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	Student 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/ Supervisor
	Prior to start date
	Not Started	

	Recommended 
	
Setup Direct Deposit via UCPath by following the instructions provided at the "How to manage your Direct Deposit" webpage.
	Employee
	Prior to 1st check, visit payroll calendar under helpful links
	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. Access the TRS Handbook here.
	Employee
	
	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 University of California Learning Center (UCLC). 
	Employee
	By training Due Date
	Not Started	

	Required
	For computer login, use the provided link to reset or change your Exchange/Office 365/AD password. Reset or change your Exchange/Office 365/AD password

	Employee/ Supervisor
	Within 1st week 
	Not Started	

	Helpful Links

	OIT ServiceNow Ticket System
	Open a ticket with OIT to report an incident or to request assistance with an issue you're having using ServiceNow system.
	Employee
	N/A
	
	

	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.
	Employee
	N/A
	
	

	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.
	Employee
	N/A
	
	

	UCI Payroll Calendar
	Visit our UCI Payroll Calendar for information on pay dates, pay periods, and observed holidays.
	Employee
	N/A
	
	

	UCPath
	Log into 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.	
	Employee
	N/A
	
	

	Campus Map Services
	Provides UC Irvine campus maps via the UCI Transportation and Distribution Services webpage.
	Employee
	N/A
	
	

	DFA web site
	Website for employees who work in the Division of Finance and Administration. It is recommended to bookmark this page and regularly check back for news highlights and events.
	Employee
	N/A
	
	

	UCLC
	The UC Learning Center 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.
	Employee
	N/A
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