
 

Complete New Hire Onboarding 
● Last updated on: 7/21/2026 
● Who this guide is for: New employees at PCC who have not yet completed onboarding 

This guide will walk New Employees through the necessary steps to complete their Onboarding 
tasks in Workday.  

Read before continuing: 
Note: In order to access Workday, you will need to have claimed your MyPCC account and set 
up your single sign-on credentials. Visit Account Claim Instructions and Login Instructions for 
New Hires. 

 

Note: In order for Payroll to process your payments, ensure you have entered at least your 
social security number and home address in Workday. If you need assistance or have questions 
about completing your onboarding tasks, please contact Emily McNamara at 
emily.mcnamara@pcc.edu. 

In This Guide 
● View My Tasks in Workday 

● View your Onboarding Dashboard 

● Complete your Onboarding Tasks 

If you have access to your Workday account, you should be able to access your Onboarding 
Dashboard and the majority of your onboarding tasks prior to your actual start date.  

 
Consider opening a new tab of Workday so that these instructions remain accessible. 

https://www.pcc.edu/hr/wp-content/uploads/sites/49/2026/02/Account-Claim-Instructions-and-Login-Instructions-for-New-Hires.pdf
https://www.pcc.edu/hr/wp-content/uploads/sites/49/2026/02/Account-Claim-Instructions-and-Login-Instructions-for-New-Hires.pdf


 

View My Tasks in Workday 
1. After logging into Workday, select the My Tasks icon in the top right corner of the 

homepage. 

 

View Your Onboarding Dashboard 
1. On your Workday homepage, navigate to Announcements and select Welcome! Start 

your onboarding experience. 

 

2. Select Onboarding 
 

3. Alternatively, navigate to your Menu, move down to the Personal list, and select 
Onboarding. 



 

 

This will launch the Onboarding Dashboard. 

The Onboarding Dashboard 

 



 

The Onboarding Dashboard contains a number of announcements and bulletins intended to 
welcome new hires and share information to help them transition into their new role. All new 
hires should see the following bulletins on the dashboard: 

 

● From My Manager - a message from your manager, and People to Meet, people that 
the manager selected as important individuals for you to meet. 

● Getting Started - this tracks your progress on the Onboarding tasks assigned to you in 
your inbox. You can access your onboarding tasks from here by selecting Ready 

● Know before you go! How to prepare for your first day - tips on how to come 
prepared to your first day of work 

● Benefits, Pay, and Beyond - information on benefits, pay, and perks that come with 
employment at PCC 

● Your PCC Community - a resource on different ways to connect with, participate in, 
and enjoy your community at PCC 

Other bulletins may appear based on what position you have at the college, e.g. managers and 
faculty, with information relevant to that role. 

Complete Your Onboarding Tasks 
 
Once onboarding launches, you’ll be able to access your onboarding tasks. To locate your 
onboarding tasks, you can either 
 

● From the homepage, select the My Tasks icon 
● From the Onboarding Dashboard, from the Getting Started bulletin, selecting Ready 

 



 

The following Onboarding tasks will appear for hires new to PCC. While they may not appear in 
any specific order, some of these tasks are time-sensitive and must be completed by a certain 
day of employment. We recommend that the following steps be completed in the order as listed 
below: 
 

1. Enter Personal and Contact Information 
i. Due: by your start date 

2. Edit Government IDs 
 

3. Complete Form I-9 
i. Due: by the end of your start date 
ii. You will also need to meet with your hiring manager or department contact 

within your first three days of employment to present your I-9 verifying 
documents 

4. Manage Payment Elections 
i. Due: at least a week prior to your first pay day 

5. Complete State and Local Withholding Elections 
i. Due: at least a week prior to your first pay day 

6. Complete Federal Withholding Elections 
i. Due: at least a week prior to your first pay day 

7. Change Emergency Contacts 

8. Review Documents 
i. If your job category has a contract, handbook, agreement, or conditions of 

employment assigned to it, it will appear here. You must acknowledge that PCC 
has provided you with a copy. For some specific documents, you must 
acknowledge that you’ve read the document. 

9. Union Membership (for union-eligible employees only - Classified, Faculty, Academic 
Professionals)  

10. Compliance Training for New Employees 
i. this step will not become available until you have started working at PCC 
ii. Due: within 60 days of your start date 

Enter Personal and Contact Information 

This is where you can make edits and updates to the personal information and contact 
information carried over from your job application or hire requisition, such as preferred name, 
pronouns, date of birth, address, phone number, and personal email address. 

 
 
Note: Date of Birth and Address is required information for payment and tax purposes. 

https://www.uscis.gov/i-9-central/form-i-9-acceptable-documents


 

 
To edit a field, select the pencil icon to the right of the field. 

 
To save your edits, select the checkmark to the right of the field. 

 
 
To complete the task, select Submit. 

 



 

Edit Government IDs 

While the Government ID field is not required, PCC must collect your Social Security Number 
(SSN) for payment and taxation purposes. 

To add information about your current national ID type, select the plus sign next to the Proposed 
IDs field.  

 

Select the country issuing your ID in the Country field. This will provide a dropdown list of 
National ID types in the National ID Type field. 

In the Add/Edit ID field, enter your ID number (example, if you selected SSN in the National ID 
Type field, enter your SSN in the Add/Edit ID field). 

Optional: You can also provide Additional Government IDs to add additional government IDs, or 
Previous IDs to enter a previous government ID (such as a previous country of residence). 

Note: For international student workers: 
1. An SSN is required for ADP to allow a payment process. Since it can take approximately 

two weeks to receive an SSN for international students, it’s important to acquire an SSN 
as soon as possible. 

2. PCC is required to pay employees within 35 days, and cannot exceed that deadline. For 
international students, it would be best to ensure this process is completed before they 
begin working. 

3. Please work with the Talent Acquisition team to indicate your international student/F-1 
visa status for taxation purposes. 

 

To complete the task, select Submit. 

 

Complete Form I-9 

● This is due by the end of your first day of employment. 

● You will need to bring with you, no later than your third day of employment, 
documentation proving identity and eligibility to work in the United States in order for 
your hiring department to verify your Form I-9 in Workday. 

https://www.uscis.gov/i-9-central/form-i-9-acceptable-documents


 

● Instructions: A link to instructions on how to complete the Form I-9 can be found in the 
form itself in Workday, and here as well. 

 

Complete all required fields in Section 1 of the Form I-9. 

 

 

To complete the task, select Submit. 

https://www.uscis.gov/i-9


 

 

 

Manage Payment Elections  

 
This is where you can set and review how payments from PCC are sent to you. It  includes 
setting up direct deposit, how to divide payments sent to you across multiple bank accounts, 
and where PCC should send expense reimbursements to you. For instructions on how to 
complete this task, visit Payroll’s Payment Elections guide. 

 

● Payroll payments are your salary or wages. 

● Expense payments cover other payments paid to you such as reimbursements for 
approved college business expenses. 
 

https://drive.google.com/file/d/1o7m-k8jq76O0kGCv3wVd7x4X1aEyB1xf/view


 

 

To complete the task, select OK. 



 

Complete State and Local Withholding Elections 

This is where you can set your Oregon state tax withholdings so that PCC can withhold the 
correct state income tax from your pay.  

Instructions on how to complete the form can be found on the Complete State and Local 
Withholding Elections page, and in Payroll’s Tax Elections guide. 

 

Select OK to move on to the form. 

 

 
Select Submit to complete the form. 

https://drive.google.com/file/d/1Tr9Ud5IOdhioV6i7_dC6aAfJW1-py65u/view


 

Complete Federal Withholding Elections 

This is where you can set your federal state tax withholdings so that PCC can withhold the 
correct federal income tax from your pay.  

Instructions on how to complete the form can be found by selecting the question mark (Quick 
Tip) next to the Marital Status field (Federal W-4 instructions), and in Payroll’s Tax Elections 
guide. 

 

 

 
Select Submit to complete the form. 

 
 

Enter Contact Information 

This is where you can add or update your personal contact information. Data you entered in 
your application may possibly carry over to the fields here. 

To edit a field, select the pencil icon to the right of the field. 

 

To save your edits, select the checkmark to the right of the field. 

https://www.irs.gov/pub/irs-pdf/fw4.pdf
https://drive.google.com/file/d/1Tr9Ud5IOdhioV6i7_dC6aAfJW1-py65u/view
https://drive.google.com/file/d/1Tr9Ud5IOdhioV6i7_dC6aAfJW1-py65u/view


 

 
 

At least one phone number or email address must be provided. 
 

 

To complete the task, select Submit. 



 

 

Change Emergency Contacts 

This is where you can update your emergency contacts in case of an emergency.  
 

Note: For compliance purposes, you must provide your emergency contacts’ legal name. In 
addition, the list of relationship options for emergency contacts must match the options for 
dependents and beneficiaries listed in PCC's benefits elections per our insurance providers. 
The relationship options listed are not reflections of how PCC distinguishes interpersonal 
relationships. 

 

To edit a field, select the pencil icon to the right of the field. 

 

To save your edits, select the checkmark to the right of the field. 

 
 

You must provide at least one emergency contact, as your primary contact. Your relationship 
and at least one phone number or email address must be provided. 



 

 

To complete the task, select Submit. 
 



 

Review Documents 

If your employee category has a contract, handbook, agreement or terms or conditions of 
employment included, that document will appear here.  

 
You will likely be asked to acknowledge that you received a copy of the document by checking a 
box. 

 
In some cases, you  may be asked to acknowledge that you have read the document by 
checking a box. 

 
All new employees will receive a copy of the New Employee Checklist here as well. No action is 
required for this particular document in Workday, but we recommend you complete the 
checklist. 

 

 
 

To complete the task, select Submit. 

Union Membership (for union-eligible employees only - Classified, Faculty, bargaining-
unit Part-Time Faculty, Academic Professionals)  

If you are union-membership eligible (Classified, Academic Professional, Faculty, bargaining-
unit Part-Time Faculty), you will receive an invitation to learn more about and join your 
bargaining-unit.  



 

No action is required. 

To complete the task, select Submit. 

Note: You will need to submit this ‘to do’ in order to complete all onboarding tasks. 

 

 

Compliance Training for New Employees 

This step is required for all employees to complete and contains pertinent compliance and policy 
trainings.  

This step is due within your first 90 days of employment. 

Press on the link to take you to the training page. Once you have completed the course, it will 
appear in your transcript in the Workday Learning app. 

 

Complete Benefits Orientation 

Note: You are strongly encouraged to complete this step prior to enrolling into your selected 
benefits (due within the first 30 days of employment). 



 

This is a “to do”, meaning, it’s a recommendation that you look over this step carefully, but are 
not required to take any action. This “to do” provides information on benefits you are eligible for. 
This is simply informational, and does not enroll you into your benefits. We do recommend that 
you look this information over as soon as possible in order to ensure you are prepared to enroll 
in your selected benefits during your eligibility period. For fully benefited employees, the 
following benefit plans will need to be enrolled in or opted out of in MyOEBB: 

● medical, dental, vision, life, accidental death and dismemberment, and long-term care 
insurance 

● all other benefits are enrolled in or opted out of using Workday 

Note: All employees can access the Benefits Orientation for fully benefited employees on PCC’s 
intranet under Staff Resources (New Position at PCC - Full Benefits)  

To complete the ‘to do’, select Submit. 

 

Have Questions? 
For additional support, contact talentdev-group@pcc.edu. 

Additional Resources 
New Employee Resources 

Account Claim Instructions and Login Instructions for New Hires 

Initiate, Manage, and Track Onboarding for hiring departments 

New Position at PCC - Full Benefits benefits information 

Payment Elections instructions 

Tax Withholding Elections instructions 

General Instructions for Completing Federal W-4 Tax Withholding form 

General Instructions for Completing Oregon State W-4 Tax Withholding form 

I-9 Instructions 

https://www.pcc.edu/hr/benefits/new-position/
mailto:talentdev-group@pcc.edu
mailto:talentdev-group@pcc.edu
https://www.pcc.edu/hr/culture-transformation-development/new-employee-onboarding-and-resources/
https://www.pcc.edu/hr/wp-content/uploads/sites/49/2026/02/Account-Claim-Instructions-and-Login-Instructions-for-New-Hires.pdf
https://drive.google.com/file/d/1AuX4rsxOH0XgoAnR4g3HxkaJlSD3W3x6/view?usp=sharing
https://intranet.pcc.edu/hr/benefits-orientation/
https://drive.google.com/file/d/1o7m-k8jq76O0kGCv3wVd7x4X1aEyB1xf/view
https://drive.google.com/file/d/1Tr9Ud5IOdhioV6i7_dC6aAfJW1-py65u/view
https://www.irs.gov/pub/irs-pdf/fw4.pdf
https://www.oregon.gov/dor/forms/FormsPubs/form-or-W-4-instr_101-402-1_2024.pdf
https://www.uscis.gov/i-9
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