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ESS - New Hire Onboarding

  1. All new hires will receive a Welcome Email to the email address on file which include
instructions to navigate to the Workday mobile app or Workday desktop site.

  2. Craft/Shop hires: log in = phone number & access code texted to them which validates
authenticity.

  3. Non Craft/Non Shop hires: login = work-assigned email address & temporary password.

  4. The employee will be asked to upload photos of their Driver License in this process, so it is
recommended that a phone or tablet with a camera is used to ensure a quick and easy process.

The new hire should complete the Onboarding tasks themselves.

If the employee has issues logging into the system, please contact IT Support

1 Example of Welcome E-mail
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2 Once the new hire is logged into Workday, they should navigate to their inbox by
clicking the "My Tasks" button in the top right corner.
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3 Onboarding occurs in two phases.

Phase 1: Update Contact and Personal Information (we need this information as
far upstream as possible which is why this task is by itself in the workers inbox)

The Employee's information should be populated with information obtained
during the recruitment process. If it is populated, the employee should review the
information to ensure it is correct. If it is empty, they should add information by
clicking the "Add" button.
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4 When adding a Home Address, you can type your address into the "Search
Address" box and Google will find your address and populate the information.

5 Next, verify the Employee's phone information is correct. If the data is missing,
then click the "Add" Button.
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6 Enter the Phone Number and then click the Check mark.

7 Employee will verify their e-mail is accurate. If the data is missing, then click the
"Add" Button.
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8 Employee should validate their names are accurate. If incorrect, then click into the
Legal Name box to correct.

9 If the employee has a preferred name that differs from their Legal name, they can
enter that name by clicking into the "Preferred Name" box.
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10 To add a preferred name that differs from Legal Name, Uncheck this box.

11 Scroll down to the Name fields and change as desired.
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12 Employee validate Gender information is correct. If the data is missing or
inaccurate, then click the into the box to correct or add.

13 Employee validates Date of Birth is correct. If the data is missing or inaccurate,
then click the into the box to correct or add.
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14 Some Countries require the employee to enter their Country of Birth. Populate as
necessary.

15 Enter your Marital Status if you wish to disclose.
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16 Employee to validate Race/Ethnicity information is correct. If the data is missing or
inaccurate, then click the into the box to correct or add.

17 Employee will need to enter their Citizenship Status by clicking into the Box.
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18 Gender Identity is optional

19 Pronouns are optional
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20 Take note of how the inbox currently only has one task visible. After
clicking Submit, you will see the remaining Onboarding tasks automatically
populate the Inbox.

If all data is entered and confirmed, then Click "Submit"

21 After you submit, the remaining Onboarding Tasks will populate into the Inbox.
Completed tasks will automatically move to the Archive folder.

The Employee should Complete the Form I-9
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22 Employee will complete Section 1 of Form I-9. Complete all required fields and
click Submit

23 Take note of the Form I-9 no longer appearing in the Inbox. Because the
task was completed by the Employee, it automatically moved to the Archive
folder.

The Employee will need to enter their Emergency Contact(s). Follow all required
fields to add Emergency Contacts. At least 1 Emergency Contact is required for all
new hires. Click submit when finished.
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24 The Employee will need to complete their Veteran Status Identification and click
submit.

25 Employee will need to complete their Disability Self-Identification Form and click
submit.
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26 Next, The Employee will have the opportunity to upload a Photo for their profile.
This is optional. Photos should be appropriate for work. Use the attachments
section to upload a photo.

27 Alternatively, if the Employee choses they do not wish to upload a photo, this step
can be skipped by clicking the Cog Wheel
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28 Then Click "Skip This Task"

29 Provide a Skip Reason, then Click "OK"
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30 Next, the Employee will complete their Payment Elections (aka Direct Deposit)

The Employee will need to provide their Bank Routing Number, Account Number,
and Bank Name. If wanted, the Employee can enter an Account Nickname. Voided
check or Direct Deposit back up is NOT required in Workday. Workday
auto-magically validates the Routing and Account numbers.

Click "Submit" once confirmed.

  • Your paystub will be emailed to your personal email.

  • The password to access your paystub will be provided to you via email.

  • If you do not receive an email containing your paystub password please contact Payroll via
payroll@structuralgroup.com

mailto:payroll@structuralgroup.com
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31 Next, the employee will confirm their bank account information and the
distribution. If the employee wishes to add another account, they can do so here
by clicking the "Add" Button.

Click "Submit" once all changes are made.

32 Federal Tax withholding task. Employee will complete all required fields on this
page.
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33 Federal Tax withholding task. Employee will complete all required fields on this
page.

34 Federal Tax withholding task. Employee will complete all required fields on this
page.
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35 Federal Tax withholding task. Employee will complete all required fields on this
page.

36 Employee will need to complete their State/Provincial Tax Election.

Please note this process requires the Employee to navigate to a website to
retrieve tax forms and email the PDF to HR Operations. For any help, please
contact HRops@structuralgroup.com

Click the "Complete your state and local tax elections" hyperlink

EMBED State Tax Form Instruction link

mailto:HRops@structuralgroup.com
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37 You will be redirected to an external site.
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38 Scroll down and Click "State/Provincial Forms", then select your Country. For this
example, the United States will be used.
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39 Locate your State's tax form. You may need to move to a different page, use the
buttons at the bottom to change pages.

40 Once you find your State, Click "Download"
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41 Download, complete appropriate form AND/OR retrieve a printed copy of form at
branch or job site.

All employees will need to print the state tax form in order to sign the tax form.

Upon completion of tax form, OM or job site Super to take photo of the state tax
form and email directly to HRSOPS@structuralgroup.com

42 After you have emailed the State Tax form to HR Operations, return to workday
and Click "Submit"

mailto:HRSOPS@structuralgroup.com
mailto:hrops@structuralgroup.com
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43 Next the employee will need to review and agree to Company Agreements.

All Craft/Shop Company Agreements are dual language (English/Spanish)

44 Click the Document's name to open the document. PDF viewer will open up
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45 After you are finished reviewing the Document, click the "I Agree" button and
scroll to the next document. This will be the same process for each of the
Agreements in this task.

Take note of the reduction of Workday tasks. Each task that has been completed
has automatically moved to the Archive folder.
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46 The final document to review is the "Personal Mobilization Agreement". This
document is assigned to ALL Craft/Shop new hires.

Once the document has been reviewed and the "I Agree" box has been checked,
you will be required to upload a photo of your auto insurance card. Use the
attachment feature to take a picture from your phone.
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47 Once all Documents have been review and all "I agree" boxes checked, Click
"Submit"

For any questions on these documents please contact HR Operations

48 The last onboarding step will be uploading the employees driver's license. This
task is assigned to ALL new hires. Front and back of the license is required.

Click the "+" icon to add a license.

mailto:hrops@structuralgroup.com
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49 In the License ID Type Column, Click "Driver's License"

50 Scroll to the right and locate the "Issued by Country Column"
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51 In the Country Region box, Scroll to locate appropriate country.

52 Then Scroll and Click the State in which the Driver's License was issued. Here we
select "Maryland" as an example.
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53 Scroll to find the "Identification #" and Enter the Driver's License Number

54 Last, enter the Expiration Date of the Driver's License
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55 Confirm that the entered Data is correct

56 Next, a picture of the front and back of the Employee's license needs to be
uploaded. Scroll down to find the Attachments box. Click into the box to
upload/take a photo
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57 Click into the Category field and Select "Licenses". Provide description "Front of
License"
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58 Next, the other side of the License will need to be uploaded. Click "Upload" to
upload/take another photo
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59 Click into the Category field and Select "Licenses". Use description to provide
description "Back of License"
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60 Click "Submit" once finished

Once all tasks are finished and the Employee's inbox is empty, Onboarding is
Complete.

61 Admin Support will have access to a Workday report that shows Onboarding
progress for all workers in their organization. This will be a helpful tool to allow
Admin Support to monitor progress and follow up with employees on Workday
tasks.


