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The purpose of this job aid is to provide the new Employee guidance on how to complete 
the onboarding process in Workday. However, the experience shown here is only a 
sample of what an Employee might typically encounter. Onboarding is a process that 
varies depending on the position and characteristics of the worker hired. Not every 
Employee sees everything shown here. 
Instructions: Navigate to your Workday inbox and use this job aid to guide you through 
completing four groups of tasks that comprise the Onboarding process in Workday. When 
one group is completed, you can refresh your inbox to receive the next group.

If you have questions on any part of this process, reach out to your Human Resources 
department. To locate information for your HR Contact in Workday, go to your Worker 
Profile and select contact in the left hand menu. Then click the Support Roles tab. You 
can scroll down to HR Contact to find who supports your department for Human 
Resources needs. 

Onboarding Overview
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• Not submitting items in your inbox for Onboarding in a timely manner can 
have negative impacts

• Not every Employee will receive 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

• BEFORE you complete the Change Benefits for Life Event task, you will 
need to add dependents (if applicable to you) in Workday separate from the 
Onboarding process. This adds the individual as an option for you during 
the enrollment process. Instructions are provided in the appropriate section 
of this job aid on how to complete this process

Important Points



You’ve Got Mail!
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Go to your inbox to begin your 
Onboarding process in Workday



Getting Started

5

Read the instructions and click 
Submit to begin!



Refresh Your Inbox

6

Click the Refresh button to bring 
in your first set of tasks to 

complete



Group 1 Tasks
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Click on each inbox item, make 
the appropriate selections and 

click Submit
Note: Positions that are not Benefits eligible will only 
receive four tasks in this first group instead of five



Moving to Next Task
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Click either Done or “Edit 
Additional Data” to move to the 

next inbox item



State Veteran’s Preference

Read instructions for clarification 
on options, make appropriate 

selection, and click Submit



Direct Deposit Declaration

You will not be able to enroll in direct 
deposit if you are transferring funds 

outside the U.S.



TRS ISD Onboarding 
Question

Select the applicable option and 
click Submit



Insurance and Retirement
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IMPORTANT: Answers to these 
questions impact your possible benefits 

elections so read options carefully



Time to Refresh!
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Click the Refresh button to bring in 
the next set of tasks



Group 2 Tasks
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Click the Edit icon       , make 
changes and then Save or Restore 

the original information

Save or Restore



Your Contact Information

15

Complete Home Contact Information: 
Address and Phone are required 

Note: Usage is required although not 
marked as such

Complete Work Contact Information: 
Primary Email is required 



Change Emergency Contacts
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You must enter either Primary 
Phone or Primary Email for this 

Contact



Time to Refresh!
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Note: Additional Data Events appear 
in random order for each Employee

Click the Refresh button to bring in 
the next set of tasks



Group 3 Tasks
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Use directions at the top to add your 
Social Security number in Workday

Note: For persons who entered an address for a state that 
collects income tax, an additional task to Complete State and 
Local Withholding Elections will also be listed in this group



Federal Withholding
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Complete your W-4 Data. Don’t 
forget to mark the ‘I Agree’ check box 
that is required



Payment Elections
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You can set up your direct deposit or 
elect to have a check. We 
recommend adding a Nickname



Add Additional Accounts
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The term ‘Expense’ refers to when 
your employer may reimburse you 
(e.g. travel)

Make any additions or adjustments 
and click Submit



Time to Refresh!
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Click the Refresh button to bring in 
the next set of tasks



Group 4 Tasks
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This information is provided to all 
new employees. Review, check the 
‘I Agree’ box for each, and Submit



Veteran Status - Federal
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Select the appropriate option. Mark 
any additional characteristics and 

click Submit



Disability Self-Identification
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Scroll to the bottom. Select the 
appropriate option and click Submit



Edit Passports and Visa
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Only if a Foreign 
National!!!

Follow the instructions provided. 
You must return here and Submit to 
complete the task



Complete W-4 in Glacier
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Only if a Foreign 
National!!!

Follow the instructions provided. 
You must return here and Submit to 
complete the task



Add Dependents and Complete 
Benefits Elections

Note: This section is only for Employees in positions that are benefits eligible



Add Dependents First
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Before you can add coverage to 
Dependents, you must add them in 
Workday first



Add Dependents
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Click Add and complete the information. 
A Reason is required. You will use Add 
Dependent > Hire/Newly Eligible

Note: Repeat this process for all 
Dependents



Make Your Benefits Elections
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Return to your inbox. These slides will 
guide you through making your Benefits 
Elections
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Tobacco Usage

You will begin by answering 
questions related to Tobacco usage 



Health Insurance
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NOTE: Follow instructions provided on 
the first slide of this section to add your 
Dependents

Make elections as desired for Medical, 
Dental, and Vision insurance. Cost for each 
election will display according to coverage



Spending Accounts
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Make elections as desired for Healthcare 
and Dependent Day Care Spending 
Accounts

Read the important information



Life Insurance
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Make elections as desired for Life 
Insurance. Some options require 
additional verification or approval



Add Beneficiaries

36

Note: You can select ‘Create’ 
from the prompt to add a new 
beneficiary to Workday. When 
finished, you will be redirected 
back to this task

Add beneficiaries to the life insurance 
policies previously elected. Assign 
appropriate percentages to beneficiaries



Review Your Elections
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Review what you have elected and 
waived on this Summary page



Review Information & Sign
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Click the ‘I Agree’ check box to provide 
an electronic signature for you elections



You are Done!
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Congratulations! You have completed your onboarding tasks in 
Workday. Be sure and follow up with your HR professional regarding 
any outstanding documentation needed (if applicable). 

If you have not already, you can complete the online training, Working 
in Workday, available on TrainTraq for more information on how you will 
use Workday in your position at your organization. 

For more information on Workday visit the website Workday Help. Both 
TrainTraq and Workday Help are available on your SSO menu


