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1. GUIDE OVERVIEW

This guide outlines instructions foeviewing and completing New Hire Work Center Activities through
UAccess Employee.

2. EMAILS

Two (2) or three (3) separate emails are sent to your personal email address to establish your Employee
relationship withthe University of Arizona.

2.1 INDIVIDUALS NEETO THE UNIVERSITY

Employees who have not previously held a job or a designated campus colleague relationship will receive emails 1
¢ 3 below.

BEMAILONE

The first email with the subject line *Action Required* University of Arizona Self Service proviotdsmplID
which will be used with your singlese Pin (email two) to create your UA NetlD.

Email #1 Text:
Dear John Doe,
Welcome to the University of Arizona! This is the first of three separate emails necessary to establish your relationship

with the University. Each message contains unique information and instructions which must be sent independently to
protect access to your personal information.

I Your assigned EmpllD is: I

**Please save this email—it contains your EmplID which is required for current and future reference®*

MEED ASSISTANCE???
EmpllD questions(s) - Contact Systems Control by replying to this message
University of Arizona affiliation guestion(s) — Contact your department business office representative

BvAILTWO

The second email with the subject line *Action Required* University of Arizona Self Service provides your single
use Pin which will be used with yomplID (email one) to create your UA NetID.
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Email #2 Text:
Dear John Doe,

Welcome to the University of Arizona! This is the second of three separate emails necessary to establish your
relationship with the University. Each message contains unique information and instructions which must be sent
independently to protect access to your persenal information.,

This message includes your single-use Pin that you will use along with your EmplID, which is provided in a separate
email, to create your mandatory UA NetlD (username). The UA NetlD validates your UA status and is your gateway to
University services and resources.

Your assigned single-use Pin is:

CREATE UA NetlD (username)
1. Copy and paste the following link into an internet browser: https://netid.arizona.edu.
2. Select and complete the steps in the Create UA NetID option located on the left side of the page. Detailed
instructions to create a UA NetlD are available at:
http://uits.arizona.edu/sites/default/files/NetiDereationV2. pdf.

Note: The UA NetlD will be part of your official UA email address (netid@email.arizona.edu)

COMPLETE SELF SERVICE ACTIVITIES
1. Follow instructions included in the third email to finalize your affiliation with the University.

NEED ASSISTANCE???
NetiD and password question(s) — Contact Systems Control by replying to this message
University of Arizona affiliation question(s) — Contact your department business office representative

BEMAILTHREE

The third (3) email contains a direct link to tbéccess Employesystem where you will complete and submit
online documents fier your UA NetID is ceded.

Email #3 Text
Dear John Doe,
Welcome to the University of Arizona! This is the last of three separate emails necessary to establish your relationship

with the University. It contains information and instructions for completing online New Employee Work Center activities
required to finalize your official employment status.

I***‘r’ou must complete the online New Employee Waork Center activities before your official start date®** I

COMPLETE REQUIRED WORK CENTER TASKS AND ACTIVITIES

- Click on the following link: http://

- Enter your UA NetID (username) and password

- Complete and submit all required New Employee Work Center activities

MNEED ASSISTANCE???

NetiD, password and New Employee Work Center activity guestion(s) - Contact Systems Control by replying to this
messags

University of Arizona affiliation question(s) - Contact your department business office representative

Online Help- New Hire Work Center Reference Guide

2.2 INDIVIDUALS WITH PREUSLY ASSIGNED IRET
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BVAILONE

The email with the subject line *Action Required* University of Arizona Self Service provides a link to UAccess
Employee which may be used along with your NetID and password to access yoHiirsétork Center.

Email #1 Text:
Dear John Doe,

Welcome to the University of Arizona! This is the first of two separate emails necessary to establish your current
relationship with the University.

Our records indicate that you were previously assigned the following University Netld:

Your UA NetlD and password provide a gateway to University services and resources, and are necessary for completing
Self Service activities.

MEED HELP RESETTING YOUR PASSWORDY??
Contact the UITS 24/7 IT Suppert Center at 520-626-8324 or support@email.arizona.edu,

COMPLETE SELF SERVICE ACTIVITIES
Follow instructions included in the second email to finalize your affiliation with the University.

BEvAILTWO

The second email contains a direct link to thaccess Employesystem where you will complete and submit
online documents.

Email #3 Text
Dear John Doe,
Welcome to the University of Arizona! This is the last of three separate emails necessary to establish your relationship

with the University. It contains information and instructions for completing online New Employee Work Center activities
required to finalize your official employment status.

I***‘r’ou must complete the online New Employes Work Center activities before your official start date®** I

COMPLETE REQUIRED WORK CENTER TASKS AND ACTIVITIES

- Click on the following link: http://

- Enter your UA NetID (username) and password

- Complete and submit all required New Employee Work Center activities

MEED ASSISTANCE???

Net!D, password and New Employee Work Center activity guestion(s) - Contact Systems Control by replying to this
message

University of Arizona affiliation guestion(s) - Contact your department business office representative

Online Help- New Hire Work Center Reference Guide

3. CREATING YOUR NETID
Tocreate aNetld ¥ & 2 dalréaty@déhy ©navigateto https:/netid.arizona.edu/
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Detailed nstructions are located ahttp://uits.arizona.edu/sites/defaultfiles/NetI|DcreationV2.pdf

4. COMPLETING SELF SERWCTIVITIES

Please complete the Self Service actgitin the order presented below.

4.1 POPUP BLOCKER

The web browser popip blocker must be turned off in order toew documents click herefor additional
information.

4.2 UACCESS EMPLOYEBGGIN

The navigating to th&JAccess Employdimk from the welcome emails will activate the login authentication
window.
1. Enter your NetID and password

AR, THE UNIVERSITY OF ARIZONA

NetID WebAuth

Establish UA NetlD authentication now to access
Enter your NetID and Password protected services later.

4.3 UACCESS EMPLOYERA NEW EMPLOYBBMEPAGE

Once you have logged intdAccess Empyee you will be brought to the UNew Employeélomepage.

1. Click on theNew Employee Activitigde
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UAccess ' Employee v UA New Employee A Y= 0

New Employee Activities

Review and Complete New
Employee Activities

o c

2. The New Hire Work Center will display a list of Pending Hire Activities. Tasks with a checkmark in the
Required box must be completed, submittadd/or accepted in order for your New Hire relationshijth
the University to be officially recorded in the UAccess Employee system.

ccess - Employee

< UA New Employee New Hire Workcenter
New Hire Workcenter o «
New Employee Work Center o THE UNIVERSITY
A . OF ARIZONA

Pending Hire Activities
Activity Required| Done

u Welcome to the University of Arizonal
pdate Personal Information|

submit-2 ‘We hope you find your employment with the
Background Consent University of Arizona enriching and fulfilling. To assist
Background Disclosure you with a smooth transition, the "New Employee

Work Center" provides a list of electronic documents

Finger Print Notice which require your attention on or before your first day

Loyalty Oath of employment

Health Insurance Nofice To begin completing your new hire activities, click on
Update Emergency Contacts| the "New Employee Work Center" activate button
Ethnicity

New Employee Wark Center o

Veteran Status

Disability Status Expand (IJ

The tasks listed with a check mark in the "Required”

fyou getan armor, clickthe & box must be completed, submitted and /or accepted in
on the upper right corner of the Wark order for your Pre- or New Hire relationship with the
CaE.'LTrtte:EIIrEII\:tE and selectthe nextitem on University of Arizona to be officially recorded in the

UAccess Employee system.

Return to the Welcome Page

umie ome A To ensure all required tasks have been completed,
click on the New Employee Work Center reload button
to view items that are "Done" before exiting the
system.

Mew Employee Work Center e !

Ty

[

4.4 UPDATE PERSONAL IRMATION

The Personal Informatiotaskis required before proceeding to the 19 step.

1. Click orthe Wpdate Personal Informatidiink in the Pending Hire Activities menu
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UAccess - Employee

< UA New Employee New Hire Workcenter
New Hire Workcenter o «
New Employee Work Center av A THE UNIVERSIW
oo Fire At . OF ARIZONA
ending Hire Activities
Activity R d D . . )
WI Welcome to the University of Arizonal
Update Personal Information
Sl = We hope you find your employment with the
Background Consent University of Arizona enriching and fulfilling. To assist
Back d Discl you with a smooth transition, the "New Employee
ackaround Disclosure ’ Work Center" provides a list of electronic documents
Finger Print Notice which require your attention on or before your first day
Loyalty Oath s of employment

Health Insurance Notice To begin completing your new hire activities, click on

Update Emergency Contacts |+ the "New Employee Work Center” activate button
Ethnicity

New Employse Wark Center
Veteran Status i 4 b

Disability Status Expand @

The tasks listed with a check mark in the "Required”

ffyou getan ermor. clickfhe - & box must be completed, submitted and /or accepted in

on the upper right cormer of the Work order for your Pre- or New Hire relationship with the
CW?”{QI""‘E and selectthe nextitem on University of Arizona to be officially recorded in the
yourtask list.

UAccess Employee system.

Refum to the Welcome P

Fln e welcome Fage To ensure all required tasks have been completed,
click on the New Employee Work Center reload button
to view items that are "Done" before exiting the
system.

New Empl

2 Work Center a} e

PERSONADATA

1. Verify citizenship status
a. Modify if incorrectly displayed
2. Enter Social Security Number
a. This may exclude individuals withandBS & A RSy i A YY A A NJ aongeslderidnt (G dza & L T
have not received a copy of your Social Security Card, select Applied for SSN
3. Confirm the personal email is accurate
a. Modify if incorrectly displayed

UAccess - Employee

< UA New Employee New Hire Workcenter

New Hire Workcenter o « o, . .
efl  New Hire Personal Information
New Employee Work Center S ov

Pending Hire Activities

Activity Required Done Hire Type Classified Staff Transaction Status: Waiting for New Hire
Update Personal Information Transaction EE Acceptance:
Empl ID: AcceptReject Dt
Submit -8 L4 i PURe)
* Start Date Email Sent:

Background Consent .
Temporary Emplid:

Background Disclosure L4 Mew Emplid
Finger Print Notice

d Personal Data
Loyalty Cath L4

* First Name Wilma Gender
Health Insurance Notice Middle Name: Kitty * Date of Birth.
Update Emergency Contacts # * Last Name: Wildcat

@ Remote
Ethnicity jo-Emp Yes No
- working
Veteran Status | *Is the person a US Citizen or Permanent Resident? ™ Yes Ne | outside
Disability Status of AZ?

* Select ® Citizen Perm Resident I

Ifyou getan error, click the &
Social Sec Nbr: Applied for 88N I
on the upper right corner of the Work .
Center frame, and select the next item on Personal Email: I

your task list. UA Directory Phone:
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CONTACTNFORMATION

The Contact section allows you to add a Home and Out of StatedBgsAddresalong with phone numbers.

Out of State Business Address

This address type is specifically used for capturing out of state business addresses for employees performing work

at locationsoutside the State of Arizona.
1. Click on Yeif you are woking outside the State of Arizona

Contact Information
Will you be working out of state? % Yes No I
Country USA Address Type Outof State Business

Address Line 1

Address Line 2
City State Q. Postal Code

Home Address
1. Click on theBdit Addres§link

Contact Information
Will you be working out of state? Yes ®iNo
Address Information: Address Type Home
Country United States Change Country
Address Edit Address

2./ tA01 2y GKS W/ KIFy3aS /2dzyiNEQ fAY]l FYyR &St SOi

States
3. Enter your home address
Note: The form cannot be savedless this section has beeampleted

Phone Number

1. Select the Phone Type
2. Enter your 1adigit phone number using the following format (XXX )33 X
Note: Click on the signto add more than one phone type (ex. Mobile, Home)

Phone Numbers:

*PhOHEIZIQ | Preferred =

Type

ADDITIONAINFORMATION

1. Complete all questions in the additional information section
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Additional Information

IHighestEducationLeveI Notindic - I

*Have you ever worked in a paid position for the University of Arizona? ©Yes ©HNo

Ifyes, what department(s)? Date e

Under what name, if different

Note: Certain New Hire relationships are subject to successful background checks. Additional information may be required
from Human Resources.

*Have you ever been convicted of or plea bargained to a misdemeanor offense?
If yes, you must provide crimina/ conviction information and dates: (You are responsible for knowing fraffic violations or other
«citations received that were clzssified 25 3 misdemeanor. )

*Have you ever been convicted of or plea bargained to a felony offense?

I yes, you must provide criminal conviction information and dates: (You are responsible for knowing fraffic violations or other
citations received that were classified a5 3 felony)

*Are you subject to child support withholding?

Arizonzs Revised Statufe 23-T22.02 requires employers fo ask esch new employes if they are subjsct fo chid support wags
assignments or arder and if subject fo child support withholding, requires you fo deliver 2 copy of any active child support and wage
withholding documents fo Payroll, University Senvices Building, Room 402.

*Have you ever contributed to the Arizona State Retirement System?

If yes, do you still have monies on account?

SAVETHEPERSONAINFORMATIOIBECTION

1. Read the Acknowledgement section
2. Click the Save button

Acknowiegdement:

By clicking the Save button | am indicating that my responses above are true, complete and accurate and that |
understand the requirements of the Child Support Wage Withholding statute outlined above.

| understand that if | accept the job offer, | will be asked to give my written consent for the University of Arizona to
conduct a check of my criminal conviction history, motor vehicle record, educational credentials and work history.

My signature below affirms that the above information is true, complete and accurate. | understand that 3 "yes”
response will NOT automatically exclude me from consideration, but falsification, misrepresentation, and/or omission of
a criminal conviction on my employment application andfor this consent and disclosure form is grounds for excluding
me from further consideration, withdrawal of a job offer, and if working, termination of my employment.

Save

3. The Personal Informatiotaskwill continue to appeaon the right side of the screen
a. The refresh button on thepper righthand corner of the New Employee Work Center frame may
be clicked to update theone&llags to reflectasks that have been completed
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UAccess - Employee

< UA New Employee

New Hire Workcenter

«

£+]
.-

New Hire Workcenter

New Employee Work Center

Pending Hire Activities

Activity Required Done

Update Personal Information I

Submit -9

Background Consent
Background Disclosure
Finger Print Notice

Loyalty Oath

Health Insurance Notice
Update Emergency Contacts
Ethnicity

Veteran Status

Disability Status

A THE UNIVERSITY
. OF ARIZONA

Welcome to the University of Arizonal

We hope you find your employment with the
University of Arizona enriching and fulfilling. To assist
you with a smooth transition, the "New Employee
Work Center" provides a list of electronic documents
which require your attention on or before your first day
of employment.

To begin completing your new hire activities, click on
the "New Employee Work Center” activate button

New Employse Work Center o~

Expand
o

4.5 FORM9

TheForm 19 is used for verifying the identity and employment authatian of individuals hired for employment

in the United States. Full instructions on how to complete tBeafle available at:

https://www.uscis.gov/sites/default/files/fileorm/i -Qinstr.pdf

To access your Forr®)d A O]

2y  @rOS f W{ydeo WAT (LK S

ENTERING&VIPLOYEINFORMATION

Employees must provide the following information, if applicable:

1. Last Name; Enter your full legal last name. Your last name is defined as your family name or surname.

2. First Nameg Enter your full legal first name. Your first name is defined as your given name.
3. Middle Initial ¢ Your middle initial is defined as the first lettef your second given name, or the first
letter of your middle name, if any.

4. Other Last Names UsegProvide all other last names used, if any (e.g., maiden name).
5. Addressg Enter the street name and number of the current address of your residence.

Last UpdateApril 7, 2017

Pagel2of 35


https://www.uscis.gov/sites/default/files/files/form/i-9instr.pdf






































































