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	Employee Onboarding Checklist

	Requirement Type
	Task 
	Lead
	Due Date
	Status
	Date Completed

	Required
	Connect with your supervisor to discuss first-day details, including location, uniform, parking permits, and contact information.
Note: Supervisors’ email included in DFA welcome email. 
	Employee
	Prior to start date
	Not Started	

	Required
	Activate your UCInetID following the information provided the following UCI Office of Information Technology’s UCInetID Activation and Password Changer.
Note: Email sent from DFA-HR. Follow instructions in email and activate 3 – 5 days prior to start date for no delays in access.
	Employee
	Prior to start date
	Not Started
	

	Required
	Enroll in Duo multi-factor authentication (MFA). 
Note: Duo is a MFA that is required frequently to access key UCI services and systems and adds a second layer of protection by requiring you to verify it’s you after you login with your UCInetID and password.
	Employee
	Prior to start date
	Not Started
	

	Required
	Attend the New Employee Orientation (NEO) session organized by Central HR, scheduled from 8 a.m. to 2 p.m. via Zoom. 
Note: Email sent the week before your start date from ucicampusonboard@uci.edu.
	Employee
	On assigned NEO date
	Not Started
	

	Required for Hybrid / Remote
	If regular schedule includes working remote shifts complete the Staff Remote Work Agreement following UCI Human Resources’ detailed instructions.
	Supervisor
	Upon offer acceptance
	Not Started
	

	Optional
	Apply for Sustainable Transportation Membership program via UCI Transportation’s myCommute portal for monthly incentive parking permits if scheduled as a telecommuter/hybrid employee. 
Note: For step-by-step instructions, please visit: How to Apply for Sustainable Transportation Membership.
	Employee
	Start date
	Not Started
	

	Required
	Sign Job Description sent via DocuSign.
	Employee
	Start date
	Not Started
	

	Required
	Sign DMV Pull and send a copy of your CA Driver’s License to dfa-hr@uci.edu. (if applicable)
	Employee
	Start date
	Not Started
	

	Required for Non-Exempt Employees Only
	Sign Compensatory Time Agreement Form to allow for the opportunity to elect compensatory time off instead of overtime pay. 
Note: Email sent with onboarding documents. 
	Employee
	Start date
	Not Started
	

	Recommended 
	Setup Direct Deposit via UCPath by following the instructions provided on UCI Accounting & Fiscal Services’ How to manage your Direct Deposit. 
	Employee
	Prior to 1st check, visit payroll calendar under helpful links
	Not Started
	

	Required for benefits
	Review and enroll in UC Benefits.
	Employee
	(31-day period of eligibility that begins on your first day.
	Not Started
	

	Recommended
	Access your timesheet through Time Reporting System (TRS).  
Note: TRS allows employees to enter their time online and supervisors to approve/edit/return timesheets. Review the TRS Handbook.  For pay dates and pay periods, please visit: UCI Payroll Calendar
	Employee
	N/A
	Not Started
	

	Required if applicable
	Complete the equipment leaving campus form if bringing work equipment to work off-campus/hybrid/remote. 
Note: Please refer to the DFA Equipment Managers list for department contact(s).
	New Hire / Business Officer / Equipment Manager
	By first day of remote work
	Not Started
	

	Required
	Complete annual Cybersecurity training requirement to maintain safe practices and general cybersecurity awareness at UCI by visiting the University of California Learning Center (UCLC).  
	Employee
	By training due date
	Not Started
	

	Required
	Complete all other required online training by visiting the UCLC. 
	Employee
	By training due date
	Not Started
	

	Optional
	Work with Supervisor to request MS Teams Phone number through OIT by submitting a telephone service request for new phone service and selecting “MS Teams Phone Service – no phone set.” Will need KFS account # from your supervisor.
	Employee/ Supervisor
	
	Not Started	

	Recommended
	Share upcoming schedules (vacations, significant meetings or events, etc.).
	Employee / Supervisor
	N/A
	Not Started
	

	Recommended
	Update email signature block.
	Employee
	Within first week
	Not Started
	

	Recommended
	Identify work priorities/projects with supervisor.
	Employee / Supervisor
	Within first week
	Not Started
	

	Recommended
	Identify communication expectations with supervisor (in-person/phone/text/MS Teams, approvals, etc.). 
	Employee / Supervisor
	Within first week
	Not Started
	

	Optional
	Complete the DFA Brand Workgroup Exercise available via the DFA Employee Portal SharePoint site. (if applicable)  
	Employee
	N/A
	Not Started
	

	Optional – Represented Employees Only
	Review UCnet’s Bargaining unit, contracts and local agreements.
	Employee
	N/A
	Not Started
	



	Helpful Links

	Link
	Description

	Align – For DFA Non-Represented Staff
	Align is a new, streamlined approach to optimizing performance at UCI. Based on significant input from staff and leaders across the organization, and recent shifts in the workplace environment, we have reimagined the performance practice.
Note: Check in will be available 30 days after new hire’s start date.

	Campus Map Services
	Provides UCI campus maps via the UCI Transportation & Distribution Services (TDS) website.

	Employee Experience Center (EEC)
	The EEC is a resource where you can submit tickets for assistance about payroll, TRS timekeeping, IT support, policy, compensation, benefits, human resources, information for UC employees, staff performance program, UC online learning management system, processing of campus financial transactions, retirement, and look up employee contact information, etc.

	OIT ServiceNow Ticket System
	Open a ticket with OIT to report an incident or to request assistance with an issue you are having using ServiceNow system. 

	UCI Directory
	The UCI Directory contains listings for all UCI employees and departments, in addition to UCI students who have chosen to be listed. Listings are updated nightly. 

	UCI Division of Finance & Administration (DFA)
	A UCI website for employees who work in DFA. It is recommended to bookmark this page and regularly check back for news highlights and events.

	UC Learning Center (UCLC)
	UCLC is an online learning management system used to search for, enroll in, and record the completion of UCI trainings. It is also used to assign required safety trainings.

	UCI Office of Information Technology (OIT)
	A UCI website that provides resources for additional IT needs. 

	UCI Payroll Calendar
	Visit the UCI Payroll Calendar for information on pay dates, pay periods, and observed holidays.

	UCPath
	Log in to UCPath to easily access your paycheck details, health and benefits, retirement info, leave balances, personal info (emergency contact numbers/change of number), income taxes, notices, and updates.	

	Virtual Private Network (VPN)
	The Cisco Secure Client VPN (formerly known as Cisco AnyConnect Client) allows you to securely connect to UCI’s network as if you were on campus, making access to vital campus resources like the UCI libraries and KFS (Kuali Financial System) possible. 
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