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1. GUIDE OVERVIEW 

This guide outlines instructions for reviewing 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 with the University of Arizona. 

 

2.1 INDIVIDUALS NEW TO THE UNIVERSITY 

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

EMAIL ONE 

The first email with the subject line *Action Required* University of Arizona Self Service provides your EmplID 
which will be used with your single-use Pin (email two) to create your UA NetID. 
 

 
 

EMAIL TWO 

The second email with the subject line *Action Required* University of Arizona Self Service provides your single-
use Pin which will be used with your EmplID (email one) to create your UA NetID. 
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EMAIL THREE 

The third (3) email contains a direct link to the UAccess Employee system where you will complete and submit 
online documents after your UA NetID is created. 
 

 
 

2.2 INDIVIDUALS WITH PREVIOUSLY ASSIGNED NETID 

 

http://uaccess.arizona.edu/
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EMAIL ONE 

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 your New Hire Work Center. 
 

 
 

EMAIL TWO 

The second email contains a direct link to the UAccess Employee system where you will complete and submit 
online documents. 
 

 
 

3. CREATING YOUR NETID 

To create a NetID ƛŦ ȅƻǳ ƘŀǾŜƴΩt already done so, navigate to https://netid.arizona.edu/ 

http://uaccess.arizona.edu/
https://netid.arizona.edu/
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Detailed instructions are located at: http://uits.arizona.edu/sites/default/files/NetIDcreationV2.pdf 

 

4. COMPLETING SELF SERVICE ACTIVITIES 

Please complete the Self Service activities in the order presented below. 
 

4.1 POPUP BLOCKER 

The web browser pop-up blocker must be turned off in order to view documentsτclick here for additional 
information. 
 

4.2 UACCESS EMPLOYEE - LOGIN 

The navigating to the UAccess Employee link from the welcome emails will activate the login authentication 
window. 

1. Enter your NetID and password 
 

 
 

4.3 UACCESS EMPLOYEE ς UA NEW EMPLOYEE HOMEPAGE 

Once you have logged into UAccess Employee, you will be brought to the UA New Employee Homepage. 
 

1. Click on the New Employee Activities tile 
 

http://uits.arizona.edu/sites/default/files/NetIDcreationV2.pdf
http://hr.arizona.edu/sites/default/files/hr/Workforce-Systems/uaccess-resources/Popup_Blocker_Guide.pdf
http://uaccess.arizona.edu/
http://uaccess.arizona.edu/


New Hire Work Center Self Service Guide  
 

 

Last Update: April 7, 2017  Page 8 of 35 

 
 

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, submitted and/or accepted in order for your New Hire relationship with 
the University to be officially recorded in the UAccess Employee system. 

 

 
 

4.4 UPDATE PERSONAL INFORMATION 

The Personal Information task is required before proceeding to the I9 step. 
 

1. Click on the ΨUpdate Personal InformationΩ link in the Pending Hire Activities menu 
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PERSONAL DATA 

1. Verify citizenship status 
a. Modify if incorrectly displayed 

2. Enter Social Security Number 
a. This may exclude individuals with a non-ǊŜǎƛŘŜƴǘ ƛƳƳƛƎǊŀǘƛƻƴ ǎǘŀǘǳǎΦ LŦ ȅƻǳΩǊŜ ŀ non-resident and 

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 
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CONTACT INFORMATION 

The Contact section allows you to add a Home and Out of State Business Address along 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 locations outside the State of Arizona. 

1. Click on Yes if you are working outside the State of Arizona 
 

 
 

Home Address 

1. Click on the ΨEdit AddressΩ link 
 

 
 

2. /ƭƛŎƪ ƻƴ ǘƘŜ Ψ/ƘŀƴƎŜ /ƻǳƴǘǊȅΩ ƭƛƴƪ ŀƴŘ ǎŜƭŜŎǘ ǘƘŜ ŀǇǇǊƻǇǊƛŀǘŜ ŎƻǳƴǘǊȅ ƛŦ ȅƻǳ ǊŜǎƛŘŜ ƻǳǘǎƛŘŜ ǘƘŜ ¦ƴƛǘŜŘ 
States  

3. Enter your home address 
Note: The form cannot be saved unless this section has been completed 

 

Phone Number 

1. Select the Phone Type 
2. Enter your 10-digit phone number using the following format (XXX)XXX-XXXX 

Note: Click on the + sign to add more than one phone type (ex. Mobile, Home) 
 

 
 

ADDITIONAL INFORMATION 

1. Complete all questions in the additional information section. 
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SAVE THE PERSONAL INFORMATION SECTION 

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

 

 
 

3. The Personal Information task will continue to appear on the right side of the screen 
a. The refresh button on the upper right hand corner of the New Employee Work Center frame may 

be clicked to update the ΨDoneΩ flags to reflect tasks that have been completed 
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4.5 FORM I-9 

The Form I-9 is used for verifying the identity and employment authorization of individuals hired for employment 
in the United States. Full instructions on how to complete the I-9 are available at: 
https://www.uscis.gov/sites/default/files/files/form/i -9instr.pdf 
 
To access your Form I-9, cƭƛŎƪ ƻƴ ǘƘŜ Ψ{ǳōƳƛǘ L-фΩ ƭƛƴƪ ƛƴ ǘƘŜ tŜƴŘƛƴƎ IƛǊŜ !ŎǘƛǾƛǘƛŜǎ ƳŜƴǳ 
 

 
 

ENTERING EMPLOYEE INFORMATION 

Employees must provide the following information, if applicable:  
 

1. Last Name ς Enter your full legal last name. Your last name is defined as your family name or surname. 
2. First Name ς Enter your full legal first name. Your first name is defined as your given name. 
3. Middle Initial ς Your middle initial is defined as the first letter of your second given name, or the first 

letter of your middle name, if any. 
4. Other Last Names Used ς Provide all other last names used, if any (e.g., maiden name). 
5. Address ς Enter the street name and number of the current address of your residence. 

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















































