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.

A New Account has been Created In OKLAHOMA STATE UNIVERSI...
® 9 9 > W

Hello,

Welcome to OKLAHOMA STATE UNIVERSITY! An account has been created for you
within the OKLAHOMA STATE UNIVERSITY employee portal.

To login, click the Login link.

s+ Usemame; *******
+ Password, *rrrrEees

Upon logging in for the first time you will be asked to change your password. Please
record your username and new password in a safe place for future use.

Thank youl!
OKLAHOMA STATE UNIVERSITY

HR Department

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

Log in 9:47 AM [ CST ]

Username¥

2 |

Password*

| B 2890000000 |

Forgot your password?




3. Forvirtual code settings, you can provide a phone number or continue to use your email account.
Click Save.

» SMS Terms & Conditions

Text Message #

‘EH' "‘

Voice Phone #
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Email
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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.

Methods:

(O Text Message
(O Voice
Q Email

Email will be sent to:
*hkkikdkhkhktktt kit @ *dkdkdddik

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




Enter Code*

ﬁ Fhkkikkiik

[0 By checking this box, the system will not require the
entry of a code from this browser and computer with
each login.

If you do not login from this device at least once in the
previous 30 days, the system will require a new verification
code sent to you.

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

Change Password

Old Password*

| @ esosesnsee |

MNew Password* (7
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Confirm New Password*

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




2 N |
Checklists

osuU - New Employee Paperwork
Mot Started (0 out of 13)
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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.

My HR = Checklists

Welcome Mark as Complete

Welcome to Oklahoma State University and congratulation on your new
position. As a new employee, there are a few things you will need to take
care of before your start date in order for your employment to begin and for
you to receive your first paycheck. Information provided will be kept secure
and confidential.

9. Inthis 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.

Employee Information Update

(O Personal Information Update Personal Information Update

Biographical Information Update

Educational Background Update - Banner ID (if available) Social Security *
List your HIGHEST degree or... ‘ ‘ ‘

Educational Background Update -
Additional Degree or Diploma preferred Name * Legal First Name. *

Emergency Contact(s) Update ‘ ‘ ‘ ‘
Middle Name * Last Name (Family name / Surname)*
Direct Deposit Update ‘ ‘ ‘ ‘

Country* Street*

\ United States - \ \ ‘




Personal Information Update Biographical Information Update

Biographical Information Update Birthday* Gender*
l =] | -

Educational Background Update - List
your HIGHEST degree or diploma first Marital Status*

l v ]

Educational Background Update -
Additional Degree or Diploma

Ethnicity*
Emergency Contact(s) Update l - ]
Direct Deposit Update
Personal Information Update Educational Background Update - List your HIGHEST degree or
diploma first
Biographical Information Update
Degree 1% Year Received 1%
Educational Background Update - List l - ] l l
your HIGHEST degree or diploma first
Institution Name 1* Institution Location 1*
Educational Background Update - l ] l l
Additional Degree or Diploma
Field of Study 1 *
Emergency Contact(s) Update [ ]
Direct Deposit Update
Personal Information Update Emergency Contact(s) Update
Biographical Information Update Account Contacts
Page E] of 1 0 Rows All(0) * + Add
Educational Background Update - List
our HIGHEST degree or diploma first
g g # m Relationship Preferred Phone Numij

Educational Background Update - (@) NoDatato Display
Additional Degree or Diploma

Emergency Contact(s) Update

Direct Deposit Update

Personal Information Update Direct Deposit Update

Biographical Information Update Bank Account Type* Bank Routing #*
-

Educational Background Update - List I ] I

your HIGHEST degree or diploma first Bank Account #*

l ]

Educational Background Update -
Additional Degree or Diploma

Emergency Contact(s) Update

Direct Deposit Update

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.

My HR = Checklists

Instructions for I-9 and W-4 Forms

1-9 Employment Eligibility Verification Form Instructions: Click Here

* Employee MUST complete ALL of Section 1 on Page 1
» If you have use a preparer and/or Translator while completing I-9, you will need to
complete Page 2

11 YN RT3 YT . : a1 a .




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

messages.
Status: New

Empl E Verificati USCIS
Department af Homeland Security IR i

U8, Citizenship and Immigration Services Expares 1030023

* START HERE: Read instructions camfully bafore completing this form. The instructions must be availabile, sither in paper or slectronically,
during completicn of this form. Employers are Kable for ermors in o this form.

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

Withholding =2

10f1 » ORows [System]~¥ Y0 v
Year - Status State.. « Code - Name + Creat...
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(@  NoDatato Display

13. Select Federal Withholding form by clicking on “+ Add”. Click on “Mark as Complete” to proceed to
the next form. Acknowledge all popup messages.

Add New Withholding X

2022
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~ Federal (1)

Employee's Withholding Certificate W-4 + Add

> Oklahoma (1)

My HR > Forms > Government Forms = Withholding

Status: New

.\-4 Employee’s Withholding Certificate owa 545.0071

» Gomplate Form W-4 50 that your employer can withhold the correct federal income Lax from your pay. =
» Give Form W-4 1o & '22

TPt raere arvd madcie et Lot e

Ao

Cily o bown, state, and 7 code

i
I | l

Information

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



Withholding c3 Add New
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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.

Add New Withholding X

2022 v
N S N

» Federal (1)

“ Oklahoma (1)

Employee’s Withholding Allowance Certificate + Add

OK-W-4

My HR > Forms > Government Forms > Withholding

Oklahoma: OK-W-4
Status: New
Pash OKANS Oklahoma Tax Commission
Peemaa s State Withholdi Certificate

This cenificate is for Income tax withholding purpeses only. Type or print
NOTE: Do NOT mail to the Okiahoma Tax Commission.

Your First Name and Middie inzial Last Name Your Sacial Security Number
[ ] f 1 |l

Mome Address (Number and Street or Rural Route) Filing Status [~ Single I-me

f 3 wnm-mwr-
City o¢ Town |sn- lzvn«u

; == —

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.

My HR = Checklists

Instructions for other forms

Mark as Complete

For the next few steps, the form layout is split into left and right
side. On the left side, you will see the form structure and
questionaries. On the right side, you will see questionaries field
when you will be able to select or enter your answer.




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.

State of Oklahoma Outstanding Wages Beneficiary Form

Page10f2 e 3% @ ) Reset

Employee First Name
State of Oklahoma Outstanding Wages Beneficiary Designation

Employee Last Name

Banner ID

Signature is required on Page 2 whether or not you elected a beneficiary

Primary Beneficiary
Erimary Benefiary

Primary Beneficiary Full Name

[ J

= Primary Beneficiary Relationship

e efic
Relatonship

Primary Seneficiary { J
oos

Erimary Bensfoiary
s& Primary Beneficiary DOB

Erimary Sensteiary pn

aoreas [ = |
= Primary Beneficiary SSN

Beneficiary ’

2nd Beneficiary { J

204 Ranafieian: . omeficinn add

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.

My HR > HR Actions

Oklahoma Teachers' Retirement System

Effective From*

| 1210912022 =| ( save ) w

Oklahoma Teachers' Retirement Notification Form

Oklahoma Teachers' Retirement System OTRS

Paget1of2 » 75% Reset
9 © ® o OTRS Status*
\ - le
Oklahoma Teachers’ Retirement System Notification Form
QOTRS Employer*
OTRS Status ‘ - ‘ @
If you have selected “Yes, | participate in OTRS through my employer”, OTRS Institution Name *
Complete next two questions | | &

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.



My HR > Checklists

Affirms that the Constitution and laws of the U.S. and the State of Oklahoma will be upheld. Download
the document here and print, and complete in front of a notary. Your employer can help you upload the
notarized Loyalty Oath.

Your employer or HR offices can help notarize the document. Below are a list of OSU HR offices:
« Stillwater Campus - 401 General Academic Building (MAP)
+ OKC Campus - 210 Administration Building (MAP)
+ CHS/Tulsa Campus - 1405 Mail Hall (MAP)

+ Okmulgee Campus

@  Amaximum of 5 files are allowed to be selected per upload.
1, Upload Document

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

My HR > HR Actions

Voluntary Self-Identification of Disability

PUBLIC BURDEN STATEMENT: According to the Paperwork Reduction Act of 1995 no persons are required to respend to a collection of
information unless such collection displays a valid OMB control number. This survey should take about 5 minutes to complete.

Effective From *
s 5 =

Disahility Information

Disability *

I -

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

My HR > HR Actions

Veteran Voluntary Self-Identification

Effective From*

Ny

-
12/09/2022 = (_ sawe

Veteran Information

Veteran
Are You A Protected Veteran*

Congratulations! You completed your paperwork.



