Onboarding Tasks

Workday will automatically generate a series of onboarding tasks that go to the new hire’s inbox. Please
note that some employees may see additional onboarding tasks based on their position type/job family.

For example, some employees may be asked to sign agreements and other tasks. However, some of the
basic required onboarding tasks for new hire employees will be the following:

Note: Some employees will also see a request to complete New Hire Training and register for the
soonest available New Employee Orientation. Samples of those emails are in the last two pages of this
guide.

1. Review Personal & Contact Information
For this onboarding task the employee will review to make sure their biographical information is
okay in the system and make any updates as needed.
A. They can enter legal name, preferred name, gender, date of birth, marital
status, disability, home address, etc.
B. Once complete, they will click “Submit”
a. If they have missed any required fields, Workday will give them an error
message.
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Legal Name
ID Change: Jodi 08/18/2022 ¥y
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2. Veteran Status Identification
This task asks the employee to select a veteran status from the drop-down options.
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Period Activity Pay: Randal 08/24/2022 ﬁ
1760 Fall 2022 1 month(s) ago - Effective 08/22/2022
<
= Effective: 08/22/2022 We are a Government contractor subject to the Vietnam Era Veterans' Readjustment Assistance Act of
1974, as amended by the Jobs for Veterans Act of 2002, 38 U.S.C. 4212 (VEVRAA), which requires
Government contractors to take affirmative action to employ and advance in employment: (1) disabled

© Review Personal & Contact 08/14/2022 ﬁ veterans; (2) recently separated veterans; (3) active duty wartime or campaign badge veterans; and (4)
- Information: P-533 Armed Forces service medal veterans. These classifications are defined as follows and are hereafter re-

Instructor ferred to all together as “protected veterans”:

Effective: 08/22/2022 * A Disabled Veteran is one of the following: a veteran of the U.S. military, ground, naval or air
F‘f service who is entitled to compensation (or who but for the receipt of military retired pay

would be entitled to compensation) under laws administered by the Secretary of Veterans

Veteran Status Identification 08/14/2022 ﬁ Affairs; or a person who was discharged or released from active duty because of a service-
8+ connected disability.

Effective: 08/22/2022 * A Recently Separated Veteran means any veteran during the three-year period beginning on

the date of such veteran's discharge or release from active duty in the U.S. military, ground,
N ) . naval, or air service.
Disability Self-Identification ~ 08/14/2022 ¢ « An Active Duty Wartime or Campaign Badge Veteran means a veteran who served on active -
Effective: 08/22/2022 4 3

Complete Form -9 08/14/2022 vy ( Save for Later ) ( Cancel )

-

A. The employee will read the statement and then scroll to the bottom of the message
to select a Veteran Status choice from the drop-down choices.
a. Note: “l do not Wish to Self-ldentify” is a possible response.

If you believe you belong to any of the categories of protected veterans listed above, please in|
checking the appropriate box below. As a Government contractor subject to VEVRAA, we requl
formation in order to measure the effectiveness of the outreach and positive recruitment effo|
dertake pursuant to VEVRAA.

Submission of thi: e it will not subject you to any
treatment. The inf I AM NOT A VETERAN at are not inconsistent with V
amended. We are IDENTIFY AS A VETERAN, JUST NOT A riminate in hiring or employ]
against any indivi PROTECTED VETERAN pl origin, ancestry, religion, phyj
menrall disability, g IDENTIFY AS ONE OR MORE OF THE identity, marital status, pregn{
zenship, or any of CLASSIFICATIONS OF PROTECTED S

VETERANS
Select a veter; | DO NOT WISH TO SELF-IDENTIFY

Veteran Status * | [Bearch

|/_\\ enter your comment
A 4

Process History

Randal
Veteran Status Identification— Awaiting Action

( Save for Later ) ( Cancel )

B. Then the employee will click “Submit”




3. Disability Self Identification

This task asks the employee to choose the appropriate response from a drop-down menu
regarding self-identification of disabilities and a statement regarding why this question is being
asked.

= MENU Q Search I;P é a

-
o All Items Taitems Change Self-Identification of Disability
Q  Search: All ltems L -
N 1 month(s) ago- Effective 08/22/2022
Period Activity Pay: Randal 08/24/2022 7.‘(
1760 Fall 2022 Forreference  View this form at the U.S. Department of Labor website.
e
e Effective: 08/22/2022
Voluntary Self-lIdentification of Disability
o Review Personal & Contact 08/14/2022 ¥y Form CC-305
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Veteran Status Identification ~ 08/14/2022 ¢ Why are you being asked to complete this form?
8& Effective: 08/22/2022 We are a federal contractor or subcontractor required by law to provide equal employment opportunity to qualified people with
ective: disabilities. We are also required to measure our progress toward having at least 7% of our workforce be individuals with disabilities.
To do this, we must ask applicants and employees if they have a disability or have ever had a disability. Because a person may
become disabled at any time, we ask all of our employees to update their information at least every five years.
Disability Self-Identification 08/14/2022 i}
Identifying yourself as an individual with a disability is voluntary, and we hope that you will choose to do so. Your answer will be
Effective: 08/22/2022 maintained confidentially and not be seen by selecting officials or anyone else involved in making personnel decisions. Completing
the form will not negatively impact you in any way, regardless of whether you have self-identified in the past. For more information
about this form or the equal employment obligations of federal contractors under Section 503 of the Rehabilitation Act, visit the U.S. v
Complete Form I-9 08/14/2022 5% 1 4
Effective: 08/22/2022
( Save for Later ) ( Cancel )
-

A. The employee will read the statement and then scroll to the bottom.
B. Then the employee will select one of the boxes.
a. Note: “I Do Not Wish to Answer” is a choice that the employee can select.

Please check one of the boxes below:
( :) Yes, | Have A Disability, Or Have A History/Record Of Having A Disability

(_) No, 1 DontHave A Disability, Or A History/Record Of Having A Disability

(_) 1Don't Wish To Answer

PUBLIC BURDEN STATEMENT. According to the Paperwork Reduction Act of 1995 no persons are reguired to respond to a collection of infor
complete.

, | enter your comment

Process History

( Save for Later ) ( Cancel )

C. The employee will then click “Submit”.




4. Complete Form I-9
This onboarding task must be completed on or before the employee’s first day of employment.
There is an entire step-by-step guide of completing the 1-9 form in the Workday Articles. If you
search for Completing -9 Form in the Workday search box, you will be able to find some helpful
articles with screenshots.

They are also linked below:

Completing Section 1 of the 1-9 as a Domestic Employee :
https://impl.workday.com/ucf/d/inst/eb522d9850a61001526e7ac6fc9b0000/rel-task/2998540834.htmld

Completing Section 1 of the I-9 as an International Employee:
https://impl.workday.com/ucf/d/inst/eb522d9850a610015388666c70d 10000/ rel-task/2998540834.htmld



https://impl.workday.com/ucf/d/inst/eb522d9850a61001526e7ac6fc9b0000/rel-task/2998$40834.htmld
https://impl.workday.com/ucf/d/inst/eb522d9850a610015388666c70d10000/rel-task/2998$40834.htmld

5. Payment Election Enrollment

This task requires the employee to enter their direct deposit information so that they can get their
paychecks deposited into their bank account. If the information is already in the system, then they just need
to verify the information.
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Instructions to add, edit, remove or view direct deposit account(s) can be accessed by link below.
Payment Election Enrollment  08/14/2022 ¢
Event Manage Payroll Options.pdf

Review Tax Form Elections 08/14/2022 Yy

Effective: 08/22/2022 Person Randa'

Default Country  United States of America

Complete Federal Withholding  08/14/2022 ¢
Elections Default Currency  USD
Effective: 08/22/2022
Status In Progress
Change Emergency Contacts  08/14/2022 ¥ Last Updated 08/14/202210:38 PM
Accounts 1item =H. B
Review Documents 08/14/2022 ¢ N
Effective: 08/22/2022 v
4 »

-

Effective: 08/22/2022

A. The employee will first click the “Add” button to enter their banking account information if it is not
already displaying on the screen.

Accounts 1 item =@, B -
-
Account
Account Nickname Country Bank Name Account Type Number
ONE CREDIT UNION United States of America ONE CREDIT UNION o R
N Checking
;
f the above -View
-
1 >
Payment Elections 2 items = B =]
Payment Elections -
Account
Pay Type Payment Type Account Number Distribution
Expense Payments Direct Deposit . ONE CREDIT UNION R Balance
-
Payroll Payment Direct Deposit ONE CREDIT UNION i Balance <
-
4 »

B. The employee will then enter the payment election associated with Expense and Payroll payments. If
the employee entered multiple bank accounts in the “Accounts” section, this is the portion of the form
where they can enter if they want the first $200 of their payroll to go to one account and the remainder
to go to a different account.

C. The employee will then click “Submit”.



6. Review Tax Form Elections

This task is a “To Do” step. The employee will identify whether they would like to receive a paper copy of
year end tax forms or if they would like to receive it electronically.
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A. First the employee will click the orange button that says “My Tax Documents” to see the current

election.

B. On the next screen they can see if they are currently receiving a paper copy and they can edit this
selection to say if they want a print or paper by clicking “Edit”
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The University of Central Florida Board of Trust

No Current Documents Available
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My Tax Documents
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Current Year End Tax Document Printing Election Printing Election

You are currently not receiving a paper copy of your Year End Tax Documents.




C. The employee can make an election choice and then click OK.

Change Year End Tax Documents Printing Elections

Worker
Company The University of Central Florida Board of Trustees
Last Updated 07/01/2022

Current Year End Form Printing Election Yo are curently not receiving a paper copy of your Year End Tax Documents

New Election * @ Receive electronic copy of my Year End Tax Documents

Receive both electronic and paper copies of my Year End Tax Documents

Important Note : If you select the option to "Receive electronic copy of my Year End Tax Documents” :

Disclaimer Text  Online Statements require a computer with Internet access and Adobe Reader to view and print the tax document. After you submit your consent, it will remain valid for all future tax
years or until you revoke your consent (so this process does not need to be repeated). If you do not submit your consent, the Payroll Department will provide you with a paper copy of
your Year End Forms (Original/Corrected) although you will still be able to access the electronic version as well, If you have any questions, please contact the Payroll Office.

-« >

D. The employee will then click “Done”
E. The employee will then need to go back to their Workday Inbox to mark the task complete by
clicking “Submit”.
a. A“To Do” step does require that after you do the Task that Workday has requested, you go
back to mark it complete in your inbox.
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Complete Form I-9 08/14/2022 % receipt elections.
Effective: 08/22/2022 Click Submit to complete this task.
72 .
Payment Election Enrollment ~ 08/14/2022 {7 My Tax Documents
Event

Review Tax Form Elections 08/14/2022 Y
enter your comment
Effective: 08/22/2022

Complete Federal Withholding  08/14/2022 %

Elections M s
Effective: 08/22/2022
( Save for Later ) ( Close )

Chanae Emeraency Contacts _08/14/2022 <z




7. Complete Federal Withholding Elections

For this onboarding task the employee will fill out their W-4 Federal Withholding Information.

s— —
= MENU & Q Ssearch Qe &
5 All ltems T4 Complete Federal Withholding Elections &

| Q  Search: All ltems | ‘ T ‘ 1 month(s) ago - Effective 08/22/2022
o

Company The University of Central Florida Board of Trustees

Review Tax Form Elections 08/14/2022 ¥y
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Complete Federal Withholding 08/14/2022 12(
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Effective: 08/22/2022 Address

Orlando, FL 32832

— United States of America
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Effective: 08/22/2022

( Save for Later ) ( Cancel )

A. The employee will fill out the W-4 with their marital status, dependent information, etc.
B. After the employee has filled out the W-4, the employee can click “Submit”.




8. Change Emergency Contacts

This onboarding tasks requests that the employee enter an emergency contact.
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A. After the employee has entered the emergency contact information, the employee can click “Submit”.




9. Review Documents

- Loyalty Oath
This review documents task requires that the employee complete the Loyalty Oath and get it notarized.
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A. The employee will click the blue document link to download the Loyalty Oath.

7. Tagree that I will take any necessary steps to protect the University interest in such Inventions.

University Regulation: UCF -2.029: Patents, Trademarks, and Trade Secrets, and Inventions.
Dy at hitp://regulations.ucf.edu/chapter.asp

BOT-UFF Collective Bargaining Agreement, Article 18
D at http.//www.collect ining ucf edu

EMPLOYEE SIGNATURE SECTION

Employee Name (Print) Employee Signature
Notary Section

Sworn to (or affirmed) and subscribed before me by means of physical presence [_] or [_] online notarization this day of

20 __ who is personally known to me [_] or[_] who produced as identification (typeof

identification)

(Stamp)
Notary Name (Print) Notary Signature
County Slale

REV 05Aug2020

The form needs to be notarized and signed. After the form has been completely filled out the
document will be dropped back into the Workday onboarding task so that it is added to their

employee file in Workday.
The employee will then click “Submit”




10.Review Documents

— SSA 1945

This task requires the employee sign the SSA-1945 form.
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Review Documents for Onboarding for Randal % & o

1 month(s) ago - Effective 08/22/2022

Documents
Instructions
This form must be completed before the start of your employment.
On this page, you can only download the original, unsigned version of the document. Click on thePDF and review the infor-
mation. Go to the bottom of the screen, select the blue esign by Docusign Button to complete and sign the documents.
Please review and complete/electronically sign the SSA 1945 form by selecting the blue esign by DocuSign button below.
SSA1945-8-23-22.pdf
POF
Click the below button to e-sign. Please note that when signing documents you will be leaving Workday Service. You may need to wait a few seconds for the
signature status of the documents to be updated in Workday before you can submit the Inbox task. Please wait until you are redirected to Workday before
you close your browser.
eSign by DocuSign
4
-

A. The employee will click the “eSign by DocuSign” blue button to sign the form using Docusign in

Workday.

B. After the document has been signed, this task will be marked complete.

=



11.Public Records Exemption (Complete To Do Task)

This onboarding task asks employees to identify whether they or their spouse falls under one of the
protected classes of Florida Statute 119.071.
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Change kmergency Contacts  08/14/2022 ¢ For College nf Enaineering and Computer Science (CECS) - Mechanical and Aerospace Engineering (MMAE)
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Review Documents 08/14/2022 f}( Overall Process  Hire:
Effective: 08/22/2022 Overall Status  Successfully Completed
. Instructions Are you or your spouse a former or active law enforcement officer, a former or active civilian personnel
Review Documents 08r14/2022 T“? employed by a law enforcement agency judge, or member of a protected class under Florida Statute
Effective: 08/22/2022 119.071?
If no, select Submit, and no other action is needed.
Public Records Exemption 08/14/2022
If yes, take the following steps and then come back to the task and select submit.
Effective: 08/22/2022
If yes, click on the blue cloud or your picture profile at the top right. Select View Profile. Click on the
) . . Actions Button (under your namertitle). Scroll down to Additional Data, select View All, and click Edit.
Review apd Sign Documents:  08/14/2022 ¢ Check the box if you are exempt under Florida Statute 119. 071. Select OK. Click on your email icon next
P-53. ‘nstructor o the blue cloud or your picture profile at the top right to continue with the rest of your onboarding
Effective: 08/22/2022 tasks.
Review and Acknowledge HR ~ 08/14/2022 {}

( Save for Later ) ( Close )

A.  Most Common: If the employee is not a member of one of the protected classes, then they can simply
click “Submit” and not further action is needed.

B. If the employee does fall under one of these protected classes, the employee should follow the steps
listed in the message. After they have updated the information using the steps listed, they can return to
this task to click “Submit” to remove it from their inbox.
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12.Review and Sign Documents

This onboarding task requires that the employee sign the Retirement Notification, Employee
Acknowledgement Form, and Two-in-1 Form.
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Public Records Exemption 08142022 Yy

Effective: 08/22/2022

Review and Sign Documents: 08142022 Yy
P-53312 Instructor
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Q search

Review Documents for Onboarding for Randal
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Documents

Instructions
On this page, you can anly download the original, unsigned version of the document. Click on the PDF and review the information. Go 1o the bottom of the screen, select the biue esign by Docusign Bution 1o complete and sign the documents.

and a s I ke sure that you inftial by *| am 2 Retiree” or | am ot a "Retiree” via DocuSign before signing the document
Retirement Notication Form_ it ot
POF
Instructions
Onthis page, you ean only download the original, of the document. Click and Go1tothe bottom of the screen, select the blus esign by Docusign Button 1o complets and sign the documents.

Please review and complete/ electronically sign the Employee Acknowlecgemen form by selecting the blue esign by Docusign button below.

B Emplayee Acknowledgment Form D pof

Instructions
On this page, you can anly download the original, unsigned version of the document. Click on the PDF and review the information. Go 1o the bottom of the screen, select the biue esign by Docusign Bution 1o complete and sign the documents.

Plezse review and electronically sign the Twio-n-1 form by selecting the blue esign by DacuSign button below.

Twoin1 Form_WD.pdt
POF

@ e = w - Workdy Service Vou 7o can st he nbex ask. Flease watursl you are recirectes 5 Vierkeay bfore y9u cose yourSromses.

A. Each document has a blue link where they can view the document, but they should click the “eSign by
Docusign” blue button at the bottom of the message to sign all three forms.
B. After the three forms have been signed via Docusign, the task will be removed from the employee’s

inbox.




13.Review and Acknowledge HR Documents

This onboarding task requests that the employees read each of the linked documents and acknowledge that
they have read the documents.
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P-53312 Instructor
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| Agree O

Review and Acknowledge HR  0s14/2022 Yy
Documents: F
Instructor

A. The employees can click each blue document link to read the document and then check the “I agree”
checkbox under each document to confirm that they have read the document.

B. After all three documents have been agreed to with the check box marked, the employee can click
“Submit”.




14. New Hire Training Program Email

NEW EMPLOYEE (AND RETURNING EMPLOYEE) TRAINING PROGRAM

> Prior to Workday, employees were provided a list of 8 new hire training courses that they had to go
to PeopleSoft Employee Self Service to search for the required trainings courses one-by-one.

» With the implementation of Workday, new hire employees no longer need to manually search for
the new hire trainings as the system! The number of new hire trainings was also reduced from 8 to

7. Workday will automatically send what is known as the “New Hire Training Program” to the

employee on their hire date.

e This “New Hire Training Program” packages all 7 courses together in one group.

o They will get an email notification when they are assigned this task.

e Additional details and a sample of this email is included in the screenshot below.

e PLEASE NOTE: Individuals who previously worked for UCF will also receive this email when
they are rehired. If the rehire has at any point in time previously completed the new hire
training program courses, they do not need to take the courses again. These individuals will
just need to do the following:

o Click the link in the email to access the New Hire Training Program.

o Select “Begin Program” and then the system will verify whether they have completed
the training requirements previously.

o If all seven courses have been completed previously, they will get a trophy icon and a
message letting them know that they have completed the program.

Welcome to UCF! You have been assigned some training courses as part of your New Hire Training FEI T
Program !

4 day(s) ago

Dear

Welcome to UCF! As a new employee (or a returning employee) you are required to complete seven training courses that will help to introduce you to the policies and procedures that must be followed. These
seven courses have been grouped into one training program.

If you have previously completed any of the courses included in the program, you will not need to complete the course(s) again. Additional guidance will be provided below.

Even if you believe that you have previously completed the new hire training programs, all employees who receive this email should access the "New Hire Training Program” using one of the following methods to
verify completion and to enroll in the courses

1. If you are reviewing this message from an email inbox, then you can begin the training program by clicking the following link: Click Here to Access the Training Program and click "Start Program’”
or
2. If you are reviewing this message from within your Workday Notifications Bell, then click the orange "View Learning Program’ button at the bottom of this message to beqgin the program.

The following individual courses are included in the program.To be completed within your first week
FERPA

UCF Actions

Fraud Awareness

New Hire Employee Code of Conduct/Speak Up Training (English or Spanish Version)

To be completed within your first month:

Potential Conflicts

Information Security Awareness

Kognito at-risk for Faculty & Staff

After accessing the "New Hire Training Program’ click "Begin Program”. If you have previously completed any of the required courses, then those courses will be marked complete by the system and you will only
need to complete the remaining courses

The "New Hire Training Program” will be marked complete once all courses within the program have been completed. Please note that some of these courses are offered via our Canvas Webcourses platform. If
the course is offering via Canvas Webcourses, then lesson one of that course will be a link out to the Canvas webcourse. It is not necessary to complete lesson two on a course offered in Webcourses

The courses offered in this training program are maintained by various departments across UCF. If you have a question about an individual course, please see that course description for course owner's contact
information.

You can view your in-progress "New Hire Training Program” at any point by logging into Workday and selecting the "Learning” application from your "Quick Tasks® menu. Within the "Learning” application, you will
see the New Hire Training Program listed on your "My Learning® tab.

As part of your onboarding experience, please complete New Hire Training Program by 10/30/2022

Thank you!




What it looks like when they successfully completed all 7 training courses:

On behalf of: you have
completed
Program: New Hire =
Training Program
ITEMS (:()7!.(F‘LE7E£; D:J';I\J‘zcg(i)’szoiz'i;‘l =

This learning program is a collection of 7 new hire training courses that will introduce
new hires to the policies and procedures that must be followed as a UCF employee. In
addition, rehire employees who have not yet previously completed the 7 required
trainings will also need to complete any course they have not yet completed.

COMPLETED

Show All v

Program Le. Delivery Mo
7 items Self-
Directed

What it looks like when they still have more courses to complete:

You can see that they have completed 3 of 7 of the new hire trainings:

Program: New Hire Training Program

This learning program is a collection of 7 new hire training courses that will introduce new hires
to the policies and procedures that must be followed as a UCF employee. In addition, rehire
employees who have not yet previously completed the 7 required trainings will also need to
complete any course they have not yet completed.
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Program Progress

Interested in your team doing this program?
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This course is designed to provide important

v




15. New Employee Orientation Email

NEW EMPLOYEE ORIENTATION

> Prior to Workday, the department reviewed the available NEO sessions from a list in PageUp and
employees filled out a New Employee Orientation form that was sent to Central HR. The new hires
were then manually added to the New Employee Orientation course sessions.
> Now in Workday, A&P, USPS, Executive Service, and Faculty employee’s will receive an automated
Workday system message on their hire date asking them to enroll in the first available New
Employee Orientation course offering.
o HR Business Centers should let the employees know that this email is coming and that they
should select the soonest available orientation session as quickly as possible.
e Unlike in the past, they will not be able to take orientation on their first day of hire as they
cannot enroll prior to their first day.
o The orientation team requires advanced notice that an employee is attending and since
they cannot enroll until their first day, they won’t be able to join an orientation date
that is on their first day.

Welcome to UCF! Important Information Regarding Registering For Your New Employee Orientation & T
Training!

4 day(s) ago

Dea

Welcome to UCF!

We look forward to you attending New Employee Orientation. Orientation provides an overview of UCF's culture and mission, as well as information on payroll and benefits. Important policies and procedures
are discussed, and various support resources available to UCF employees are presented.

If you have already registered for a New Employee Orientation session, we look forward to seeing you soon. If you have not yet registered for orientation, please work with your department or supervisor to
select an orientation date that best meets your onboarding schedule. Due to time-sensitive benefits deadlines, we ask that this date be as close as possible to your first day of work and not more than two
weeks beyond.

Please enroll in New Employee Orientation by doing either of the following

1. If you are reviewing this message from an email inbox, then you can enroll in the course by clicking the following link: Click Here to Select Your Orientation Date and select "Enroll”.

2_If you are reviewing this message from within your Workday Notifications, then click the orange *View Course” button at the bottom of this message to enrol

When choosing a date, please note that sessions occurring after September 2 will be held face-to-face in the HR Training Room (3280 Frogress Drive, Suite 100). Each face-to-face session runs from 8:30
a.m. to 3:00 p.m. and includes a shuttle tour of campus and lunch at '63 South.

We look forward to seeing you at New Employee Orientation soon!
Charge On!

The HR Learning & Organizational Effectiveness Team



