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Onboarding Overview

 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
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What's a “To Do” ?

« ATo 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
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Actions (12) Archive Complete To Do Update Your Education fes; w B B S
- - R . E 3 second(s) ago - Effective 01/01/2018 When you rECEive a TO DOI you
Change Emergency Contacts . dO SOmEthing il"ISidE or OUtSidE
3 seoond{s) ago - Due 08/16/2018 For P-10130 Business Associate Il

of Workday, come back here and
submit the To Do when finished

Overall Process Hire: Chance Kincaid ( Trainin
Veteran Status |dentification ' 9)

3 second(s) ago - Effective 01/01/2018 Overall Status Successfully Completed

Disability Self-ldentification Due Date 08/z5/2018

i - Il Il
3 seoond-ts) ago - Effective 01/01/2018 Instructions Please use the link below to add education informaticn to your employee record; you will be prompted to enter your own name in the next
screen and then be presented with the add education form.
Update Your Education

3 semnd{s) ago - Effective 01/01/2018 Provide at least the highest level of education attained to date and the attended school or institution. You can add additional degrees if you

have earned more than one degree. You may update or add to your education information at any time from your Worker Profile, Career
page.
Verify Prior State Service
3 second(s) ago - Effective 01/01/2018 You must submit this Te Do step to continue your onboarding tasks.
Read these instruction!
Change My Photo
3 second(s) ago - Due 08/16/2018; Effective
01/01/2018

Complete Federal Withholding Elections

3 second(s) ago - Due 08/16/2018; Effective

01/01/2018 ATy, | enter your comment

Edit Worker Additional Data Event: Chance Kincaid
{Training) - Business Associate Il on 08/14/2018
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Stage 1: What’s Waiting for you
In Workday
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You've Got Mail!

THE TEXAS A&M
UNIVERSITY SYSTEM Q Search Q é

Click here to access

Applications
15 items
& =

'__

N

Inbox

2 items
Enter Personal Information: P-10130 Business Associate |Il - Chance Kincaid (Training)
2 day(s) ago - Effective 01/01/2018

Enter Contact Information: P-10130 Business Associate lll - Chance Kincaid (Training)
2 day(s) ago - Effective 01,/01/2018

Personal Team Talent
Information Performance Management
Dashboard
Go to Inbox
. . Recruiting Favorites Safety
inbox preview Dashboard
(win] ="1
do 3
Career Benefits Pay
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First Two Tasks

Actions (2) Archive

Viewing: All v Sort By: Mewest

Enter Personal Information: P-10130
Associate Il - Chance Kincaid (Train

2 dayl(s) ago - Effective 01/01/2018

Enter Contact Information: P-10130
Associate lll - Chance Kincaid (Train

2 day(s) ago - Effective 01/01/2018

Enter Personal Information
Onboarding for Chance Kincaid (Training) cons

2 day(s) ago - Effective 01/01/2018

Complete all sections of this step. Your Legal Name must match the name on your Social Security Number identification or other legal employment
authorization identification. Your Legal Mame will be used for official university payroll and human resources business. Your Preferred Name will be

displayed in the contact directory.

Legal Name

Legal Name

Legal Name %
Chance Kincaid (Training)

Preferred Name

Preferred Name

Use Legal Name As Preferred Mame

MNo
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You can complete
these two tasks in
any order. And you
may have more
items than what
you see here




Enter Contact Information

Cvenng. ma v L Ly, reTerEa

Enter Personal Information: P-10130 Business
Associate Ill - Chance Kincaid (Training)

2 day(s) ago - Effective 01/01/2018

Enter Contact Information: P-10130 Business
Associate Ill - Chance Kincaid (Training)

2 day(s) ago - Effective 01/01/2018

Home Contact Information

Address
123 My Street, College Station, TX 77845

Country #

¥ United States of America

Address Line 1 &

123 My Street

Address Line 2

City +

College Station

State *

¥ Texas

Postal Code «

77845

County

You will need to

enter your
address, phone
and email. Read
the directions at the
top to know all that
IS required

This is required even though
you do not see the red
asterisk *

Usage

* Permanent

Save for Later Close




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

e © e Edit Additional Data % &
Edit Worker Additional Data Event: Chance Kincaid (Training) - Business Associate
[Il on 08/14/2018 (actions

Viewing: All v Sort By: Newest v w

Edit Worker Additional Data Event: Chance Kincaid
(Training) - Business Associate Il on 08/14/2018

7 seoond(s) ago - Effective 08/14/2018 B Custom Object  Onboarding Benefit Questions 7 second(s) ago - Effective 08/14/2018

Edit Worker Additional Data Event: Chance Kincaid Instructions

(Training) - Business Associate Ill on 08/14/2018

7 second(s) ago - Effective 08/14/2018 If you are changing your answer to question #1, would like to enroll in Atternate Basic Life and do not currently have, or want to drop your Optional Life

coverage, you will need to go through Evidence of Good Health to be approved for $50,000 of employer-paid Alternate Basic Life. Click here to download the
Evidence of Insurability form, complete it, and retumn it to your Benefits Office. They will forward it to Securian Life and you will receive an approval or denial

Edit Worker Additional Data Event: Chance Kincaid directly from them.

(Training) - Business Associate Il on 08/14/2018
7 second(s) ago - Effective 08/14/2018

Onboarding Benefit Questions

Edit Worker Additional Data Event: Chance Kincaid

(Training) - Business Associate Il on 08/14/2018 Yo youhave other medical coverage? * =
7 second(s) ago - Effective 08/14/2018
Have you participated in Teachers Retirement System (TRS) in the past? * =
Edit Worker Additional Data Event: Chance Kincaid . » )
(Training) - Business Associate Ill on 08/14/2018 Are you retired from TRS and receiving an annuity? *
7 second(s) ago - Effective 08/14/2018
Are you enrolled in TRSCare Health insurance and plan fo continue this coverage while working for the AZM * “
System?
Trigger Benefits Onboarding Questions, Direct ystem e
Deposﬁ P..‘.‘—n.y Cloc —med ©3odo Vot nw—rlo Decfornnnn

for emple 1d not enrolied in TRS in-between)? L) b

" Your HR Contact will == % E\\g\

trigger Onboarding and Gﬂ\‘g" ’ -

Benefits (if you are [ ’ =
. i =tired from a Texas state sponsored retirement program (ORP/TRS/ERS)? * =

eligible) questions L er 12y e sboe, e e i pace o evpmen e e

called Edit Additional oo

Data Events. Answer

the queStionS and :‘I'ItE[}'DLII'CDI'ﬂmEn'. Answer eaCh
submit question above

History 10

Cancel




TRS Onboarding Question

Edit Additional Data w &
Edit Worker Additional Data Event: Chance Kincaid (Training) - Business Associate

Il on 08/14/2018 (Actions

Custom Object  TRS 15D Onboarding Question 1 minute{s) ago - Effective 08/14/2018

TRS ISD Onboarding Question

Are you currently being deducted for Teacher Retirement System from another Texas State institution or school % Isearch =
district?
Yes and | will continue to l:\‘

deducted “\‘s Y
T, enter your comment Bﬁesucﬁians will stop

- Teacher Retirement o ) 1. ittt

o System (TR S) “‘ E\.\ g'\b\ - AEM System

Process History Onboarding 0“\Y \ Nﬂﬁr%nﬂgﬂ not being deducted
chance ineaid (e UESTION. Select

Yes or No

Edit Worker Additic
Edit Additional uatae PRSISD Onboarding WUEs uws:
Edit Additional Data: Onboarding Benefit Questions— Mot Required

Edit Additional Data: TRS ISD Onboarding Question— Mot Reguired 11




Privacy Flag

Edit Additional Data

Edit Worker Additional Data Event: Chance Kincaid (Training) - Business Associate

1l on 08/14/2018 (Actions

Custom Object Privacy Flag

Instructions

w8

1 minute{s) ago - Effective 08/14/2018

State law gives you the right to choose whether The Texas A&M University System should allow public access to your home address, home telephone number,
emergency contact information, Social Security number, and whether you have family members. If you do not declare this personal information as confidential,
it will be open to the public. If vou are a “peace officer” your home address and telephone number are automatically confidential. Respond to both questions

below:

Privacy Flag

| am a certified peace officer

| want my persenal information to be confidential

o ENter your comment

OFFICE OF INFORMATION TECHNOLOGY
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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




Direct Deposit Declaration

Edit Additional Data

Edit Worker Additional Data Event: Chance Kincaid (Training) - Business Associate

1l on 08/14/2018 (Actions

Custom Object  Direct Deposit Declaration

Instructions

IMPORTANT: PLEASE READ CAREFULLY!

Select the response below to declare if you WILL
If you select "Yes, | have or will have”, you will not
As a LS. entity, all members of The Texas A&M
Office of Foreign Assets Control (OFAC), which o
clearing house (ACH) payments, such as electro

employer must be informed if you will immediate
be able to sign up for direct deposit until you pro

Direct Deposit Declaration

Are You Transferring Funds Outside the U.S.7 %

e Eenter your comiment

w g

Mo, | do not have or will not
have instructions with my
U.5. bank to immediately
wire the full amount of my
direct deposit 1o a financial
instiution outside the U.S.

j ago - Effective 08/1452018

Yes, | have or will have

instructions with my U.S.

bank to immediately wire the ULL AMOUNT OF YOUR FUNDS QUTSIDE THE UNITED STATES.
full amount of my direct
deposit to a financial
institution cutside the U.S.

aycheck at this time.

L

ith the requirements o' sy S
| jurisdiction of the |

s mean o AT€ YOU gOINg to be

e wiring your
paycheck to a
financial institution
outside of the U.S.?
Select Yes or No
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State Veteran’s Preference

Edit Additional Data Yoo o

Edit Worker Additional Data Event: Chance Kincaid (Training) - Business Associate
IIl on 08/14/2018

Custom Object  State Veteran's Preference 1 minute{s) ago - Effective 08/14/2018

Instructions

Texas Government Code, Section 657, as amended, requires that a state agency or institution of higher education must provide employment preference to
individuals wheo qualify for a veteran's employment prefrerﬂn-::e An |n-:||.'|dual who qualifies for a veteran's employment preference is entitled 1o a preference in
employment with or appointrigas - s education owver other applicants for the same position who do not have a greater

qualification.
Weteran

Do you qualify for State of Te n the four definitions below?

Disabled Veteran
has been honerably discharged from) the following branches of service: T

hith; Service under Title 42, United States Code, Section 201; The Texas Mi
rvice of one of the branches of the LS. Armed Forces.

ed as disabled by the U.5. Department of Veterans Affairs or the branch ¢ I dentlfy you r State
Veteran’s Status by

was killed on active duty. SeIeCtIng the

ics; however, your response is important to meet federal and state rep app rOp rl ate 0 ptl On

ce with applicable federal and state regulations. Your employment wi

Veteran. The individual is defi
Army, Mavy, Air Force, Marine

[ = el o
as defined by Texas Govern Surviving Spouse of a

Weteran

Disabled Weteran. The individ
in which the veteran served a Crphan of a Veteran

Surviving Spouse of a Veteral Dacline 1o respond Fteran who has not remarried.
Orphan of a Veteran. The indi
. Mone of the above

You are not obligated 1o respd
reguirements. Informiation yo
adwversely affected by informd

State Veteran's P

State Veteran's Preference

e enter your comment 14




Change Emergency Contacts

Actions (12) Archive

Viewing: All v Sort i Newest

Change Emergency Contacts
3 second(s) ago - Due 08/16/2018

Veteran Status |dentification
3 second(s) ago - Effective 01/01/2018

Disability Self-ldentification
3 second(s) ago - Effective 01/01/2018

Update Your Education
3 second(s) ago - Effective 01/01/2018

Verify Prior State Service
3 second(s) ago - Effective 01/01/2018

Change My Photo

3 second(s) ago - Due 08/16/2018; Effective
01/01/2018

Complete Federal Withholding Elections

3 second(s) ago - Due 08/16/2018; Effective
01/01/2018

R

Edit Worker Additional Data Event: Chance Kincaid
(Training) - Business Associate Il on 08/14/2018
1 minute(s) ago - Effective 08/14/2018

Edit Worker Additional Data Event: Chance Kincaid
(Training) - Business Associate Il on 08/14/2018

1 minute(s) ago - Effective 08/14/2018

Edit Worker Additional Data Event: Chance Kincaid
(Training) - Business Associate Ill on 08/14/2018

1 minute(s) ago - Effective 08/14/2018

Edit Worker Additional Data Event: Chance Kincaid
(Training) - Business Associate Ill on 08/14/2018

1 minute(s) ago - Effective 08/14/2018

Edit Worker Additional Data Event: Chance Kincaid
(Training) - Business Associate Il on 08/14/2018
1 minute(s) ago - Effective 08/14/2018

Change Emergency Contacts Chance Kincaid (Training) e

3 second(s) ago - Due 08/16/2018
Primary Emergency Contact

Legal Name

Legal Name %

Relationship

Relationship +

Preferred Language

Preferred Language

Primary Address

Add

Primary Phone

Add

Additional Phone

Add

Save for Later

o

%

Enter the name
and relevant
information for
your Emergency
Contact

These 7 additional tasks may arrive with
the first five Edit Additional Data Events

like you see here

Cancel

15




Federal Withholding

Actions (12) Archive

Wiewing: All v Sort By: Newest

Change Emergency Contacts:
3 second(s) ago - Due 08/16/2018

Veteran Status Identification
3 second(s) ago - Effective 01/01/2018

Disability Self-ldentification
3 second(s) ago - Effective 01/01/2018

Update Your Education
3 second(s) age - Effective 01/01/2018

Verify Prior State Service
3 second(s) ago - Effective 01/01/2018

Change My Photo

3 second(s) ago - Due 08/16/2018; Effective
01/01/2018

Complete Federal Withholding Elections
3 second(s) ago - Due 08/16/2018; Effective
01/01/2018

Edit Worker Additional Data Event: Chance Kincaid
(Training) - Business Associate Ill on 08/14/2018
1 minute(s) ago - Effective 08/14/2018

Edit Worker Additional Data Event: Chance Kincaid
(Training) - Business Associate Ill on 08/14/2018

1 minute(s) ago - Effective 08/14/2018

Edit Worker Additional Data Event: Chance Kincaid
(Training) - Business Associate Ill on 08/14/2018

1 minute(s) ago - Effective 08/14/2018

Edit Worker Additional Data Event: Chance Kincaid
(Training) - Business Associate IIl on 08/14/2018
1 minute(s) ago - Effective 08/14/2018

Edit Worker Additional Data Event: Chance Kincaid
(Training) - Business Associate Ill on 08/14/2018

1 minute(s) ago - Effective 08/14/2018

Complete Federal Withholding Elections wo

3 second(s) ago - Due 08/16/2018; Effective 01/01/2018

Company Texas ARM University System Offices

Effective Date 01/01/2018

You must enter
Social Security Number 000010000 I nfo rmatl O n and

Address 123 My Street
College Station, TX 77845

mark appropriate

Whether you are entitled to claim a certain number of allowances or exemption from withhelding isgfUbject to review

RS. Your employer may be required to send a copy of this form to the IRS. Se | e Ctl O n S . T h e n
W4 Date click Submit

View Blank Form

Nonresident Alien

f you are a nenresident alien, see Motice 1392, Supplemental Form W-4 Instructions for Nonresident Aliens,
before completing this form.

Last Name Differs from 55

f your last name differs from that shown on your social security card, check here.
You must call 1-800-772-1213 for a replacement card.

Marital Status *

f married, but legally separated, or spouse is a nonresident alien, choose "Single™.

MNumber of Allowances 0

Total number of allowances you are claiming (from the applicable worksheet on the Form W-4 instructions).

Additional Amount 0.00

Additional amount, if amy, you want withheld from each paycheck

Exempt

claim exemption from withhelding for 2018 and | certify that | meet both of the following conditions for 16

Save for Later Cancel
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Your Education
.

Actions (12) Archive Complete To Do Update Your Education e w B & &
[ - I . ’ 3 second(s) ago - Effective 01/01/2018 When you rECEive a TO DOI you
Change Emergency Contacts . dO SOmEthing il"ISidE or OUtSidE
3 second(s) age - Due 08/16/2018 For P-10130 Business Associate Il

of Workday, come back here and
submit the To Do when finished

Overall Process  Hire: Chance Kincaid (Training)
Veteran Status Identification g

3 second(s) ago - Effective 01/01/2018 Overall Status Successfully Completed

Disability Self-ldentification Due Date 08/z5/2018
i P 4409 ¢
3 second(s) age - Effective 01/01/2018 Instructions Please use the link below to add education informaticn to your employee record; you will be prompted to enter your own name in the next
screen and then be presented with the add education form.
Update Your Education

3 Semnd{s) ago - Effective 01/01/2018 Provide at least the highest level of education attained to date and the attended school or institution. You can add additional degrees if you

have earned more than one degree. You may update or add to your education information at any time from your Worker Profile, Career
page.

Verify Prior State Service

3 second(s) ago - Effective 01/01/2018 You must submit this Te Do step to continue your onboarding tasks.

Read these instruction!
Change My Photo

3 second(s) age - Due 08/16/2018; Effective
01/01/2018

Complete Federal Withholding Elections

3 dis) - Due 08/16/2018; Effectiv - . .
irrsiriaie e Click “Add Education”

\ ,.

Edit Worker Additional Data Event: Chance Kincaid - to update your Worker

{Training) - Business Associate lll on 08/14/2018 prOfile. YOU can dO
this now or wait. You
need to submit the To
Do to continue the

OFFICE OF INFORMATION TECHNOLOGY business process
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Upload a Photo

Actions (12) Archive Complete To Do Change My Photo s w8 &

Viewing: All v Saort By: Newest v e
3 second(s) ago - Due 08/16/2018; Effective 01/01/2018

Change Emergency Contacts

3 d(s) - Due 08/16/2018 For P-10130 Business Associate Il
el sae b Upload your photo
Overall Process  Hire: Chance Kincaid {Training)
now or later.

Veteran Status Identification

3 second(s) ago - Effective 01/01/2018 Overall Status Successfully Completed

Disability Self-ldentification Due Date 08/25/2018 S u b m I t th IS TO DO

3 second(s) ago - Effective 01/01/2018 Instructions You can add a photograph to your Workday account to enhance the user experier SO aS n Ot to h O I d u p
appropriate for the business needs and will be routed to your Primary Manager f a

Update Your Education ipg, .png or .gif. the OnbOardlng

Il’ - i 4 In' 1 .n'
3 second(s) ago - Effective 01/01/2018 Click on the link below to add a photo. If you are not ready to add a photo now

business process

Verify Prior State Service You must submit this To Do step to continue your onboarding tasks.
3 second(s) ago - Effective 01/01/2018

Change My Photo )
3 second(s) ago - Due 08/16/2018; Effective * Click here to Up|ﬂad a pthD

01/01/2018 for your worker profile

Complete Federal Withholding Elections
3 second(s) ago - Due 08/16/2018; Effective ARy, | EMiEryour comment
01/01/2018 -

Edit Worker Additional Data Event: Chance Kincaid

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

OFFICE OF INFORMATION TECHNOLOGY
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Verify Prior State Service

Actions (12) Archive

Viewing: All Sort By: Newest v “

Complete To Do Verify Prior State Service scton

o

v B B 8

3 second(s) ago - Effective 01/01/2018

Change Emergency Contacts

3 second(s) ago - Due 08/16/2018 For

Overall Process
Veteran Status Identification

3 second(s) ago - Effective 01/01/2018 Overall Status

Disability Self-ldentification Due Date

3 second(s) ago - Effective 01/01/2018 INstructions

Update Your Education
3 second(s) ago - Effective 01/01/2018

Verify Prior State Service
3 second(s) ago - Effective 01/01/2018

Change My Phe [ b
3 second(s) ac Py

T Remember that
you must come
back and submit
this To Do after you
have followed the
directions

OFFICE OF INFORMATION TECRANOLOGY
WORKDAY SERVICES

Enter your commenit

P-10130 Business Associate Il

Hire: Chance Kincaid (Training)

Successfully Completed

08,/25/2018

All employment with the System and any other agency or institution of the State of Texas, including employment as a student worker, will
count as creditable state service for longevity and hazardous duty pay purposes. If you have previous state service, comtact your HR Partner

or HR Contact for the state service verification process.

You must submit this Te Do step to continue your onboarding tasks.

This tells you who to
contact regarding the
information




Disability Self-Identification

Actions (12) Archive

Wiewing: All v Sort By: Newest

Change Emergency Contacts
3 second(s) ago - Due 08/16/2018

Veteran Status ldentification
3 second(s) ago - Effective 01/01/2018

Disability Self-ldentification
3 second(s) ago - Effective 01/01/2018

Update Your Education
3 second(s) ago - Effective 01/01/2018

Verify Prior State Service
3 second(s) ago - Effective 01/01/2018

Change My Photo
3 second(s) ago - Due 08/16/2018; Effective
01/01/2018

Complete Federal Withholding Elections
3 second(s) ago - Due 08/16/2018; Effective
01/01/2018

Edit Worker Additional Data Event: Chance Kincaid
[Training) - Business Associate Il on 08/14/2018

1 minute(s) ago - Effective 08/14/2018

Edit Worker Additional Data Event: Chance Kincaid
(Training) - Business Associate Il on 08/14/2018

1 minute(s) ago - Effective 08/14/2018

Edit Worker Additional Data Event: Chance Kincaid
(Training) - Business Associate Il on 08/14/2018

1 minute(s) ago - Effective 08/14/2018

Edit Worker Additional Data Event: Chance Kincaid
(Training) - Business Associate Il on 08/14/2018

1 minute(s) ago - Effective 08/14/2018

Edit Worker Additional Data Event: Chance Kincaid
(Training) - Business Associate Il on 08/14/2018

1 minute(s) ago - Effective 08/14/2018

Change Self-lIdentification of Disability

Please select one of the below:

YES, | HAVE A DISABILITY (or previously had a disability) ‘ 20

KO | DOKT HAVE A DISARINITY

m Save for Later Cancel

3 second(s) ago - Effective 01/01/2018

Voluntary Self-ldentification of Disability

Form CC-305
OMB Control Number  1250-0005

Expires 01/31/2020

Why are you being asked to complete this form?

Because we do business with the government, we must reach out 1o, hire, and provide equal opportunity to qualified people with disabilities.!
us measure how well we are doing, we are asking you 1o tell us if you have a disability or if you ever had a disability. Completing this form is
but we hope that you will choose to fill it out. If you are applying for a job, any answer you give will be kept private and will not be used agai
any way.

f you already work for us, your answer will not be used against you in any way. Because a person may become disabled at any time, we ar
ask all of our employees to update their information every five years. You may veluntarily self-identify as having a disability on this form w e e Ct t e
any punishment because you did not identify as having a disability earlier.
|at
ti d then
Submit this task

How do | know if | have a disability?

You are considered to have a disability if you have a physical or mental impairment or medical condition that substantially limits a majo
if you have a history or record of such an impairment or medical condition.

Disabilities include, but are not limited to:

- Blindness = Muscular dystrophy

- Deafness - Bipolar disorder

- Cancer = Major depressicn

- Diabetes = Multiple sclerosis (MS)

- Epilepsy = Missing limbs or partially missing limbs

» Autism - Post-traumnatic stress disorder (PTSD)

- Cerebral palsy - Obsessive compulsive disorder

= HIV/AIDS = Impairments requiring the use of a wheelchair

- Schizophrenia - Intellectual disability (previously called mental retardation))




Veteran Status - Federal

Aetons (12 renive Change Veteran Status Identification Chance Kincaid (Training) s w &

Viewing: All v Sort By: Newest v e
3 second(s) ago - Effective 01/01/2018

Change Emergency Contacts
3 Seoond(s) ago - Due 08/16/2018 - The Texas A&M University System and system members are Federal Government contractors subject to the Vietnam Era Vieterans' Readjustment &
Act of 1974, as amended by the Jobs for Veterans Act of 2002, 38 U.S.C. 4212 (VEVRAA), which reguires Government contractors to take affirmat S e e Ct t e
X X employ and advance in employment: (1) disabled veterans; (2) recently separated veterans; (3) active duty wartime or campaign badge veterans; &
Veteran Status Identification Forces service medal veterans. These classifications are defined as follows and are hereafier referred to all together as “protected veterans”:

3 second(s) ago - Effective 01/01/2018 appropriate Option

(1) A Disabled Veteran is one of the following:

Disability Self-Identificati a) a veteran of the U.S. military, ground, naval or air service who is entitled to compensation (or who but for the receipt of military retired pay w =
isability -ldentinication entitled to compensation) under laws administered by the Secretary of Veterans Affairs; or an d th e n S u b I I l I t
3 second(s) ago - Effective 01/01/2018 . b) a person who was discharged or released from active duty because of a service-connected disability.

Update Your Education _[2} A Receml_y_ Separated Vetelran means any wveteran during the three-year period beginning on the date of such veteran's discharge or release f th I S taS k

wice.

3 second(s) ago - Effective 01/01/2018

I AM NOT A VETERAN zdge Veteran means a veteran who served on active duty in the U.S. military, ground, naval or air s¢

[campaign badge has been authorized under the laws administered by the Department of Defense

Verify Prior State Service
. W IDENTIFY AS A VETERAN,
3 second(s) ago - Effective 01/01/2018 JUST NOT & PROTECTED n means a veteran whe, while serving on active duty in the U.S. military, ground, naval or air ser
VETERAN n Armed Forces service medal was awarded pursuant to Executive Order 12985.
Change My Photo
3 second(s) ago - Due 08/16/2018; Effective IDENTIEY AS ONE OR MORE ories of protected veterans listed above, please indicate by checking the appropriate box below.
01/01/2018 ' - OF THE CLASSIFICATIONS
OF PROTECTED VETERANS RAA, we reguest this information in order to measure the effectiveness of the outreach and positive recruitment
Your decision to provide this information is veluntary on your part, and refusal to provide such information will not
Complete Federal Withholding Elections | DO NOT WISH TO SELF fovided, the informatien will not be used in @ manner incongistent with VEVRAA, as amended, i.e,, it cannot be used as
] seoond(s) ago - Due 08/16/2018; Effective - 5. This information will be kept confidential, except that (i) supervisors and managers may be informed regarding
01/01/2018 g ! B IDENTIFY =d veterans, and regarding necessary accommedations; (i) first aid and safety personnel may be informed, when

condition that might require emergency treatment; and (jii) Government officials engaged in enforcing laws
fact Compliance Programs, or enforcing the Americans with Disabilities Act, may be informed.
Edit Worker Additional Data Event: Chance Kincaid
(Training) - Business Associate IIl on 08/14/201 bvide equal opportunity for employment to all persons regardless of race, color, sex, religion, national origin, age,
1 minute(s) ago - Effective 08/14/2018 Jus, sexual orientation or gender identity and will strive 1o achieve full and equal employment opportunity through the

Edit Worker Additional Data Event: Chance Kincaid Se I ECt th e o pt i o n fo r

et - status and then mark
I ——— -

below as appropriate

Edit Worker Additional Data Event: Chance Kincaid Select all that apply

(Training) - Business Associate Ill on 08/14/2018 Disabied Vi
1 minute(s) ago - Effective 08/14/2018 sapledEerEn

Edit Worker Additional Data Event: Chance Kincaid
(Training) - Business Associate Ill on 08/14/2018
1 minute(s) ago - Effective 08/14/2018

Recently Separated Vieteran Discharge Date:

Edit Worker Additional Data Event: Chance Kincaid Active Duty Wartime or Campaign Badge Veteran

(Training) - Business Associate Ill on 08/14/2018
1 minute(s) ago - Effective 08/14/2018
Armed Forces Service Medal Veteran 21

Save for Later Cancel




Review Notices

THE TEXAS A&M
UNIVERSITY SYSTEM Q' searen

Acti 8 i . . N
e ©) frenive Review Required New Employee Notices Y &
S ST Review Documents for Onboarding for Esther Gutierrez (Training) (actons
ewing: ¥ 0l W Newes: v hd
Review Required New Employee Notices: P-10123 - 16 second(s) ago - Effective 01/01/2018

Assistant Dean - Esther Gutierrez (Training)
16 second(s) ago - Effective 01/01/2018

Documents
Change Emergency Contacts
19 second(s) ago - Due 08/16/2018 Document m New Health Insurance Marketplace 2018-08-14 14_33 PDT pdf
Veteran Status ldentification )
Signature Statement areby acknowledge receipt of New Health Insurance Marketplace Coverage Options and Health

19 second(s) ago - Effective 01/01/2018
1 Agree

Disability Self-ldentification ReVI eW eaCh

19 second(s) ago - Effective 01/01/2018
document and then

Update Your Education

19 second(s) ago - Effective 01/01/2018 Document m HIV/AIDS and the Workplace Notice (Attachment) m ark yo u r

Verify Prior State Service Instructi The Texas Health and Safely Code, Chapter 83, specifies that workplace guidslines be explai h

19 second (5}. ago - Effective 01/01/2018 e privi Ieita:s o‘?ndi\:gJaI: i?'rfect:;delvithatie {—|ula'r| :292':.;0;&::?;2:V?ru:l{:l:fn]e‘:rezr;i:;en: ag ree m e nt' T e n
Submit the task

may be printed and retained by the employee.

Change My Photo

Signature Statement hereby acknowledge | have been provided a copy or have electronic access of The Texas A
19 second(s) ago - Due 08/16/2018; Effective (1DS information.
01/01/2018

1 Agree
Complete Federal Withholding Elections
19 second(s) ago - Due 08/16/2018; Effective
01/01/2018

Save for Later Cancel
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Stage 3: Your Support
Personnel will Complete Tasks
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WORKDAY SERVICES




Stage 4: Final Group of Tasks
Arrive In Your inbox
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WORKDAY SERVICES




Payment Election

Actions (4) Archive

Viewing: All ’ Sort By: Newest

Payment Election Enroliment Event
4 hour(s) ago

Enroll in Electronic W-2
4 hour(s) ago - Effective 01/01/2018

Change 1095-C Printing Election
4 hour(s) ago - Effective 01/01/2018

Change Benefits for Life Event
4 hour(s) ago - Effective 01/01/2018

Manage Payment Elections

4 hour(s) ago

Worker Chance Kincaid (Training)
Default Country United States of America

Default Currency usD

Preferred Payment Method

Payroll & | > Direct Deposit =

Expense % | X Direct Deposit

Account Setup

Worker Chance Kincaid (Training)

These default to direct
deposit

Sample Check

Jengiten Doe
4321 Main &
Arpwhere CA 54000

Dollars

YOUR BANK NAME
e
Apwaee, CAS4000

DO NOT INCLUDE
Check #

nREILERTES: OODDA23LSRTAS0+~ S8H1F

9 Digit Routing & Account #

Betwesn the 1 symbols Include all zeros

Account Information

Account Nickname (optional)

Account Type * o Checking
Savings

Bank Name *

Routing Transit Number *

Account Number *

Additional Information

Bank Identification Code

W

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

Cancel

25




Enroll in Electronic W-2

Actions (4) Archive

Viewing: All v Sort By: Newest v e

Payment Election Enrollment Event
4 hour(s) ago

Enrcll in Electronic W-2
4 hour(s) ago - Effective 01/01/2018

Change 1095-C Printing Election
4 hour(s) ago - Effective 01/01/2018

Change Benefits for Life Event
4 hour(s) ago - Effective 01/01/2018

Click My Tax
Documents to set
up. You must return
to your inbox and
then Submit this To
Do

OFFICE OF INFORMATION TECHNOLOGY

WORKDAY SERVICES

Complete To Do Enroll in Electronic W-2 s w B8 ©

4 hour(s) ago - Effective 01/01/2018

For P-10130 Business Associate Il

Overall Process  Hire: Chance Kincaid (Training)

Overall Status Successfully Completed

Due Date 08/26/2018

Instructions Click on the My Tax Docurments link below to select receipt of an electronic W-2 and opt cut of a paper copy of the W-2.

You must return to your Inbox to submit this To Do step to continue your Onboarding tasks.

Click this button and
follow the directions

AW, | enter your comment

Save for Later Close




Change 1095-C Printing

Actions (4) Archive

Wiewing: All v Saort By: Newest

Payment Election Enrollment Event

4 hour(s) ago

Enrcll in Electronic W-2
4 hour(s) ago - Effective 01/01/2018

Change 1095-C Printing Election
4 hour(s) ago - Effective 01/01/2018

Change Benefits for Life Event
4 hour(s) ago - Effective 01/01/2018

You will go to your
Worker profile and
follow these
directions. Then
return here and
Submit the To Do

OFFICE OF INFORMATION TECHNOLOGY

WORKDAY SERVICES

Complete To Do Change 1095-C Printing Election sz w e o

4 hour(s) age - Effective 01/01/2018

Use "Change 1095-C Printing Election” task to change 1095-C Printing Election and then Submit this To Do

Read the

For P-10130 Business Associate Il
Overall Process  Hire: Chance Kincaid | Training) I nstru Ctl 0 ns
Overall Status Successfully Completed

Due Date 08/26,/2018

Instructions The IRS Fomn 1095-C includes information about insurance that you may have through the A&M System. You should keep your 1085-C for
your records with your other important tax documents. You may choose to receive this form electronically or, in addition, have it sent to you

by mail. To make your choice, click on the cloud at the top right of the screen, then click on View Profile. Go to Actions (under your name),
then navigate to Benefits and all the way down to Change 1095-C printing election.

o enter your comment

Save for Later Close
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Change Benefits for Life

Actions (4) Archive

Wiewing: All v Sart By: Newest v w

Payment Election Enrollment Event

4 hour(s) ago

Enroll in Electronic W-2
4 hour(s) ago - Effective 01/01/2018

Change 1095-C Printing Election
4 hour(s) ago - Effective 01/01/2018

Change Benefits for Life Event
4 hour(s) ago - Effective 01/01/2018

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

Change Benefit Elections w8
Hire - benefits effective first of month following 60 days for Chance Kincaid
(Training) - Step 1 of 6 (azins

Total Cost Total Credits Total Employee Net Cost/Credit

$30.00 TAMUS Bi-weekly Cost  $0.00 TAMUS Bi-weekly Credit  $30.00 TAMUS Bi-weekly Cost

Event Date 01/01/2018 Always read the
Initiated On 08/14/2018 information
Submit Elections By ~ 09/27/2018 pI'OVidEd

4 hour(s) ago - Effective 01/01/2018
Please select your medical, dental and vision elections below. If you indicated that you already have medical coverage elsewhere, you will see that the
employer contribution will cover the cost of some of your coverages.

If you want to add dependents (who are not yet in Workday) to any of your coverages, please return to the benefits worklet and edit your Dependents 3#‘
proceeding.

Your medical coverage, along with any of the optional coverages you choose, will begin on the first of the month following -.v 0 dayg \ a%* youl
want to start your medical coverage immeadiately, please contact your HR Office.

Your employer contribution will not be shown below, because it does not start unt Fr“t\ I ‘70‘\, 60 days after you're hired or become newly

eligible. To see the correct premiums, including the employer contribution : ke

Your elections will be in effect until the next plan year, uli.‘y e ife event and change your elections at that time.

on \J
= Bi-weekly paid employees, unts you see are per paycheck, not per month {maximum two per manth).

= If you or your spouse use tobacco products, the health plan rates include an additional $30 per month.

~ Health Information

1 item E Lt

Have you used tobacco products in the last three months?

o Yes

Save for Later Cancel
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