17/2024 ¥y

Due: 05/19/2024

Effective Date 05/17/2024

Name Hermione Granger
Social Security Number  (empty)

Address 123 Hogwarts Lane

Biwabik, MN 55705
United States of America

W-4 Data

View Blank Form

Step 1:

Marital Status * | earch -~

Complete Steps 2-4 ONLY if they apply. See page 2 for more information on each step, who can claim exemption from withhalding, when 1o use the estimator at weww s gov/WaApp,
and privacy

Step 2:
Multiple Jobs or Spouse Works ||

Complete thia step if you (1) hold mare than ane jab at a time, or (2) are married filing jointly and your spouse also works. The correct amount of withhelding depends on income
comed from all of theac jobs

Do anly one of the following
() Use the estimstor st www.irs.g pp for most g for 3-4). If you o your spouse have self-smployment income, use this option; or

(b) Use the Muliple Jobs Warksheet on page 3 and enter the result in Step 4(c) below, or

(c) If there are anly twa jobs total, you may check thve bax. Do the same on Form W-4 for the other job. This option is generally mare accurate than (&) if pay at the lower paying job is
mare than half of the pay at the higher paying job. Gtherwise, (&) is more accurate




15 Click "Submit"

Nonresident Alien: If you're a nonresident alien, see Notice 1392, Supplemental Form W-4 Ir

= and Local Withholding 05/17/2024
12024 Nonresident Alien ||
Step 5.
iation 05/17/2024
Legal Notice Your Name and Password are considered as your "Electr
4 information being submitted. When you click in the "l Agi
1. Under penalties of perjury, | declare that this certificate
ion Enrollment Event 05/17/2024 2. You understand that your payroll tax withhelding elect
" 3. You understand that all submissions are contingent ug
If you do not wish to use the electronic signature option,
o 05/17/2024 ¢ The form is not valid without a signature.
/2024 | Agree *
nt IDs 05/17/2024 ¥
4
4

16

iks

gations

m < Save for Later ) ( Cancel )

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

I All tems 5iems Yo @ L7 Created:05/17/2024| Effective: 05/17/2024
Q  Search: All ltems s Complete State and Local Withholding Elections
4% Advanced Search
Worker Hermione Granger (100035)
hs Complete State and Local Withholding  05/17/2024 ¢ Company * Guest Services Inc - = |
Elections
Effective: 05/17/2024 Effective Date 05/17/2024
v State *| x Minnesota = I
Name Pronunciation 05/17/2024 Yy
Due: 05/19/2024 Withholding Form Type * | x W-4MN - Withholding = l
Payment Election Enroliment Event 05/17/2024 ¢

Due: 05/19/2024

Change My Photo 05/17/2024 ¢

Effective: 05/17/2024

Edit Government IDs 05/17/2024 5y

Due: 05/19/2024

“



17  Click "Submit"

Legal Motice

| Agree

enter your comment

Your Mame an
you click in the

1. Under penal
2. You underst

3. You underst

If you do notw
The form is nc

| certify that al

ol |

h ( Save for Later

NED)

18 Optional: provide phonetic pronunciation of your name.

\ () Q search
le All Items gitems ¢ @ L Created: 05/17/2024 | Due: 05/19/2024
| Q search: All items * Change My Name Pronunciation Hermione Granger ==

% Advanced Search
Name Pronunciation 0517/2024 Y

Due: 05/19/2024

Payment Election Enrollment Event 05/17/2024 $¢
Due: 05/19/2024

Change My Photo 05/17/2024 S
Effective: 05/17/2024
Edit Government IDs 05/17/2024 Yy

Due: 05/19/2024

Phonetic Pronunciation

[

enter your comment

Process History

Hermione Granger (100035)
Name Pronunciation— Awaiting Action

Due 05/19/2024



19  Provide Direct Deposit information

jces3
fanger (100035)

§ GUEST
§ SERVICES

sks I

‘ches ~ |
v

'

igations

All Items
Q  Search: All items

849 Advanced Search

Payment Election Enroliment Event
Due: 05/19/2024

Change My Photo

Effective: 05/17/2024

Edit Government IDs
Due: 05/19/2024

20 Click "OK"

W LAf2LULS

iment IDs

2024

05/17/2024 ¢

osnaanas o

051172024 Yy

051172024 Yy

Q search

Account Setup

Account Holder Name  Hermione Granger

Sample Chack
e

Dot

DO NOT ICLUDE
Cnech s

HiZINERTES  DOOKPINSRTANO S Sa4iE

3 Dt Routig 8 accout®
Botuson the # dymbols Incluce an resea
Account Information
Account Type * @ Checking
) Sayings
Routing Transit Number ||
Account Number *
Bank Name *

Bank Identification Code

Account Nickname (optional)

Account Information

Account Type

Routing Transit Number
Account Number
Bank Name

Bank Identification Code

Account Nickname (optional)

* @) Checking

{_} Savings

PP

* | 123456789

* | 0001234567890

* | Wells fargo

10



21 Optional: Upload a photo.

For Assistant Golf Pro

05/17/2024 ﬁ Overall Process

Hire: Hermione Granger (100035)

Overall Status Successfully Completed
Due Date 05/28/2024

05/17/2024 ¥y
Instructions

This step is optional. If you do not want to update your photo, please click "submit” at the t

please click "Change my photo” and upload a photo.

05/17/2024 Yy

Change My Photo

enter your comment

o

22
| ‘E| Edit Government IDs

Proposed IDs

National IDs 0 items

Enter your government ids and click OK.

Hermione Granger [+»-

V2024 Yy
@ *Country *Mational ID Type Curre
No Data
V2024 <y
Additional Government IDs 0 items
(:) *Country *Government ID Type |dentification #
V2024 Y
No Data
Previous IDs
National IDs 0 items
Coanntry MNational I Twne  Current 1D Add/Fdit I Izsued NDate  Funiratinon NDate lzzued By Seri

11



