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PURPOSE 
 

Purpose 

This document explains the key activities involved in completing the OnBoarding activities as an 
Employee. It provides an overview of the sub-processes involved, as well as step-by-step 
procedural guidance to perform the activity. 
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ESS ONBOARDING ACTIVITIES 

Step Action 

1.  Select the Employee Self-Service tile. 

 
2.  Select the OnBoarding Activities tile. 
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Step Action 

3.  Select the Play button. 

 
4.  Select the Next button. 
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Step Action 

5.  Select the Details button to review Personal Details - Name. 

 
6.  Make any changes as applicable. 

Select the Save button. 
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Step Action 

7.  Select the Next button. 

 
8.  Select the Details button to review Personal Details - Address. 
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Step Action 

9.  Make any changes as applicable. 
Select the Save button. 

 
10.  Select the Next button. 
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Step Action 

11.  Select the Details button to review Personal Details - Phone. 

 
12.  Make any changes as applicable. 

Select the Save button. 
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Step Action 

13.  Select the Details button to review Personal Details - Email. 

 
14.  Make any changes as applicable. 

Select the Save button. 
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Step Action 

15.  Select the Next button. 

 
16.  Select the Next button. 
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Step Action 

17.  Select the Add Emergency Contact button. 

 
18.  Enter the Emergency Contact details. 

- Contact Name 
- Relationship 

Select the Add Address button. 
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Step Action 

19.  Select the Same as mine option or enter in the required Address details. 
- Address 1 
- City 
- State 
- Postal 
- Country 

Select the Done button. 
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Step Action 

20.  Select the Add Phone Number button. 

 
21.  Input the required Phone Number details. 

- Type 
- Number 

Select the Done button. 
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Step Action 

22.  Select the Save button. 

 
23.  Select the Next button. 
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Step Action 

24.  Update the Personal Details – Ethnic Groups as applicable. 
Select the Save button. 
Select the Next button. 

 
25.  Select the scrollbar. 
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Step Action 

26.  Update Self-Identification details, if applicable. 
Select the Submit button. 

 
27.  Select the OK button. 
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Step Action 

28.  Select the Next button. 

 
29.  Select the applicable Personal Details – Disability option. 

Select the Submit button. 

 



INFORMS Job Aid: ESS OnBoarding Activities     

 

18 

Step Action 

30.  Select the OK button. 

 
31.  Select the Next button. 
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Step Action 

32.  Select the Add button. 
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Step Action 

33.  Input all required details. 
- Degree 
- Major Code 
- Country 
- State 
- School Code 
- Graduated 
 
Select the Add Attachment button. 
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Step Action 

34.  Select the My Device button. 
Select the applicable file. 
Select the Open button. 
Select the Upload button. 

 
35.  Select the Done button. 
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Step Action 

36.  Enter the desired information into the Description field. 
Select the Continue button. 

 
37.  Select the Submit for Approval button. 
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Step Action 

38.  Select the Submit button. 

 
Note: This request will route to the DPR for final review and approval. 

39.  Select the Next button. 
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Step Action 

40.  Select the Add button. 
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Step Action 

41.  Input the required details. 
- Issue Date 
- License 
- Country 
- State 
- License Verified 
- Expiration Date 
- License/Certification Number 
 
Select the Add Attachment button. 
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Step Action 

42.  Select the My Device button. 
Select the applicable file. 
Select the Open button. 
Select the Upload button. 

 
43.  Select the Done button. 
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Step Action 

44.  Enter the desired information into the Description field.  
Select the Continue button. 

 
45.  Select the Submit for Approval button. 
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Step Action 

46.  Select the Submit button. 

 
Note: This request will route to the DPR for final review and approval. 

47.  Select the Next button. 
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Step Action 

48.  Select the Add Account button. 
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Step Action 

49.  Input the required details. 
- Nickname 
- Payment Method 
- Routing Number 
- Accounting Number 
- Retype Account Number 
- Account Type 
 
Select the Save button. 
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Step Action 

50.  Enter in the Date of Birth details. 
Enter in the Last 4 digits of SSN details. 
Select the Continue button. 

 
51.  Select the Next button. 
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Step Action 

52.  Select applicable details. 
Select the Scrollbar. 

 
53.  Input any applicable details. 

Select the Submit button. 
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Step Action 

54.  Enter in the Date of Birth details. 
Enter in the Last 4 digits of SSN details. 
Select the Continue button. 

 
55.  Select the Next button. 
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Step Action 

56.  Optional: Select the I consent to receive W-2 or W-2c forms electronically 
option. 

 
57.  Select the Submit button. 
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Step Action 

58.  Enter in the Date of Birth details. 
Enter in the Last 4 digits of SSN details. 
Select the Continue button. 

 
59.  Select the Next button. 
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Step Action 

60.  Select the Next button. 

 
61.  Select the Complete button. 
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Step Action 

62.  Select the Home button. 

 
The OnBoarding Activities are now Completed. Any attachments submitted during the 
OnBoarding Activity have routed to the DPR for review and approval. 
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