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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.
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2. Select the OnBoarding Activities tile.
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Step

Action

Select the Play button.

X Ext

Miami-Dade OnBoarding

Samantha Medina
PROS Recreation Specialst

" m:mw Miami-Dade County  Task: Welcome to Miami-Dade County

b Persanal Details
0 ol suatad

b Talent Profile
© hol Suated

¥ Payrall
0 Kot Ganed

Summary
© e St

Watchon (€8l

pascrgticlll

Select the Next button.

X Ext

Miami-Dade OnBoarding

Samantha Medina
PROS Recreation Speciaist

. m:n-m Miami-Oade County  Task: Welcome to Miami-Dade County

¥ Parsonal Details
0 Kol Sited

¥ Tolent Profile
0 Hol Srted

¥ Payral
0 Not e

Summary
O Net Started.

@ & Youlube [
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Step

Action

¢ Exit

Samantha Medina
PROS Recreation Speciaist

‘mw Vismi0ae County Task: Persanal Details - Verify Name

Samantha Medina Curment
4 Personal Detals
® Vistad

Verity Name
® Vaisd

Verty Aderusses
O Mot Started

Verify Contact Details.
O Wt Started

WVerify Additional Information
O Nt Stacted

Emergency
O Wot Started.

Ethnic
O ot Sarted

Veteran Status
O Mot Started

Disabiity
O Mot Started
¥ Tabent Profile

O Hot Started

» Payroll
© Mot Staed

Summary
© ol Sared

Select the Details button to review Personal Details - Name.

Miami-Dade OnBoarding

i | o 2

Make any changes as applicable.
Select the Save button.

Change As Of | 06262023

Namme Format | Enghsh

Name Prefix

“First Mame | Samantha
Middle Name |V

“LastHame | Mesira

Name Suffic
Display Mame Samantha Medina
Formal Name. Samariha Medina

Mame heding Samara V.
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Action

Select the Next button.

% Exit

Samantha Medina
PROS Recreation Speciaist

Wislcome to Mismi-Dade County
® Visted

4 Porsonal Details.
® Vistad

Verity Hame.
® Vsied

Verty Addresses.
O WatStaed

Verify Contact Details
© ok Stated

Warity Additional Information
O et Staed

Emergency Contacts
© ot Staned

Ethnic Groups
O et Stred

Veteran Status
© Mot Started

Disabiity
O W Sied

¥ Talent Profile
© Not Started

» Payroll
© Hot Sered

Summary
© ol Sared

Mark Complete

Task: Personal Details - Verify Name

Samantha Medina Curment >

o

Select the Details button to review Personal Details - Address.

Sar 'a Medina
PROS Recreation Specialst

Wislcome 1o Miami-Dade Caunty
® Visted

4 Personal Details.
® Visted

Vrity Hame
 Viied

Vrty Addresses.
® Vi

Verify Contact Details
© ok Started

Warity Additional Information
O et Staed

Emergency Contacts
© ot Staned

Ethnic Groups
O et Stred

Veteran Status
© Mot Started

Disabiity
O Nt Swted

+ Takent Profile
© Mot Statad

¥ Fayroll
O Nol St

Summary
© ol Sared

Miami-Dade OnBoarding

Mark Complete

Task: Personal Details - Verify Addresses
Home Address
500N Andrews Ave Apt 514

T Carent

Forl Laudentale, FL 33301

Mailing
Mo data exsts

Add Mailing Address

< Pravious

Next >
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Action

Make any changes as applicable.

Select the Save button.

felkowing figkds
Change As Of 06262023
Address Type Home

Country  Uniled Stales

Address 1 500 N Andrews Ave Apt 514

Address 2 APT 001

Address 3

10.

Select the Next button.

Samantha Medina
'PROS Recreation Specialist

Hame Address
4 Parsonal Datals 500 N Andrews Ave ApLS 14
® vied APTON
For Laudersae, FL 33301
Varity ame
0 Vshed
Mailing
Verity Addresses.
® Viited o data exsts.
| Add Nailing Address
O Mot Started

Disabiity
O Wt St

+ Takent Profile
O Mot Stated

O Hot Started

Summary
© e Saned

Miami-Dade OnBoarding

m-w Vismi0de County Task: Persanal Details - Verify Addresses

S
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11. Select the Details button to review Personal Details - Phone.
* Exit Miami-Dade OnBoarding
Samantha Medina
PROS Recreation Specialst
_ ot | s |t 3,
.mwwmmm I Task: Personal Details - Verify Contact Details
:munn\k H:M
Humbar Extension Tipe Preferred
Imm 786'580-1122 IWobie v ﬂ
Verify Addresses
i Emall
Werify Contact Details. +
i [Email Address. Type Preferred
Qv.:ws:l:dmwm change_me@aracle com Business. »
Emergency change_me@aracle com Other ' y
O Mat Stanted
Om':-hdm
O Mot Started
e
12. Make any changes as applicable.

Select the Save button.

G Phone Number
e

Preferred

Mumber  TS/581122
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Step Action
13. Select the Details button to review Personal Details - Email.
* Exit Miami-Dade OnBoarding
e
_ (s |3
.mwwmmm I Task: Personal Details - Verify Contact Details
:munn\k H:M
Humbar Extension Tipe Preferred
.mm 786/580- 1122 IWabie v ¥
S
Verify Contact Details E‘:-ﬂ
e Email Address. Type Preferred
Qv.:lgs:l:dmwm change_me@oracle com Business. >
- | - :
Pisisbing
e,
14. Make any changes as applicable.

Select the Save button.

Email Address

e [

Preferred
Email Address |change_ meorace com
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Step

Action

15.

Select the Next button.

% Exit

Samantha Medina
PROS Recreation Specialst

® Visted

4 Porsonal Details.
.

Vrity Hame
® Viied

Vrty Addresses
# Viisd

Verfy Contact Details
® Viind

WVerify Additional Information
Mt Stated

Emergency Contacts
© ot Staned

Ethnic Groups
O et Stred

Veteran Status
© Mot Started

Disabiity
O W Sied

¥ Talent Profile
© Not Started

» Payroll
© Hot Sered

Summary
© ol Sared

Vivceme o iami-Dace Courty

Task: Personal Details - Verify Contact Details

Phone
+
Humber

786:580-1122

Emall
+

Email Address

Extension

Miami-Dade OnBoarding

Tipe

Mabike

Type

Business

Preferred

Preferred

Mark Complete

4 Previous

16.

Select the Next button.

* Exit

Samantha Medina
PROS Recreation Specialst

® Visted

ersonal Datails.

Vrity Hame
 Viied

Verty Addresses.
® Vi

Verify Contact Details
® Viind

Verity Additional Information
o Vaind

Emergency Contacts
© ot Staned

Ethnic Groups
O et Stred

Veteran Status
© Mot Started

Disabiity
© Nt Swted

+ Takent Profile
© Mot Statad

¥ Fayroll
O Nol St

Summary
© ol Sared

Visicome to Mians-Dade Caunty

Task: Personal Details - Verify Additional Information

Gender

Date of irth

Bin Country

Birth State

Social Security Number
Original Start Date
Last Start Date

Highest Education Level

Employee information

[ Resal

Femae

Unied States

05202018

05282023

Bachelors Level Degree

ment  any of your

Miami-Dade OnBoarding

incorect

Mark Complets

< Pravious

10
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Action

17.

Select the Add Emergency Contact button.

Miami-Dade OnBoarding

Samantha Medina
'PROS Recreation Specialit

.mww Vismi0de Courty Task: Persanal Details - Emergency Contacts

o data exsts,

4 Personal Detals
® Vstad

Verity Hame
® Visied

Verily Addresses
# Ve

Verify Contact Details
# Veind

Verity Additional Information
® Vet

Ethnic Groups
O Mot Started

Veteran Status
O Mot Started

O et Sacted

¥ Talent Profile
O Hot Started

» Payroll
© Mol Staed

Summary
© ol Sared

IVEDHLFLADD B8

i | o 2

18.

Enter the Emergency Contact details.

- Contact Name
- Relationship
Select the Add Address button.

Emergency Contact

“Contact Name JFirst Name and Last Name)|
SO |

Phone Numbers
o data eists. Aleast one phons umber is required
‘Add Phone Numbsr

11
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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.

Address 1 500N Andrews Ave Apt 514
Address 2 AFT 001
Address 3

City Fo Lauderdae

Suate Flonda

Postal 33301

County

12
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Step Action

20. Select the Add Phone Number button.

(e

*Contact Name | First Name and Last Kame
“Relatonship | Spouse v

Preferred

Address

500 N Anckeus e At 516
APTORY

Fort Laudendale, FL

33301

Phone Numbers
No data exists. Al least one phone numiber is required

21. Input the required Phone Number details.
- Type

- Number

Select the Done button.

cancet Phone Number

Same as mine [

] |

] erm—

Extension

13
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Step Action

22. Select the Save button.

Emergency Contact

“Contact Name |First Name and Last Name
“Relationship | Spouse v
Preferred

Address

500 N Ancrews Ave Apt 514
AFTOR

Fort Laudendale, FL

33301

Phone Numbers.

23. Select the Next button.

Miami-Dade OnBoarding

Samantha Medina
'PROS Recreation Specialist

Mark Coamplete ‘ < Pravious =
.m\mmm C Task: Personal Details - Emergency Contacts.
+
4 Personal Dstails.
® visted Contact Name

* First Name and Last Name Spouse. v >
® Visied

Verify Addresses.
® Vishsd

Verify Contact Details
# Viiad

WVerify Additional Information
® Vet

Ethnic
O ot Sarted

Veteran Status
O Mot Started

Disability
O Wot Started.
+ Takent Profile

O Mot Stated

¥ Fayroll
O Mot Staed

Summary
0 ot Stared
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Step Action

24.

Select the Save button.
Select the Next button.

* Exit Miami-Dade OnBoarding

Samantha Medina
PROS Recreation Specialst

Wielcome to Miami-Dace Courty  Task: Personal Details - Ethnic Groups

 sted
1) Are you Hispanic or Latino? Explain
4 Parsonal Details
el # Yes
No
Verity Mame
® Vi
2) Whatis your race? Select ane of more.
Varify Addresses. Amedican Indian or Alaska Native
® Ve

Asian
Verity Contact Details Black or African American
& Vaind Native Hawailan or Pacific Islander
White

Verity Additional Information

® Visied

Emergency Contacts

Voluntary Self-Identification
@ Viind

s b st vl ecokscplg s spun epbamsnts, for e dison of e s sgﬂJaInns i e b ol i

matin is o st
rsatmee. Tha formato detak il bo unlw‘i’ bl m oy oy oo e scorncs w5 :rcvsansau:nk;tl orders
o

gevemment forchi e point i il o

Ethnic Greups
© Compite

idon am spocic mvadual

=

Veteran St
O Wat St

Disabilty
© ok Started

+ Talent Profile
© Not Sartad

¥ Payroll
ot Staned

Summar
© ot Staried

Update the Personal Details — Ethnic Groups as applicable.

< Previous

25. Select the scrollbar.

X Exit liami-Dade OnBoarding

Samantha Medina

PROS Recreation Specialst
. Widmw Wiami-Dade County *  Task: Personal Details - Veteran Status

st
v Definitions
4 Parsonal Details
o isted s el ety oo o A2 of 41U
212 VEVRA) whech e e ytans, 0 ety sagaes 3y

e iy varims o 590" Dayé ean. a4 Amed o svce el eans. Thes
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sk e o 3 ows

* Sl 18 g, gl o sk s o ot o e recsgt g
e

s aaminslered by e Se
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T rp— bacaize ot snvce cemosind
® Visted
o ACcal e vl mears sy Ve L B ey S0 egein e e e o uh vl Schae o e o actve iy B US iy
Found o, o ar sene
Verify Contact Details
o * A i om0 S e ol e A . o
- zestnon ke wh 1t been aumarzed ans
B0 e T BT 320180, 0 e 01 . A 50 B S, RO 1 e i iy
Verity Additiona Information on e Orew 12365
® Ve s o USE et Rt Ac n g, 00 e e Yom
gt e o edcmes e 1010 bt 1010 4 e 1o S 1 D0y A i ARG
ooty €501 s Ot 1S ot s ormabin, U, ot oo oars Emiy ot T Su TS, o o 98405
Contacts oot
® Vished
Selfidentification
Ethnic Groups
© Compits VEVRAK s i st g o < of o empioywes
a.n—.,mu—mm Froaced et gt wnd o ezse soncing
sostgeate o5t o
1 balong tothe following classificatons of protacted vetarans (chaose ol that appy}
Vaind
o Disabled Veteran
. Racenty Sepuated Vateran
Disabifty
0 Net Stted Active Doty Warime or Campaigo Badge Vteran
Ammed Forces S Vereran
» Talent Profile 1 5m a protected vtesan, bt | choose not 1o sel identty the classiicsions 1o which 1 belong,
ot Suted
¢ # | am NOT a protacted veteran.
m NOT & vetran
» Payroll
0 Not Staed Miary Discharge Oute
Summan
© et Saied Reasonable Accommodation Notice

e 3 GSatied vateran E 0w 55
spacal
acconrotsoin:

T
yocal o0t o 1 00, Changes n 4 Wy
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Step Action

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

it Miami-Dade OnBoarding

Samantha Medina
'PROS Recreation Specialist
o | <o ||_tes 2
Weicome to Miami-Dade County . ity ground Bat 13 8 raCEE
® Visted unsar w3 admenesterss by the Secietary of Vewrans A, ar
4 Personal Details. . mitary.
» Visted Goung, sl o ar sanvioe.
- R
Verity Hame
® Vsied . An t ‘menﬁy.wdww-wwlnlwﬂh"‘w
B ol sttty s
@ Vi catiely 1ot abeence Qu 0 e, For mars romatisn cal s . Desmartof Labars Velieans Enloymart and Traning Servce (VETE) Jeb e, 4t 1436-HU8A.
e
Verify Contact Details
Pins Self-dentification
Verity Additicnal Information L0ADNG 10 860 SDECIHE] BRONECIED VAT 280N
@ Vsied aperopriate npton below
o1 i et apply:
Conots Ph—
» Visise Rocenty Sepasated Vatesan
R
uty ‘ waign Badge Vet
& Compile ‘Armed Forces Service Medal Veteran
o oty
Veteran Status. 1 m NOT & protacied veieran.
ol [e T ra—
[r— Wilkary Discharge Dase
O Mot Started
Reasonable Accommadation Notice
¥ Tabent Profile
O Not Started T
X frret e
O ot Started g you o ey o
-
Summary e safely
o
ol
- - jmascrigtnsbmishcnon windisocumentunl) H3_UINK WRICFL SUBMIT PEY

27. Select the OK button.

Ave you sure you want 1 submit this informaion?

16
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Step Action

28. Select the Next button.

% Exit

Samantha Medina
PROS Recreation Specialst

Wielcome to Miami-Dade County
® Visted

4 Personal Details.
® Vistsd

Verify Name
® Vg

Miami-Dade OnBoarding

* S0t U, g, e ar o Paracsge r ok
e s adresiero byt Seslary of Vwans A o

- ape ssoapedu cive utybacai of 8
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coeraien odal s e 125
Protetod veturans may have USERRA- e Unfsemed Sanses Emphoymel and Resrpioymest Rigits At I pacult. f o3 ware dbsart om

® Vaied

Verify Contact Details
® Visizd

Verify Additional Information
® Viind

Emergency Contacts
® Vaind

Ethnic Groups
© Complete

Veteran Status
© Camphata

Disabilty
© ok Started

+ Talent Profile
© Not Sartad

¥ Payroll
O Nol Starad

Summar
© ot Staried

ncloymert and Tasing Senice (VETS) lbfies, # 1456-HISh

Selt-identification

s I it of Labsr ur empioyess.
S AT co 1 Q1o ary of e i diase i sebctng e

gt ot

ielcrming elassifications cf protected veterans {choose sl et spply)

1 belong ta

Disabled Vet

Roconty Seasaled Veteran

Aitive Dty Wartime or Campaign Bodge Veteran

1 v

Armed Forces Sarvics

lamap chous not o salfidentify the classifications to which | belony

1 3m NOT o protecied veieran.
.am NOT  veteran

Wilkary Discharge Date

Reasonable Accommaodation Notice

"
iechai special scutmen,changes e e phsicl oyt of b o henges nmenlmrrﬂmm‘mnam e, o o e s s
BCEOMIMONEDNS. THS IO W 5551 U6 1 MEHIQ TABGANSIIE BELOMMOMBDANS 0

‘Submsginof i infeaton & a8 eheal o grovde il it it you Lo ey 3 g
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T famasen j5u sstet i ba sept cordents, escact hat () ugerisars nd maraer =
[ . 1 )
i i e A i D

resment, asd i
21 s fomag.

< Previous

29. Select the applicable Personal Details — Disability option.
Select the Submit button.

* Exit

Samantha Medina
PROS Recreation Specialst

4 Personal Details.
® Vistsd

Verity Name
® Visied

Verty Addresses.
® Vi

Verify Contact Details
 Viind

WVerify Additional Information
@ Viind

Emergency Contacts
o Vi

Ethnic Groups
© Complete

Veteran Status
© Campiate

Disabiity
o Vg

+ Takent Profile
© Mot Statad

¥ Fayroll
O Nl Seated

Summar
0 ot Stared

Welcome to Miami-Dads Courty [
o s

Miami-Dade OnBoarding

Task: Personal Details - Disability
Fom G035
OMG Con s 12500005
Expres 1912000

Why are you being asked to complete this form?

Becauss s 00 s 1 s, i, 500 Y014 8048 95O 0 QUBBEd Do W GESDENEA. 0 BeD 3 Meair Ny sl we e 0o,
1 aing 1o 10245y R o A 50 e 1 B2y Compietn 4 e AR, u s s st crose 81104 1y g 5.0 3y
501 20 8 0 50 14 1

0 S0y WOk 0 U, Our s 0K G580 SIS U ) . BACHGSH § OTEON My DRCOMS (SGCIC B 8110, B0 FEQUUEA 10 35K B0 O STOYBSE 1 058M
pear. Vo may =i L ol T g 3 s

How do | know if | have a disability?

lysical o mereal mpsimest or mafor b achly, o y0u hawe 3 o recend of sch

You e
0/MDAITIEN, o MHOE ConR

Disaies okt a4 1o VRO 1
- B « mnam + Bl st - T30
Deakess + Camral gy + Wapr dmrassnn + Ot conpusg dearts
« Caneer ~ HAIDS « Mtk scerzs (S - Impaments requng e use of 3 whetkrar
« Daes + S + Wissing s o partay mistng . st
« Estepsy « Muscuerdysbophy
Please select ane of the eptions below:
(1 YES, | HAVE A DISABILITY for previoushy had a disal
C1 NO.| DON'T HAVE A DISABILITY
ON'T WISH TO ANSWER
Your Name Samanths sding Today's Duts 6262023
Reasanable Accommodation Natice
dsakites e ajo
B prmosdhres, prvidng. E usng

B 500 EnpuBge BB, 2 SR specaized squgnt

el the US: Dagartmant of

tom ot

Sact 5 ot Asnaitaion i of 1973, a3 amendad P e
Lt Complaca pape

FUBLC BUROEN STATEVENT:Acari b i Papant Fatcion o 190 1 s i
e Tos sarvey shouis tak about 5 isutes o comsiete.

UMK WK FLSUBMT

Mark Complets

< Pravious

Next >
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Step Action

30. Select the OK button.

Are you sure youwant o submit s informasion?

31. Select the Next button.

Miami-Dade OnBoarding

Samantha Medina.
PROS Recreatcn Specilst
Wielcome to Miami-Dade County  Task: Personal Details - Disability
@ et Fom CC-305
oM Contl s 250005
4 Personal Detalls i Expre 112020
» Vstnd Why are you being asked to complete this form?
. i dsaites
Verity Name oo P s Ly s P 8 1 B T A L
® Vaing
T —
Vrty Addrasses nen iy
» Viied
How do | know i | have a disability?
Verify Contact Details.
® Vitsd
an impainment of medical condiion
@ Vsid « Binness. - dutem + Eipolar disender o Pasttaumatic stess dsonder (PTSD)
Dpemen o+ Cmems 2 Cosessug dsinic
© Cance * DS Mg s ) . mpsmens tepen 5o 1 a baskar
Contacts. - Dataws « Sonogmna .
Pries + Sty i
Please select one of the options below:
Ethnic ) YES, | HAVE A DISABILITY for previoushy had a disabiliy)
@ o || 0 40,1 DONT HAVE A DISABLITY
5 100 WSH TOANSWER
© Campts Tour Name Samaniha Mading. Today's Date 96262023
Disability
Qe Reasonable Accommodation Notice
» Tabent Profie m
O Not Staned 2550 nguage mierpete o usn sparaired squpRent " v
s s anendsd For
 Not Satd
i compte
Summary
o e
inasrpnciany;

18
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Step Action

32. Select the Add button.

% Exit

Samantha Medina
PROS Recreation Speciaist

. ?:v:t:mw Miami-Dade County  Task: Talent Profile - Degrees
Viste

No data exits

¥ Porsonal Details.

4 Talent Profile
® Visted

Degrees
® Visied

Lictnses and Centfications
© Wat St

¥ Payroll
O Mot Seansd

Summary
O ol Starad

jresscptutActnwingocumant i DEAIVED,IPMP_AL A0 CAT TTMSL361

Miami-Dade OnBoarding

Mark Complete

4 Previous

Next 3
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Step

Action

33.

Input all required details.
- Degree

- Major Code

- Country

- State

- School Code

- Graduated

Select the Add Attachment button.

Cancel Degrees

p o 2 o »

20
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Step Action

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

You may atach up 1o 5 fies o upload

Choose From

35. Select the Done button.

You may atach up 1o 5 fies t upload

21
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Step Action

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

Cancel Degrees
Diate Acquired 052672023 [=
‘Degree  Bachelor of Ats Q
Major Code  Accounting Q
Country  United States. Q
Flonda Q
Q
wal
GRA
Gradumed [ Yee
Edueator
= Attachments
+
File Name Descrigtion Attached On Action
Pegree 08262023 256 56PM Delete Anachment
37 Select the Submit for Approval button
% Exit Miami-Dade OnBoarding
Samantha Medina
PROS Recreation Speciakst
Mark Complete | ¢ Previous || Next >
."\"T:'"W Miami-Dade County  Task: Talent Profile - Degrees
Vs
¥ Parsonal Datals +
 Visied
Degree Major Code Status. EdithView
4 Talant Profile Bachelor of s Accounting New >
 Visied
Degress
® Vg
Liesnses and Certfications
O WatStaed
¥ Payroll
© NotStaned
Summary
© NotSiarat
o et VED P FLPN
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Step Action
38. Select the Submit button.
Request Approval
Note: This request will route to the DPR for final review and approval.
39.

Select the Next button.

Samantha Medina
'PROS Recreation Specialit

.mw Mismi.Dade County  Task: Talent Profile - Degrees

» Parsonal Dwals +
o st
Degree Major Cade

4 Tabant Profile Bachelor of Arts Aecounting
® Visited

® Vishsd
Licenses and Certifications
O Not S

¥ Fayroll
© o Seaned

Summary
0 NotSaanse

Miami-Dade OnBoarding

Peniing Approval

i e (]
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INFORMS Job Aid: ESS OnBoarding Activities

inferms

Step Action

40. Select the Add button.

* Ext Miami-Dade OnBoarding

Samantha Medina
PROS Recreation Specialst

J:v:t:'"w Miami-Dade County  Task: Talent Profile - Licenses and Certifications
Viste

No data exits

¥ Porsonal Details.

4 Tabent Profile
® Visted

Degrees.
® Vaied

Licenses and Centfications
® Vg

¥ Payroll
© Mot Seansd

Summary
0 Nt anad

evascrgtsuttacton windidocumenta<nd, DEAIVED IP P OAL 19 AOD.CAY [TMSA38

Mark Complete

4 Previous

Next 3
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INFORMS Job Aid: ESS OnBoarding Activities

inferms

Step

Action

41.

Input the required details.

- Issue Date

- License

- Country

- State

- License Verified

- Expiration Date

- License/Certification Number

Select the Add Attachment button.

Cancel Licenses and Certifications

[ Q

No atachments have been upioae for s profle e
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INFORMS Job Aid: ESS OnBoarding Activities ln &«I'ms

Step Action

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

You may atach up 1 5 fies o upload

Choose From

43, Select the Done button.

You may atach up 1 5 fies o upload
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INFORMS Job Aid: ESS OnBoarding Activities

inferms

Step Action

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

Cancel Licenses and Certifications

a
Country United States a
sui Forda a

Yes

Date  DB2672024

License/Certification Number i

Issued By

» Attachments

File Name Desaription

Certificason.paf [Cestfication|

Attached On

06262023 300-11PH

Action

Delete Attachment

45, Select the Submit for Approval button.

* Exit Miami-Dade OnBoarding

Samantha Medina
PROS Recreation Specialst

Wislcome 1o Mami-Dade Caunty
® Visted

Task: Talent Profile - Licenses and Certifications

+

¥ Parsonal Details.
® visted

License Status. EditView
4 Talant Profile 8 ASE Cetification New
® Visted

Degrees

® Visisg

Lieenses and Certfieations
® Vsind

¥ Payroll
O Nol St

Summary
O Not Startzd

Mark Complets

< Pravious

Next >
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INFORMS Job Aid: ESS OnBoarding Activities In &«I'ms

Step Action

46. Select the Submit button.

@ Request Approval
Licenses and Certifications
License

BASE Certification

Comments.

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

47. Select the Next button.

Miami-Dade OnBoarding

Samantha Medina
'PROS Recreaion Specialit

S
.mw Miami-Dade County  Task: Talent Profile - Licenses and Certifications

* Personal Details +

® Visted Status EditView

4 Talant Profile 8 ASE Cestification Pending Approval >
® Visited "

@ Vishsd

Licenses and Certifications
o Vishsd

¥ Fayroll
© o Seaned

Summary
© Mol Suarad
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INFORMS Job Aid: ESS OnBoarding Activities

inferms

Step

Action

48.

Select the Add Account button.

% Exit Miami-Dade OnBoarding

Samantha Medina
PROS Recreation Specialst

Mark Complete

Vislcome to Miami-Dade County Direct Deposit

o stz
Accounts
¥ Porsonal Detalls:
Visted “The first account you add wil be defauled 10 2 daposit type of Full Balance and your enfire et pay will be depasited 0 this account

1When a second aceount s added and saved, the depasi fype of the sl account wil be updated from FullBalence to Remsaring Balance and the account onter il be updated o last i the st Afer all he ot

¥ Tabent Profile are processed, ny remainng ret pay s depusited in e remanng baience account

 visted
Ml You can ehange s default assigrement useg the Edit Account page: and updatie anathes acceunt 1o be  Remaining Bakance accounl afer all your accrunts are added and saved

4 Payroll

 visted

Direct Depesits.
® Vs

Tax Withhalding
O ot Sared

W22 Consent
© Wt Starkd

Summary
© Nat s

[

4 Previous || Next

+ drect deposit payments.
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INFORMS Job Aid: ESS OnBoarding Activities ln &«I'ms

Step Action

49. Input the required details.
- Nickname

- Payment Method

- Routing Number

- Accounting Number

- Retype Account Number
- Account Type

Select the Save button.

Add Account

Nickname | Primary Checking

“Payment Method  Dwect Deposil

Routing Number | 111000614
‘Account Number 585858585
Retype Account Number 535658585

Pay Distribution

] - —
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INFORMS Job Aid: ESS OnBoarding Activities

inferms

Step Action
50. Enter in the Date of Birth details.
Enter in the Last 4 digits of SSN details.
Select the Continue button.
Verify Identity
————8
mtdlwum:
o
51.

Select the Next button.

Samantha Medina
'PROS Recreation Specialist

Welcome to Mami-Dade Courty
® Visited

¥ Personal Dutalls
® Visited

¥ Takent Profile
@ Visited

Direct Dapesits
0 Vised

Tax Withholding

O Mot Started
WawaC

O Mo Saeed

Summary
O hat Ganse

Direct Deposit
Accounts
+ 7

1 Primary Checking

Miami-Dade OnBoarding

11000614
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INFORMS Job Aid: ESS OnBoarding Activities

inferms

Step

Action

52.

Select applicable details.
Select the Scrollbar.

* Ext Miami-Dade OnBoarding
Samantha Medina
FROS Rscston Specia

Waicaome 1o Miami Dode Cousty
LA

Bocesl Bacerey eumter
* Paros Detaiy
-

¥ Taler Profile.
® v

4 Payred
o

® Vel

Taz Withoiding
» Vibed

WL Comtant
0 bt Bt

Pt St

53.

Input any applicable details.
Select the Submit button.
x Ext Miami-Dade OnBoarding

‘Samanns Meding
FROS Rucssaton Speciist

W-IW-IC Commant

Mark Complete

< Previous Next >
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INFORMS Job Aid: ESS OnBoarding Activities In &«I'ms

Step Action

54, Enter in the Date of Birth details.
Enter in the Last 4 digits of SSN details.

Select the Continue button.

Miami-Dade OnBoarding

Verify ety x
e -

55.

Miami-Dade OnBoarding

PRIGS Recesdton Specstt

i R e |

Wicome 1 Mise D County aslaaadldlosnnniand
L3

¥ Pamonal Deiaiy
» Ve B The Sutrer e st

¥ Talert Profile.
L] =
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INFORMS Job Aid: ESS OnBoarding Activities In &«I'ms

Step Action
Optional: Select the | consent to receive W-2 or W-2c forms electronically

56.
option.
Select the Submit button.

Miami-Dade OnBoarding

Samantha Medina
'PROS Recrealion Specialst

i a2

.m\m Miami-Dace Courty  Task: Payroll - W-2/W-2C Consent

m You currently receive W-2 or W-2c paper forms by mail
process yaur year-end forms based on the formalion currently on fie

¥ Personal Details
® Visitad

W2 0r WL Forms.  you do not submit
Alter you subimil your consent form, # will eemai valid unsl you submil a withtawial of consent form. The

¥ Tabent Profile
® Visited
w«mwmm«\m:m-mﬁnln

4 Payroll

P

® Visind

Tax Withhalding
o Vit

W-2W-2C Consent
® Visisd

Summary
© Not Sianzd

inaergtsusmascson wodisoeumtn o 15 YE WK FLSVOMT 93

57. Enter in the Date of Birth details.
Enter in the Last 4 digits of SSN details.

Select the Continue button.

Verify Identity

o potect your pvacy, very your entty by typng in your
UserlD E323640
Date of Birth &

e S—

o (.
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INFORMS Job Aid: ESS OnBoarding Activities

inferms

Step Action

58. Select the Next button.

% Exit

Samantha Medina
PROS Recreation Specialst

Wielcome to Miami-Dade County
® Vised

¥ Personal Details.
® Vistsd

* Talent Profile
® Vistsd

#Payroll
o Vistnd

Direct Deposits.
® Viied

Tax Withholding

# Viied
W-2'W-2C Consent.
& Campits

Summary
0 Nt Sansd

st

Task: Payroll - W-2W-2C Consent

1 You wil receive W-2 or -2 forms slsctronically

You have consented 1 recsive sectronic W-2 and W-2c forms, f you prefer 10 recsive paper W2 and W-2c forms,

consént form

Miami-Dade OnBoarding

form Afer you subr

< Previous

of consent fom, i vald uni you sutenit a new

59. Select the Complete button.

* Exit

Samantha Medina
PROS Recreation Specialst

Wikcone to Miams-Oade County
© Congeete

¥ Personal Details.
© Compiete

+ Tabent Profile
© Comglels

¥ Fayroll
© Conplte

Atiachments
© Compiete

Summary
® visted

sscrgtstetacton wiedidecumtnt s A

Task: Summary

To fnish process, please selert npl

Steps

sup

Weicome to Miami-Dage County

Verdy Name

Very Addresses

Verdy Gortac Detais

Versy Addtional Information

Emergency Cantacts

Ethvic Groups

Veleran Stalus

Disabiity

Degrees

Licenses and Certications

Diect Deposts

Tax Withhokiing

WaW2C

Miami-Dade OnBoarding

Stas

© Compiete
© Congiete:
© Conpiete
© Compiete
© Compiete
© Compiete
© Compiete
© Compiete
© Compiete
© Compiete
© Compiete
© Compiete:
© Compiete:

© Compiete

Date Compheted

082672023

082672023

0626

06262023

06262023

06262023

06262023

06262023

06262023

06262023

06262023

06262023

6262023

062672023

Mark Complete

Compieted

Compieted

Compieled

Compleied

Compisied

Completed

Compieted

Compieled

Compieted

Compieted

Completed

Compited

Completed

Complsted

Mark Comgies

Goto Step.

Gato Siep
Goto Siep
Goto Siep
Goto Sup
Goto Sip
Goto Stap
Goto Step
Goto Step
Goto Stap
Goto Stap
Goto Siep
Goto Step
Goto Step

oo Step

< Previous
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INFORMS Job Aid: ESS OnBoarding Activities in «rms

Step Action

60. Select the Home button.
© mployes S48-Barvice. OnBoarding e =
- 2]
mL @ compieted ans

The OnBoarding Activities are now routed to the DPR for review and approval.
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