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Select ‘Tufts New Employee Information’ 
from the Self Service menu. 

Select this link to begin the new 
hire process.  Have a check 
available for completing the direct 
deposit information. 
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Select “Start” to begin 
moving through the 
steps on this list in the 
order displayed.  
Required steps must be 
completed before you 
can move to the next 
step. 
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PERSONAL INFORMATION 
 

 
 
 
 
 
 
 
 
 
 

Gender will default to 
blank.   Select male or 
female.   

Select ‘go to next step’ at the bottom of 
each page to move through the new hire 
process.  

Disability Status will 
default to ‘No.’ Make 
another selection if 
applicable. 
 

Veteran Status will 
default to ‘Not a 
Veteran.’  Make another 
selection if applicable. 
 

Save your information. You must save 
your information as you completed each 
page 

Save your information. You must save 
your information as you completed each 
page 
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Select this link to add post-secondary 
education.  
 



5 New Hire Process – Tip Sheets 

 

[5] 
 

 
 
 
 
 
 
 
 
 
 
 
 

Use this page to 
enter new 
education 

information 
 

Enter the country, school and /or degree 
needed. An email will go the HRIS dept who 
will verify the school and/or degree and add 
it to the appropriate table. Once complete, 
we will send an email so you can enter your 
school data. 

Click the magnifying glass to select your 
information from the School table and 
degree table. These tables contain many 
US and international schools. If your 
school and/or degree are not on the list, 
click this box. 
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Select an ethnic group 
from the list in the drop 
down box.   Choose 
‘Add an Ethnic Group’ 
to add a second ethnic 
group to your profile. 
Select a Primary ethnic 
group. 
 

Select this link to add emergency contact 
information.  You may add more than one 
emergency contact. 
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PAYROLL INFORMATION 
 

 
 
 

Have a blank check(s) 
available to complete 

your direct deposit 
information. Select “Add 

Account” to begin. 
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Routing and Account numbers can be 
found at the bottom of a blank check.  
Your first Deposit Type will default to 
‘Balance’. You may enter additional direct 
deposits.  
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Request an email reminder when 
payroll is run. This will provide the 
amount and date of your deposit. 
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Complete Federal (W-4) tax form by 
indicating the number of allowances 
you are claiming.  Use the IRS 
worksheet if you need help calculating 
your correct withholdings. 
 
 

Complete your State tax 
information and Submit the 
form. 
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You must re-enter your 
password and click continue to 
finalize your tax deductions. 
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The Form I-9 is pre-populated with your 
name, SSN, date of birth, and address.  
Please make sure that this information 
is correct.  Complete the following: 
 
Maiden Name.  If applicable, enter your Maiden 
Name (Last, First). 
 

 Citizenship and Employment Verification.  Click 
on the button that describes your citizenship 
status: 
 

Citizen or National.  A Citizen is a person who is 
born in the United States (including Puerto Rico, 
Guam, the Virgin islands, and the Northern 
Mariana Islands) or who is born in a foreign 
country to a parent who is an American citizen, 
or a person who became a citizen through the 
Naturalization process.   A National is a 
person born in American Samoa, including 
Swains Island. 
 

Lawful Permanent Resident.   A non-U.S. citizen 
who has been given permission to make his or 
her permanent home in the United States and 
who has been issued a Permanent Resident Card 
(a.k.a. Green Card).  If you are a Lawful 
Permanent Resident, enter your Non Resident 
Alien # (number beginning with an A). 
 

Alien Authorized to Work.  A non-U.S. citizen 
who has been given a Work Visa which makes 
the person eligible to work in the United States.   
If you are an Alien Authorized to Work, enter the 
expiration date and either your Alien Number or 
Admission Number. 
 

7. Minor and Special Placement Details.  (In rare 
instances, a parent or legal guardian of a minor 
underage 18  OR a representative or a legal 
guardian of a person who meets the Special 
Placement criteria, as defined by the INS, may 
be completing this form for the employee.  In 
that event, the person should click on the 
appropriate reason for completing the form.) 

 
 

When this form is complete, select “Accept” 
 
Before the end of the third business day of your hire, you must bring 
documents verifying your identity and your ability to work in the United 
States for review by your supervisor/department administrator or human 
resources so that the employer portion of the I9 can be completed. The list of 
acceptable documents is available at the I-9 instructions link above. 
 
New employees must complete the I-9 verification process within the first 
three days of employment.  
 



13 New Hire Process – Tip Sheets 

 

[13] 
 

 
 
 
 
 

 
 

 

 

Completion of the I-9 is required before you 
can continue.  Please bring your documents 
to your supervisor/ department 
administrator or human resources within 
three days of your start date to complete this 
process. You will not be paid until this is 
complete. 
 
If you are eligible for benefits, once the I-9 
process is completed, you will return to 
Employee Self Service to make your benefit 
elections 


