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INTRODUCTION & WORKDAY LOGIN 
Welcome to the Onboarding Job Aid! This document will take you through the entire onboarding process. As a new Workday user, 
we want you to be empowered with the knowledge to understand the system.  All of your Onboarding tasks will be completed in 
Workday. 

You will receive two emails from savista@otp.workday.com.  The first email will have your account username (typically your 
Colleague ID number), and the second email will have a temporary password for your account, as well as a link to Workday.  You will 
be asked to reset your password once you log in.  

Once you log in, the default page in Workday is your Home page.  On the Home Page, you’ll find: 

• (Top left to right) Menu, Logo, Search Bar, Shortcuts, Workday Assistant, Notifications, Inbox and Colleague Profile. 
o The logo will return you to your Home page from anywhere in the system. 

• Awaiting Your Action, Timely Suggestions, Onboarding Timeline, Announcements, Quick Tasks, Your Top Apps 
o You can use these to complete your tasks, find apps within the system, or quickly complete actions. 
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OFFER LETTER 
Before onboarding can commence, please accept and sign the offer letter found in your Workday Inbox.  

1. From your Workday Inbox, click the Sign My Offer Letter task. 

2. Click the link to review the offer letter. 

3. Click the E-sign by DocuSign button. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 

4. Check the box to attest you have read and agree with the terms of the policies, then click Continue. 

5. Click Sign to electronically sign the document, then click Finish. 
 
 
 

 
 
 
 
 
 
 
 
 
 

6. You will be returned to Workday. Click Submit and Done. 
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WAGE THEFT PREVENTION NOTICE (if applicable) 
Newly hired colleagues located in New York, California and Minnesota will need to complete Wage Theft Prevention Notice. 

1. Select the Wage Theft Prevention Notice for Hire task located in the Workday Inbox. 
2. Click the link to view the document in your browser window and review the details. 
3. Click the I Agree check box to attest you have read and agree with the terms of the policies and procedures within. 
4. Click Submit. 
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ONBOARDING PLAN 
Within your Onboarding Plan in Workday, you will find all you need to get started. 
 

1. From your Workday Home page, click the View Onboarding Plan link in 
the Onboarding Timeline section. 

2. Your Onboarding Plan will display. The plan is  
made up of several sections: Onboarding Timeline,  
To Do’s, and Announcements 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

3. Each section of the dashboard offers various information: 

• Click Open Timeline to see where you are in your onboarding progress. 

• The Announcements section provides important information from Savista.  Click or hover over the message to view 
the complete message details.  

• The To Do section provides you an up-to-date status of your onboarding tasks. To get started on your onboarding 
tasks, from your Onboarding Plan, click View All Tasks. Your onboarding tasks will display. This guide will cover each 
task individually in the following pages. 

 
 

  Note: The tasks can be completed 
in any order. This guide will go from 
top-to-bottom. 
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NEW HIRE BENEFITS ENROLLMENT 
1. In your Workday Inbox, select the Change 

Benefits for Life Event task, then click Let’s 
Get Started. 

2. Answer the Tobacco Use question, then click Continue. Click Continue again. 

 
3. There are three sections. Health Care and Accounts, Insurance and Additional Benefits. Each section contains cards 

that display the type of benefits that colleagues can Enroll in. Cards that are labeled Manage, are benefits that 
colleagues automatically receive when hired. You are required to complete the Tobacco and Spousal surveys, even if 
you are not enrolling in Savista health benefits. Click each desired benefit card labeled Enroll and fill out the re- quired 
fields within that section to complete your enrollment in that benefit. When finished, click the Review and Sign button 
at the bottom of the screen. 

 
 
 
 

 

 

 

Note: In this guide the colleague will be enrolled in Medical, 
Dental and Vision. A Dependent will also be added and selected 
as a Beneficiary. 
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4. Click the Medical card. Read the 
Health Care Instructions on the 
right. Select the desired plan then 
click Confirm and Continue. 

5. The Coverage defaults to Colleague Only. Click Save to select 
this coverage. If desired, click Add New Dependent to add a 
dependent and follow the workflow shown, filling out all 
required* fields. 

 
6. Once you click Save you will be notified of the Next steps 

in the process. 
 
 

 

D 

A 

A. Read the instructions, then click OK. 

B 

B. Fill out all required* fields on the form,  
     then click Save. 

C. Your new Dependent will be shown. Click 
Save. 

C 

Note: (See image D) A National ID number must be add- ed 
unless the dependent is a child under one year of age. (e.g., 
Social Security Number.) 
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7. Click the Health Savings Account card. 
Select or Waive the HSA Bank plan. 

8. If you Select the plan, enter an amount to Contribute Per Paycheck or 
Annually. When you enter an amount in one field, Workday will auto-
calculate the amount for the other field. You may use the number of 
Remaining Paychecks for reference when determining your contribution 
amount. 
Click Save. 

 
 
 
 
 
 
 

 
 

 
 
 
 
 
 
 
 

9. Update another plan or click Review and Sign once you’re ready to submit your changes. 
 
 

 

 

 

 

 

 

 

 

 

 

 

 

Note: As you move through the benefit elections process 

the Projected Total Cost Per Paycheck will update. 

NOTE: You may only enroll in a Health 
Savings Account (HSA) if you selected 
the Gold or Silver (HDHP) medical 
plan. 
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10. Before clicking Review and Sign, you should add your beneficiary to your company provided Basic Life plan. 

Additionally, if you enroll in supplemental colleague life insurance, you should add a beneficiary here as well. 
Click the card and follow the steps to select your dependent as your beneficiary. 

11. You cannot edit this screen. Click Confirm and Continue. 
 

 
12. Click the Plus (+) icon to add a Primary Beneficiary. Click the field and select Add New Beneficiary or Trust. 

13. Click the Add New Beneficiary radio button and click Continue. 
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14. Select the Relationship from the menu. 

15. Fill out the required* fields on the Legal Name tab. 

16. On the Contact Information tab, click the Add button and fill out the required* fields for Phone and Address 
information. 

17. Click OK. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

18. The Percentage must equal 100%. You may have multiple primary beneficiaries, but the total percentage must equal 100% 
(e.g., Beneficiary A = 75% and Beneficary B = 25%)  

19. Click Save once you have selected/added all beneficiaries.  

 

Note: Your Beneficiary is displayed. If you want to add additional beneficiaries, repeat steps 12–17 before proceeding. 
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20. If desired, Enroll or Manage any Additional Benefits. 

21. Once you have finished making your benefit elections, adding your dependents, and/or beneficiaries, 
click Review and Sign. 

 

22. View the Summary of your selected benefits. The Total Benefits Cost will be displayed. 

23. Click the I Accept box to provide your Electronic Signature and click Submit. 
 

24. Click View Benefits Statement to download and Print a copy of your benefit elections or click Done. 
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ENTER CONTACT INFORMATION 
1. Select the Enter Contact Information task. The contact information submitted on your job application will auto-popu-late 

the fields. Confirm the information is accurate. 

• To edit/update existing information, click the Pencil icons. 

• If desired, use the Add button in any section to enter additional information. Fill out all the required* fields. 

2. Click Submit. 
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UPDATE PERSONAL INFORMATION 
1. Select the Update Personal Information task. The personal information submitted on your job application will au- 

to-populate the fields. Confirm the information is accurate. 

• To edit/update existing information, click the Pencil icons. 

2. Entering Date of Birth is required*. 

3. Click Submit. 
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COMPLETE I-9 
The Department of Homeland Security, U.S. Citizenship and Immigration Services require the I-9 Employment Eligibility 
Verification form to be completed by each colleague. 

 
1. Select the Complete Form I-9 task. 

2. Click the Form I-9 Instructions link to download and review the instructions. 
 

 
3. In Section 1, select the appropriate Citizenship button. 

 

 
4. Within the Signature of Employee section, read the statement and click the I Agree box. 

5. Check the appropriate button under Preparer and/or Translator. 
 
 
 
 
 
 
 
 
 
 

6. Click Submit. 
 
 
 
 

  

Note: If you used a Preparer and/or Translator, they 
must fill out the information below and check the I 
Agree box in that section. 
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MANAGE PAYMENT ELECTIONS 
Select your preferred payment method. The steps shown below are for direct deposit, however, you may select Check in step 2, 
if desired. 

 
1. Select the Payment Election Enrollment Event task. 

 

2. The Manage Payment Elections form will display. 

• Direct Deposit defaults as the Preferred Payment Method. 

3. In the Account Information section, enter the following: 

• Account Nickname (optional) 
• Routing Transit Number 
• Bank Name 

2
 

• Bank Identification Code (if applicable) 

• Account Type (Checking is the default) 

• Account Number 

4. Click OK. 

5. Review the information entered. 

6. Click Submit. 
 
 
 
 

 

 

 
5  

 
 
 
 
 
  
  
 
 
 

 
 

 
 

Note: Use these buttons to Edit incorrect 
information entered or Remove a bank 
account. 

Note: Workday can only validate a routing 
number. The user must verify and ensure all 
other information is accurate. 

Note: If you do not have this information, visit your bank’s 
website or contact your bank for more information on 
direct deposit. 

Note: To add additional bank accounts, click the Add button and repeat steps 2 & 3. To Edit accounts and distribute 
payments between all added accounts, follow the steps on the next page. 

2 

5 

3 

4 

6 

2 
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OPTIONAL: 

1. Click the Edit button for USA Payroll Payment. 
 

 
2. Click the Plus(+) sign to add a row, then use the Prompt icons to select the Country (the Currency will default), 

Payment Type, and select the new Account. Enter an Amount or Percent to deposit into the new account each pay 
period; you can have multiple accounts for payroll, but the final account must always be designated to handle the 
Balance (this ensures any remaining funds are deposited). Click OK when you have added all necessary accounts. 
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FILL OUT W-4s 
Your W-4 forms will need to be completed outside of Workday. Follow the steps shown below. 

 
1. Select the Fill out W-4s task. 

2. Click the Tax Withholding Forms link. The CIC Plus website will open in a new browser tab. 
 

 
3. Select the appropriate Citizenship Status. 

4. Click Create. 

5. Select a Marital Status. Fill out any other fields, as applicable. 

6. Click Submit to Employer. 

7. Click OK in the confirmation pop-up window that appears. 
 

 
8. Return to Workday and click Submit. 
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CHANGE EMERGENCY CONTACTS 
1. From your Workday Inbox, click the Change Emergency Contacts task. Click the Pencil icons to add a Legal Name 

and Relationship. At least one Primary Phone or Primary Email address is required. Enter all required* information 
in each section. 

 

 

 
 

 

 

 

 

 

 

 

Note: You can click the 
check mark to save your 
entries in a section or click 
the next section. 
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4. Scroll down to the bottom of the page and use the Add button to add any Alternate Emergency Contacts, if needed. 
Note that these contacts will be given a priority of 2 in the system by default, but you can change this. 
• Note: The required information for an alternate emergency contact is the same as above (Legal Name, 

Relationship, and at least one Primary Phone or Primary Email). 
 
 
 
 
 
 
 
 
 
 
 

5. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

  

 

 

  

Click Submit. 
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REVIEW DOCUMENTS 
An important part of the onboarding process is becoming familiar with the company policies. 

 
1. From your Workday Inbox, click the Review Documents task. 

2. Click the links to view each document in your browser window and review the details. 

3. Click the I Agree check box to attest you have read and agree with the terms of the policies and procedures within. 

4. Click Submit. 

 

 

  

Note: There are 9 documents 
that need to be reviewed. 
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NONCOMPETE AGREEMENT (if applicable) 
7. From your Workday Inbox, click the Noncompete Agreement task. 

8. Click the link to review the details. 

9. Click the eSign by Docusign button. 
 

 
10. Check the box to attest you have read and agree with the terms of the policies, then click Continue. 

11. Click Sign to electronically sign the document, then click Finish. 
 

 

 
12. You will be returned to Workday. Click Submit and Done. 
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DISABILITY SELF-IDENTIFICATION 
1. Select the Disability Self-Identification task. Review the information, then make a 

selection to self-identify. 

2. Click Submit. 
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VETERAN STATUS ID 
1. Select a Veteran Status as appropriate from the menu and check any box(es) that apply. 

2. Click Submit and Done. 
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ARBITRATION AGREEMENT 
1. From your Workday Inbox, select the Agreement to Arbitrate Compensation Disputes task. 

2. Click the link to review the details. 

3. Click the eSign by Docusign button. 
 

 
4. Check the box to attest you have read and agree with the terms of the policies, then click Continue. 

5. Click Sign to electronically sign the document, then click Finish. 
 

 

 
6. You will be returned to Workday. Click Submit and Done. 
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UPLOAD PROFILE PHOTO 
One of the last steps in Onboarding is changing your profile photo in Workday. This will update the cloud icon to your 
personal photo. 

 
1. From your Workday Inbox, click the Photo Change task. 

2. Click the Select Files button or Drag and Drop your image in the Attachments section, to insert your photo. 
 

 
3. Once your photo has been selected, adjust your image to fit within the circle on the Change Photo screen, then click 

OK. Your photo will then upload. When complete, click Submit. 
 

 
Onboarding is now complete. 
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