(Core HR): Complete Form |-9 Staff & Team Member @

Follow these instructions to complete your I-9 when initially onboarding or when you need to update
as a current employee.

Tasks

e Complete Form I-9 from Worker Profile

e Complete Form I-9 during Onboarding

e Maintain Worker Documents for 19

Complete Form I-9 from Worker Profile

1. Fromthe Workday
search feature, (Q Complete Form I-9 @)

enter ‘Complete

Form I-9" and select
the Complete Form
I-9 task.

Complete Form 1-9
Task

2. The Workername will
default in the Worker Complete Form I-9
field. If your name
does not default, type
your name, and click Worker *| m omm = S =
enter.

3. Click OK.

Enter your new
information, including any required information.

5. Selectthel Agree checkboxasasignature.
Click Submit.

0.
Complete Form |-9 during Onboarding

You may also be required to complete your Form I-9 when you start your Onboarding:

1. From the Workday homepage, go to your Workday e
&l E 2 items
Inbox — .Click on the item titled Read
Ca refu"y and Click Submit to Begin Your Read Carefully and Click Submit to Begin Your Onboarding
Onboarding_ 5 day(s) ago - Effective §oL L LELL
=
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2. Read the
CompleteTo Do
information
provided and
click Submit.

3. Complete the
Personal
Information
Change item and
click Submit.

Complete ToDo  Read Carsfully and Click Submit to Begin Your Onboarding

Sdayle) wgo- Eteccl B W

For

Overall Progess

Overall Status

Due Date

Instructians

[ LI |
01/2072022
Welcome 10 UVA! We are excited for you 10 join our team. To ensure The S1ar1 of 3 successtul eareer, you will Nesd 10 complete a series of 1asks and review information in Workdtay prior o your first day of employment and dunng your first few weeks.

These items include importan: things Ik

r 19 and W-d forms, di information, with instructions on where 1o report for orientation (if appiicable)

Piease read the instructions below carefuly.

Inbox tems: These are d quire ¥¢ promptly and can be accessed by clicking the box-like icon just 1o the left of the cloud in the 1op right comer,
Please pay close attention to the Inbox ftem content. After you click subimit, you will 1o fonger be able 1o view the content o the onboarding tazk. The task Reelf wil be visile i your srchived Inbos (2nd ab of nbox).

You will need 10 log in to Workday daily during your first few weeks as addfional Inbox Hems wil be released periodically and as other tasks are completed

These are mmp o5 that el provide 5ot your emplayment st UVA. Ko sction is required in Workday
Access Notfications by cicking the BelFike 159n 10 th Ieft of your (1boK (15 IcGrS T T left of the cloud i the t0p fight corner)

Plesse make sure o read =l Notifications pror o your first ey, especialy the ones about orientation snd parking (1 pplicaiie )
if you are relocating from out-of-state, please update your new, local address in Workday 10 ensure the correct state taxes are withheld.

Please note: The links/URLS within your NOTIRCENONS have 10 D& €opied and pasted into snother 18D OF you! web bIowser, They cannot be sccessed by Clicking on them

click on sircle 10 the ight of the notification you've read. disappear ke Inbax items.
f you have any questions or concems regarding your onboerding, piease contact the HR Salution Center by calling (434) 243-3344 or emeil askHR @vircinia,cdy. The Soiution Center is open B a.m. 125 0.m, Monday though Fridey, excluding University holideys|

Please note: Wihen you cllck sUbiT o0 this Inbox fem, the instnuetions above will na longer be visible i your archived inbox tem, but may be aceessed again as 3 Notification namd “Onboaraing Instructions.*

~
=t

enter your comment

& oo ciose
a Home Q Ssearch
DO
Mctions o— Personal Information Change (COMPLETE THIS BEFORE I-9)  Onboarding for .
4 secondls) ago - Effective 12/01/2021
Viewing: Al Sort By: Newest

Personal Information Change (COMPLETE THIS BEFORE
1-8): P432741 Research Associate - 12 Month (Position
| e—

4 second(s) ago - Effective 12/01/2021

Fill: =

Complete Farm 1-9::
4 second(s) ago - Due 12/04/2021; Effective 12/01/202T

Legal Name

Legal Name *

Change Personal information

Gender

Gender

Male

Save for Later Close

The next task is Complete Form I-9. Click on it, and enter your name, address, city ortown,

state, zip code, date of birth. Make sure to include your Social Security number entered in
the ‘US Social Security Number’ field as well as your Employee Email Address and Employee

Phone Number.

Exception: If you are in the process of requesting a Social Security Number.
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Complete Form |-9

Employ

nt Eligibility Verification
i i

U5 Comamaig smd i an s

Y A—
e : N I
o B i oy g, I & g .t

Save for Later Cancel

5. Under the ‘| attest...” selection, select the correct value.
6. Selectthe ‘I Agree’ checkbox as a signature.

7. Click Submit. In the next section, you will upload documents to finish your I-9.

Form I-9 Once Approved, you will receive a notification.

Maintain Worker Documents for |-9

Scan or take a picture of your acceptable I-9 documents and save them to your computer. Follow
the below instructions to upload them under Maintain My Worker Documents.

1. Fromthe
Workday search Q Maintain My Worker Ducuments‘ @)
bar enter

‘Maintain My
Worker Maintain My Worker Documents
Documents’ and Report

select the report
that appears below.

Q Note: Approval by Talent Support is required after completing
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2. Click the Add button.

Maintain My Worker Documents

Add

3. Either Drag and Drop your document into the ‘Drop files here’ box or use the ‘Select files’ button
to locate the document on your computer

Drop files here

or

Select files

4. Afteryou’ve selected your
document, choose the best
Document Category RN
(required) and add a )
Comment (optional).

Add Worker Document

a. If you want to Legal Name Change. JPG
upload additional
documents, click the
UPLOAD button, and Comment
repeat steps 3-4
until you've added
all documents you
intend to upload.

Document Categeryfl®* | % Personal Information

5SN with my new Legal Name

You can add multiple

Upload
documents, all at once,

5. Once you’ve added all the documents you wish to add at this time, click OK

6. Your document has now been added to your Worker Documents! Click DONE to exit.
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