
 

 

 

 

 

 

 

 

 

  

Click the 
REFRESH 
button to 

load more 
tasks. 

Upon hire, 11 tasks will populate 
Employee’s Inbox: 

1. Personal Information 
2. Home Contact 
3. Edit Government IDs 
4. Complete Federal Withholding 

Elections 
5. Payment Election Enrollment 
6. Veteran Status Identification 
7. Disability Self-Identification 
8. Sexual Harassment Training – 

EEO/Title IX 
9. Highest Education 
10. Transcript Submission 
11. Review Documents 

Employee’s Inbox: 

1. Complete I-9 form 
2. Emergency 

Contacts 

Our Office: 

1. A representative will 
contact you to 
schedule an in-
person appointment 
to verify the 
documents 
à Documents must 
be verified in person 
within 3 days of 
appointment start 
date 

 

Employee’s Inbox: 

1. State and Local 
Withholding Elections 

2. Review Documents 

 

ONBOARDING 
COMPLETE 

Benefits Questions: 
Contact benefits@scu.edu 

ONBOARDING FLOW CHART 

Following tasks 
will populate 

your inbox ON 
the hire date 
 



Native Workday: Logging into Workday Prior to Hire Date  
 

Upon hire or rehire, you will receive TWO system-generated emails. 

1. One email will be from “scu@myworkday.com” 

It will contain: 

1) Your username (your 11-digit employee ID number) 

2) Instructions on resetting your password 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

2. Another email will also be from “scu@myworkday.com” 

It will contain: 

1) temporary password 
2) Workday link to access your account as a pre-hire: 

https://www.myworkday.com/scu/login.flex?redirect=n  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

3. Click on the Workday link below: 
https://www.myworkday.com/scu/login.flex?redirect=n 

 

 

 

 

 



Native Workday: Logging into Workday Prior to Hire Date  
 

 

4. Your screen should look like this. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

5. Enter your username: 11-digit employee ID number 

6. Enter your temporary password 

7. Click Sign In 

8. You will be prompted to reset your password. 

9. From here you will be able to complete any inbox tasks. 

10. On your hire date, you will then access Workday through single 
sign-on (SSO) through the MySCU Portal. 

https://www.scu.edu/apps/login/ 
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Onboarding tasks will be found in the Inbox. 
 

1. Click the Go to All Inbox Items link. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

2. To begin, there will be 11 tasks that can be completed in any order. 
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3. Personal Information: complete the required sections. Click Submit. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

4. Home Contact: complete the required sections. Click Submit. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
 

 
 
 

 

 

 

 



Onboarding: Completing Onboarding tasks: AY Faculty NEW HIRE 
 

  
rev 5/4/23 

 

5. Edit Government IDs: click the + icon to create a row in the National 
IDs section. Enter the information for the Social Security Number. 
Click Submit. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

6. Complete Federal Withholding Elections: Complete the required 
sections. Mark the “I Agree” box. Click Submit. 
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7. Manage Payment Elections: select Direct Deposit or Manual Check 
and complete required fields. Click Submit. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

8. Change Veteran Status Identification: complete the required 
sections. Click Submit. 
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9. Change Self-Identification of Disability: complete the required 
sections. Click Submit. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

10. Sexual Harassment Training – EEO/Title IX: this task is an 
acknowledgement. Actual training is to be completed outside of 
Workday. Click the Submit button to acknowledge. 
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11. Highest Education: select the orange Add Education button. 

 

 

 

 

 

 

 

 

 

 

 

 

Type in your name and click OK. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

We need you to complete the following fields: 

Country  Degree Received 

School   Year Degree Received 

Degree  Field of Study 
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When you have completed the Education entries, click the Submit 
button. 

You will be brought back to the Add Education screen once again. 
 
Click the Submit button to acknowledge. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

12. Transcript Submission: follow the instructions if you have not done 
so already. Click the Submit button to acknowledge. 
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13. Review Documents: Review each section on this page. You can 
download the documents and review. 

** FH Ch3 and App F Acknowledgment: Click “I Agree”. 
Download document. Sign it. Upload signed document in space 
provided. Click the Submit button. 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

14. Click the Refresh button to load additional tasks. 
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15. Complete Form I-9: Complete the required fields. A representative 
from the office will contact you to coordinate a time for you to 
provide documents for employment eligibility verification. 

** The I-9 form needs to be verified within 3 days of hire. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

16. Change Emergency Contacts: complete the required sections. 
Click Submit. 
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17. At this point, your inbox is empty. The office has received the 
notification of the I-9 form completion. A representative will reach 
out to schedule a time to verify the I-9 documents. 

 

 

18. On your hire date, two additional tasks will populate your inbox. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

19. Review Documents: Review the sections on this page. Documents 
can be downloaded and reviewed. Click the Submit button. 
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20. Complete State and Local Withholding Elections: complete the 
required sections. Click the OK button. 
 

 

 

 

 

 

 

 

 

 

 
Complete the required sections. Click the Submit button. 

 

 

 

 

 

 

 

 

 

 

 

 

YOU HAVE COMPLETED 
ONBOARDING! 


