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• Onboarding is a dynamic process that varies depending on the worker that 
has been hired. Not everyone sees everything shown here. And not all 
processes are described in this resource. This is a sample of one 
experience

• Onboarding triggers once you have been officially hired in Workday
• Not every Employee will experience the exact same tasks in Workday 

because situations vary. For example, if you are not benefits eligible, benefit 
tasks will not come to your inbox

• Read carefully. If the inbox item says “To Do”, you need to follow the 
instructions AND click Submit when finished. Always Submit the To Do after 
doing what was requested

• Not Submitting items in your inbox for Onboarding in a timely manner can 
have negative impacts for you down the road

• You can always update your education and photo later. Feel free to submit 
these items and move on

Onboarding Overview
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• A To Do in Workday is a prompt to do something either in Workday or 
outside of Workday.

• You MUST submit the To Do to acknowledge that you have completed the 
instructions provided or the onboarding process will not move forward.This
can delay further onboarding activities needed

• Sometimes a To Do has a button that takes you somewhere in Workday to 
do something. This button has been provided to make it easy for you to get 
where you need to go

• IMPORTANT!! Don’t forget to come back to your inbox and click Submit on 
the To Do to move things along for your Onboarding processes

What’s a “To Do”?
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Stage 1: What’s Waiting for you 
in Workday



You’ve Got Mail!
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First Two Tasks
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You can complete 
these two tasks in 
any order. And you 
may have more 
items than what 
you see here

TASK 1

TASK 2



Enter Contact Information
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You will need to 
enter your 
address, phone 
and email. Read 
the directions at the 
top to know all that 
is required



Stage 2: Your HR Contact Triggers 
Questions to you in Workday



Onboarding Benefit Questions

10

Your HR Contact will 
trigger Onboarding and 
Benefits (if you are 
eligible) questions 
called Edit Additional 
Data Events. Answer 
the questions and 
submit

Edit 
Additional 

Data Event 1



TRS Onboarding Question
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Teacher Retirement 
System (TRS) 
onboarding 
question. Select 
Yes or No

Edit 
Additional 

Data Event 2



Privacy Flag
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Designate whether 
you are a certified 
peace officer. Would 
you like your personal 
information to be 
confidential? Mark the 
boxes as needed

Edit 
Additional 

Data Event 3



Direct Deposit Declaration
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Are you going to be 
wiring your 
paycheck to a 
financial institution 
outside of the U.S.? 
Select Yes or No

Edit 
Additional 

Data Event 4



State Veteran’s Preference
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Identify your State 
Veteran’s Status by 
selecting the 
appropriate option

Edit 
Additional 

Data Event 5



Change Emergency Contacts
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These 7 additional tasks may arrive with 
the first five Edit Additional Data Events 
like you see here

Enter the name 
and relevant 
information for 
your Emergency 
Contact



Federal Withholding

16

You must enter 
information and 
mark appropriate 
selections. Then 
click Submit



Your Education
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Click “Add Education” 
to update your Worker 
profile. You can do 
this now or wait. You 
need to submit the To 
Do to continue the 
business process



Upload a Photo
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Upload your photo 
now or later.  
Submit this To Do 
so as not to hold up 
the onboarding 
business process 

Your manager must approve the photo in 
Workday before it will display



Verify Prior State Service
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Remember that  
you must come 
back and submit 
this To Do after you 
have followed the 
directions



Disability Self-Identification
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Select the 
appropriate 
option and then 
Submit this task



Veteran Status - Federal
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Select the 
appropriate option 
and then Submit 
this task



Review Notices
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Review each 
document and then 
mark your 
agreement. Then 
Submit the task



Stage 3: Your Support 
Personnel will Complete Tasks



Stage 4: Final Group of Tasks 
Arrive in Your inbox



Payment Election
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Edit if you would 
like a physical pay 
check. Otherwise 
continue down the 
page and complete 
the banking 
information



Enroll in Electronic W-2
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Click  My Tax 
Documents to set 
up. You must return 
to your inbox and 
then Submit this To 
Do



Change 1095-C Printing
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You will go to your 
Worker profile and 
follow these 
directions. Then 
return here and 
Submit the To Do



Change Benefits for Life
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You will now make 
your elections for 
medical, dental and 
life insurance along 
with other benefit 
elections. You will 
electronically sign
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