88 New Hire Process — Tip Sheets

Main Menu = ) _
Select ‘Tufts New Employee Information

“ga Self Service from the Self Service menu.
ﬁl Mavigate to your =&lf zervice informatio .

=| Tuftz New Emplovee Information
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Perzonal Information

4 More...

E" Change My Password
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Select this link to begin the new
hire process. Have a check
available for completing the direct
Tufts University New Employee Information deposit information.
EmplID: /
v

Welcome to Tufts Start Process

To beqgin the New Hire process, click the Start Process button.

On the following pages you will be asked to provide information about yourself such as your
education, emergency contacts and ethnicity. You will also complete information for your direct
deposit, your federal and state tax withholdings, and your portion of the -9 form.

You will need to bring your supporting -9 documentation with you on your first day of work so
that your department administrator or human resources can review and approve the 1-9,

Before beginning please have the following information available.

+ Your Emergency Contactinformation (e.g. name, address, telephone number)
« Your bank's routing numberis) and your account numberis) for your direct deposit
information (available on a check)

If you are a benefit eligible employee, after your 1-8 has been approved you will receive an email
message asking you to return to the New Employee web pages and make your benefit elections.
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Tufts University New Employee Information
EmplID:

As you enter and save the information on each page, the Date Completed will display below and an
Update button will appear next to the date. You can use the Update button to go back and change your
information.

Select “Start” to begin

As you complete each step a link will be available to take you to the next page or return you to the moving through the
Summary Page.

Note: If a step is REQUIRED, you will not be able to continue to the next step until you complete that
information.

Contact the Human Resources Service Center (HRSC) at 617.627.3075 if you have any questions.

< i Start I
Click Start or Continue step.

New Employee Summary Page View All First ) 113 0f 13
. Date
Step Description Completed

Personal Data

Add your gender and information about your veteran and

Personal Information . - pility status. This is REQUIRED.

Education data Add your Post Secondary Education and Degree information.
Ethnic Code Enter your ethnicity. This is REQUIRED.
Emergency Contact Add an Emergency Contact - This is REQUIRED.
Payroll Data
Direct Deposit Add your Direct Deposit accounts - This is REQUIRED.
Notice of Deposit Sign-up for an email notification to view your paycheck.
W4 Add you W4 data - This is REQUIRED.
Add your I-9 information - This is REQUIRED. After you
-9 complete this step you will need to show proof of citizenship

before you can elect your benefits.

Benefits Data
Enroll in Benefits Enroll in Benefits

Confirmation View and print your benefit elections. This page will take a few
Statement seconds to load.
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PERSONAL INFORMATION

Personal Information

@ Male

Disability Status

O Female

If you are an individual with a qualified disability and would like to be considered under the University's Affirmative Action
program, please tell us. You may inferm us of your desire to benefit under the program at this time and/ar at any time in the
future. This information will assistus in making accommaodations for your disahbility in accordance with the University's
Section 504 Poelicy. Submission of this information is voluntary and refusal to provide it will not subject you to any adverse
treatment. Infermation you submit will be kept confidential and separate from your university perscennel file to be used only

in accordance with these and any other applicable laws.

Disability is defined as a physical or mental impairment that substantially limits one or more of an indiy
activities regardless of whether the impairment is mitigated by medication and/or oth

|'wish to self-identify as having a disahility

O'Yes ®No

‘eteran Status

If you are an individual who qualifies as a covered veteran of the United States military forces, please take a momentto

report your current status consistent with federal reporting requirements under VETS-100 for federal contractors:

Gender will default to
blank. Select male or
female.

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

A

(& Hot a Veteran

(O Disabled Veteran
O Armed Forces Service Medal Vet
() Three-¥r Recently Separated Vt

(O Other Protected Veteran

=

Returlgr-lew Hire Summary

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

page

Click here for Veteran Status definitions

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

Goto next step - Education

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

process.
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Education Details

Please use this page to view or change your post-secondary education and degree information.
To add education information please click on the Add Education button

Education Background

School Description Country 5tate Year Highest Degree

Select this link to add post-secondary
Add Education <+ education.

Return to Mew Hire Summary Go to nexd step - Ethnicity
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Use this page to

enter new
education

Education information

To add a school you attended, please enter the Country where your school was located and then click on the
magnifying glass nextto the School Code to bring up a list of schools for that country. Then enter all or part of
your school's name and or enter the state or region to display a list of schools for that state or region.

If you do not see your school or degree listed please click on the 4ls your school missing from the list?g check
hax and enter the Country and name of vour school or degree you would like added. Your school or dearee
infarmation will be updated and we will notify you by email when you can go back and enter your school.

To enter your degree information please click on the magnifying glass nextto the Degree field and select your
degree.

Please enter the State or region for your schaol and the year you attained your degree and Save this information.

To add additional education data, return to the Education Details page and click on Add Educatien | Click the magnifying glass to select your
information from the School table and

Country USA |, / degree table. These tables contain many
US and international schools. If your

School Code | OTHER Q .
school and/or degree are not on the list,
Degree OTHER @ click this box.
State Q [¥]1s your school or degree missing from the list?

Year Degree Awarded

Please enter country, school name, or degree.

Save

Return ta Education Details Page \

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.
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Ethnic Groups

The emploveris subject to certain governmental recordkeeping and reporting requirements for the
administration of civil rights laws and regulations. In order to comply with these laws, the emplover
invites employvees to voluntarily self-identify their race ar ethnicity. Submission of this information is
voluntary and refusal to provide it will not subject vou to any adverse treatment. The information
ahbtained will be kept canfidential and may only be used in accordance with the provisions of applicable
laws, executive orders, and regulations, including those that require the information to be summarized
and reported to the federal government for civil rights enforcement. When reported, data will not identify

any specific individual.

Select an ethnic group
v from the list in the drop
- Dielete down box. Choose

- Q ‘Add an Ethnic Group’
to add a second ethnic
Add an Ethnic Group group to your profile.
Select a Primary ethnic

Save group.

Eeturn to Mew Hire Summary G0 to next step - Emergency Contacts

Emergency Contacts

The University would like to have one or more contacts for you in the event of an emergency.
Please enter contact information below.

Emergency Contacts
Contact Name Relationship to Employee
Add an Emergency Contact | < Select this link to add emergency contact
information. You may add more than one
emergency contact.

Feturn to Mew Hire Suimimary
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Have a blank check(s)
available to complete

PAYROLL INFORMATION your direct deposit
information. Select “Add
Account” to begin.
Direct Deposit 3

Use this page to review, add or update your direct deposit information. You can add up to five accounts. The Deposit Type
on your first account will default to ‘Balance’ You may select any combination of amounts or percentages for any of vour
other direct deposits.

Direct Deposit Detail
W Routing Number Account Humber  Deposit Type Amt/Pct Deposit

Order

Add Account

Feturn to Mew Hire Summary

Gota next step - Motice of Deposit
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Direct Deposit
Add Direct Deposit

Your Bank Information

Routing Number: 011000138 View check example

Distribution Instructions

Account Number: |123455 |
*Account Type: | Checking El

“Deposit Type:

Save |

Feturn to Direct Depasit

* Required Field
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Notice of Deposit

If you would like to receive an email reminder, check the box below and then
click the 'Submit’ button.

A reminder will be sent to this email address when your pay is processed.

] Email Notification of deposit
-

Submit |

New Hire Event

Eeturn fo Mew Hire Sumimary G0 to ned step - W4
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[E[[3
Federal and State Tax Data

Trustees of Tufts College

You must complete Federal and State tax withholding information so the HR Service Center can
calculate the correct amount of taxes to withhold from your pay. Taxes are withheld from your wages
based on marital status and the number of allowances claimed. You may also specify that an
additional dollar amount be withheld. You can file new withholding information anytime your tax
situation changes and you choose to have more, or less, withheld.

Whether you are entitled to claim a certain number of allowances or exemption from federal
withholding is subject to review by the IRS. Your employer may be required to send a copy of your W4
form to the IRS.

The federal government provides a worksheet with instructions and tahles to assist employees in Complete Federal (W-4) tax form by
calculating the correct withholding. This worksheet is available at:

IRS Federal W Forme indicating the number of allowances

you are claiming. Use the IRS

worksheet if you need help calculating
your correct withholdings.

200 Boston Ave
Medford MA 02125

Federal W-4 Tax Data

Enter total number of Allowances you are claiming (10 or less) o

If claiming more than 10 Allowances, use paper form at: IRS Federal W4 Farm

Enter Additional Amount, if any, you want withheld from each paycheck:
Indicate Marital Status: (&) single O Married

[CJcheck here and select Single status if married but withholding at single rate.
Hote: If married, but legally separated, or spouse is a nonresident alien,

select 'Single’ status.

If your last name differs from that shown on your social security card,
You must call 1-800-772-1213 for a new card.

Federal W-4 Claim Exempfion

| claim exemption from withholding for |2910) and | certify that | meet

BOTH of the following conditions for exemption:

== Lastyear| had arightto a refund of ALL Federal income tax withheld
because | had MO tax liakility;, AMD

== This year | expect a refund of ALL Federal income tax withheld
because | expectto have MO tax liakility.

[Jcheck 'Exempt’ here if you meet both conditions.

State Tax Data

Enter total number of Allowances you are claiming (10 or less) 0
Complete your State tax

If claiming more than 10 Allowances, use paper form at; Mass State 114 Form ) ; -
information and Submit the

Enter Additional Amount, if any, you want withheld from each paycheck:

form.
Indicate Marital Status: O single O Married mSehold
Submit Under penalties of perjury, | declare that | have examined this certificate
and to the best of my knowledge and belief itis true, correct, and

complete.
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Verify Identity

To protect vour privacy, verify your identity by typing vour passward. If vou are not this user, click Sign Out.

User ID:

A

Password: ||

Continue | Cancel |
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-9 Form /

Employee Information and Verification

Social Security #

Trustees of Tufts College Date of Birth:

You must complete the Employment Eligibility Verification form (-9 by the end of your first day of work.
Flease read instructions carefully hefare completing this form. The instructions must be availakble during
completion of this form. ANTI-DISCRIMINATION NOTICE: Itis illegal to discriminate against work eligible

individuals. Employers CAMNMNOT specify which document{s} they will acceptfrom an employee. The

refusal to hire an individual because of a future expiration date may also constitute illegal discrimination.

To open the complete instructions in a separate browser window, click |-2 Instructions

200 Boston Ave
Medford, MA 02155

Maiden Name: (Last, First)

| attest, under penalty of perjury, that | am (select one of the following):
(=) A citizen or national of the United States
A lawful Permanent Resident (Alien #) A

) An alien authorized to work until

(Alien # or Admission #)

If a parent or legal guardian of a minor {individual underage 18) OF a representative or a legal
guardian of a person who meets the Special Flacement criteria, as defined by the INS, completes
this form, please select the following as they apply.

[1 special Placement Employee unable to present a List A or List B document

[ minor unable to present a List A or List B document

[ prepared andior translated by a person other than the Employee

| am aware that federal law provides for imprisonment and/or fines for false
statements or use of false documents in connection with the completion of this

form.

T

Return to MeWHire Summary

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 19 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.

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.)
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Tufts University New Hire Event

EmpliD:

o Stop.

You must provide proof of citizenship before you can continue with
the New Hire process and elect your Benefits.

Contact your department administrator when you have the
documents. After the documents are provided, you will be
contacted by the HRSC to continue with the New Hire process and
elect your Benefits.

Feturn to Mew Hire Process
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