
New Hires Paperwork Guide 

 

It’s recommended to complete your paperwork on a computer. 

 

1. Open the email with subject line “A New Account has been Created In OKLAHOMA STATE 

UNIVERSITY's Employee Portal” and you will see a Login link, Username, and Password. Click on the 

login link to login to your account to begin your paperwork. 

 
 

 

2. Enter the Username and Password provided in the email and click login. 

 
 



3. For virtual code settings, you can provide a phone number or continue to use your email account. 

Click Save. 

 
 

4. Click “Send Email” button and the system will send a code to your email account. Click on email with 

subject line “ACTION REQUIRED by User” to see your code. 

 
 

5. Enter the code and click “Continue” button. 



 
 

6. Create a new password. Click “Change” button. 

 
 

7. On the Home Screen, you will see a checklist listed. Click on the “Start” button to begin your 

paperwork. 



 
 

8. The first page displays the welcome message. Review information listed and click “Mark as 

Complete” to proceed to the next section. Acknowledge all popup messages. 

 
 

9. In this section, it contains Personal Information Update, Biographical Information Update, Education 

Background Update, Emergency Contacts Update, and Direct Deposit Update. You will be able to go 

back and forth for any correction before moving to the next section. NOTE: Once you submit and 

move on to the next section, you will not be able to go back to previous section for any edits or 

correction. Acknowledge all popup messages. 

 
 



 
 

 
 

 
 

 
 

10. Next section begins with introduction and instructions for I-9 and W-4 forms. Review information 

and click “Mark as Complete” to proceed to the next step. 

 
 



11.  Fill out the I-9 form and click “Submit” button to sign and agree to the form. Acknowledge all popup 

messages. 

 
 

12. Fill out Federal Withholding form by click on “Add New” button. 

 
 

13. Select Federal Withholding form by clicking on “+ Add”. Click on “Mark as Complete” to proceed to 

the next form. Acknowledge all popup messages. 

 
 

 
 

14. Fill out State Withholding form by click on “Add New” button. 



 
 

15. Select State W-4 Withholding form by clicking on “+ Add”. Click on “Mark as Complete” to move to 

the next section. Acknowledge all popup messages. 

 
 

 
 

16.  Next section begins with introduction and instructions for our custom forms. Review information 

and click “Mark as Complete” to proceed to the next step. 

 
 



17.  Fill out the Wage Beneficiary form. If you do not wish to fill in any information, you are still required 

to Sign and Agree on page 2 of the form and click on “Submit” button to move to the next form. 

Acknowledge all popup messages. 

 
 

18.  Fill out the Oklahoma Teachers’ Retirement System (OTRS) Update form. Sign and Agree to the 

form and click “Submit” button to move to the next form. Acknowledge all popups messages. 

 
 

19.  For Loyalty Oath, you will need:  

1. Download the form 

2. Click “Mark as complete”, proceed to next form 

3. Get notarized by your employer or HR Office 

Failure to upload completed Loyalty Oath will delay hiring processing. 



 
 

20. Fill out Disability form and click “Submit” button to proceed to the next form. 

 
 

21.  Fill out the Veteran fields and click “Submit” to proceed to the next section. Acknowledge all popup 

messages. 

 
 

 

Congratulations! You completed your paperwork.   


