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Chaw Saib Xyuas 
Cov Neeg Ua Haujlwm

	Daim Ntawv Teev Kev Pib Ua Haujlwm

	Lub Npe: 
	Tuam Tsev/Pab Pawg: 

	Cov Neeg Tiv Tauj thiab Cov Chaw Pab Tseem Ceeb Ntawm Tsev Kawm Ntawv Qib Siab:

		Chaw Saib Xyuas Cov Neeg Ua Haujlwm 
•  HRinfo@uwlax.edu
•  608.785.8013
•  Nplooj Vev Xaib Pib Ua Haujlwm ntawm HR
	Cov Kev Pabcuam Technology Information 
•  Eagle Helpdesk
•  helpdesk@uwlax.edu
•  608.785.8774
	Lwm Cov Txuas Tseem Ceeb 
•  UWL KnowledgeBase
•  Workday KnowledgeBase






	Txhua Tus Neeg Ua Haujlwm UWL
Tus Neeg Ua Haujlwm: Thov kos lub thawv kom paub tias tau ua tiav lawm.

	☐
	Nkag Mus Rau Workday: Siv lub npe siv thiab tus password ntawm koj daim ntawv thov haujlwm los nkag mus.

	☐
	Sau Cov Ntaub Ntawv Tus Kheej: Hloov tshiab tag nrho cov ntsiab lus tiv tauj thiab cov ntsiab lus tus kheej hauv Workday hauv koj qhov "My Tasks".

	☐
	Ua Kom Tiav Kev Tshawb Xyuas Keeb Kwm Kev Ua Txhaum Cai (Criminal Background Check) hauv HireRight. Tus txheej txheem pib ua haujlwm yuav tsis txuas ntxiv mus kom txog thaum tau txais kev tshawb xyuas keeb kwm uas tiav lawm.

	☐
	Tau Txais UWL NetID thiab Cov Ntaub Ntawv Pov Thawj (UWL NetID & Credentials): Cov ntaub ntawv no muab los ntawm ITS thiab yuav xa tuaj tom qab cov kauj ruam saum no ua tiav. Koj yuav tsum tau teeb tsa Okta verify ua Multifactor Authentication thiab.
*Qhov no yuav tsum ua kom tiav hauv Zoom lossis tom ITS Helpdesk.

	☐
	Nkag Mus Rau Workday: Siv koj cov ntaub ntawv pov thawj UWL.

	☐
	Ua Kom Tiav Daim Ntawv I-9 Tshooj 1 (Complete I-9 Section 1): Tshooj no hauv Workday yog ua kom tiav siv qhov haujlwm "Complete Form I-9, Section 1".

	☐
	Ua Kom Tiav Daim Ntawv I-9 Tshooj 2 (Complete I-9 Section 2): Qhov no yuav tsum ua kom tiav nyob rau hauv peb hnub ua haujlwm tom qab hnub pib ua haujlwm. Cov ntaub ntawv qub yuav tsum tau coj tuaj nthuav tawm ntawm chaw ua haujlwm HR, nyob ntawm 144 Graff Main Hall. Yog tias tus txheej txheem I-9 tsis tau ua tiav los ntawm hnub plaub ntawm kev ua haujlwm, tus neeg ua haujlwm yuav raug yuam kom tso tseg tag nrho cov haujlwm kom txog thaum daim ntawv raug xa raws cai, thiab cov ntaub ntawv raug tshuaj xyuas pov thawj.
*Tsis tas yuav teem caij ua ntej.

	☐
	Hloov Tshiab Koj Qhov Direct Deposit: Siv daim ntawv pab haujlwm Set Up Payment Elections los pab koj nyob rau tus txheej txheem ntxiv koj qhov direct deposit. Yog tsis ua li no, koj tus tshev nyiaj hli yuav raug xa los ntawm daim card US Bank mus rau koj qhov chaw nyob hauv ntaub ntawv.

	☐
	Hloov Tshiab Cov Ntaub Ntawv Se W-4: siv cov ntawv pab haujlwm no los pab koj nyob rau tus txheej txheem, Complete Federal Tax Withholding Elections thiab Complete State and Local Tax Withholding Elections.

	☐
	Hloov Tshiab Cov Ntaub Ntawv Tus Kheej Raws Li Xav Tau: Thov siv cov ntawv pab haujlwm no los pab
•  Kev Qhia Tus Kheej Tub Rog Qub (xaiv tau)
•  Kev Qhia Tus Kheej Txog Kev Xiam Oob Khab (xaiv tau)
•  Kev Ntxiv thiab Hloov Cov Neeg Tiv Tauj Thaum Muaj Xwm Ceev hauv Workday (xaiv tau)
•  Hloov Daim Duab (xaiv tau)
•  Hloov Cov Ntaub Ntawv Tiv Tauj Hauv Tsev
•  Hloov Lub Npe Raws Cai Yog koj tsis hloov koj lub npe raws cai, thov hla qhov kauj ruam no. Saib qhov txuas hauv qab no kom paub yuav ua li cas hloov koj lub npe nyiam hu.
•  Hloov Lub Npe Nyiam Hu (xaiv tau)

	☐
	Nyob rau hauv 30 hnub thawj ntawm koj txoj kev ua haujlwm, koj muaj kev xaiv los sau npe txais cov txiaj ntsig kev pab cuam. Koj yuav tau txais ib tsab email nyob rau hauv ob lub lim tiam thawj tom qab koj hnub pib ua haujlwm uas yuav muaj cov lus qhia kom meej txog yuav ua li cas xaiv koj cov txiaj ntsig. Yog xav paub ntxiv, koj tuaj yeem mus saib lub vev xaib Employee Benefits.

	☐
	Nyob rau hauv 30 hnub thawj ntawm koj txoj kev ua haujlwm, ua kom tiav txhua Cov Kev Cob Qhia Tus Neeg Ua Haujlwm Uas Yuav Tsum Tau Ua hauv Workday Learning: Thov siv daim ntawv pab haujlwm Mandatory Employee Training- Employee thiab nplooj ntawv HR Training los pab.
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