
Onboarding   

Audience: Employees 

Overview: 

This job aid provides an overview of how to access Onboarding activities in Workday. In 

the Workday Inbox, you will find onboarding tasks associated with your new role with the 

County. In most cases, these will be action items that need to be completed, such as I-9 

form, updating personal information, payment election set-up and more.  

This job aid covers: 

 
• Update Contact Information 

• Complete Federal Withholding 

Elections 

• Update Personal Information 
• Complete State and Local 

Withholding Elections 

• Review Documents 
• Payment Election Enrollment Event 

• Photo Change • Change Emergency Contacts 

• Complete Form I-9  

 

Update Contact Information 

1. From the Workday homepage, click the Inbox icon.  

 

 
 

2. Click the update task from the Inbox Actions tab que to Update Contact Information.  
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3. Click the Add button under Address, in the Change Home Contact Information 

section, to add a home address. 

 

 
 

4. Update required address fields, indicated by a red asterisk. The Country will default to 

United States of America. 

 

 
 

5. Click the check mark icon in the upper right, to save information. 
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6. Click the Add button under Phone, in the Change Home Contact Information 

section, to add a home phone contact number. 

 

 
 

7. Select the Phone Type (Fax, Landline or Mobile), add Phone Number and click the check 

mark to save. 

 

 
 

8. Edit email address by clicking the pencil icon or click Add to include another email 

address. 
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9. Click Submit. 

 
 

10. As tasks are completed, they can be found in your Inbox Archive tab. Additional Inbox 

tasks may appear on the Actions tab, based on the information provided. 

 

 
 

Update Personal Information 

1. From the Workday homepage, click the Inbox icon.  

 
 

2. Click the next update task from the Inbox Actions tab que to Update Personal 

Information. 
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3. Update Legal Name by clicking on the pencil icon. Click the check mark to 

save. 

   
 

4. Update Preferred Name by clicking on the pencil icon. Unclick the Use Legal Name As 

Preferred Name box. Enter preferred name. Click the check mark to save. 
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5. In the Change Personal Information section, edit the required fields, Nationality is 

optional. Click the pencil icon to edit. Remember to click the check mark to save in each 

section. 

 

 
 

6. After editing and saving the updates, click Submit. 

 

 
 

 

Review Documents 

1. From the Workday homepage, click the Inbox icon.  
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2. Click the update task from the Inbox Actions tab que to Review Documents. 

 
 

3. Click the links to review the documents. Check the I Agree box for each document after 

reviewing. 
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4. Click Submit. 

 

 

 

Photo Change 

1. From the Workday homepage, click the Inbox icon.  

 

 
 

2. Click the update task from the Inbox Actions tab que to Photo Change.  
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3. Drop or select your picture file in the Attachments section. Click Submit. 

 
 

Complete Form I-9 

1. From the Workday homepage, click the Inbox icon.  

 
 

2. Click the update task from the Inbox Actions tab que to Complete I-9.  
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3. Complete and verify the information in the required fields that are indicated by 

a red asterisk. 

 

 
 

4. Scrolling down, select a citizenship status. You may be prompted to add a document 

number if you choose #2, 3, or 4.  

Review the Signature of Employee section, click the I Agree box. 
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5. Scrolling down, complete the following if you used a Preparer and/or Translator. 
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6. Click Submit. 

 

 

 

Complete Federal Withholding Elections 

 

1. From the Workday homepage, click the Inbox icon.  

 

 
 

2. Click the update task from the Inbox Actions tab que to Complete Federal Withholding 

Elections.  
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3. Complete the Federal Withholdings Election, W-4 Data section. Scrolling down, 

complete the Step 4, Other Adjustments, if applicable. 

      
 

4. Review the Legal Notice and click the I Agree box. 
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5. Click Submit. 

 

 

 

Complete State and Local Withholding Elections 

 

1. From the Workday homepage, click the Inbox icon.  

 

 
 

2. Click the update task from the Inbox Actions tab que to Complete State and Local 

Withholding Elections.  
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3. Confirm State and Withholding Form Type, click OK. 

 

 
 

4. Complete State and Local Withholding Elections in the Alabama A4 Data section. 

 

 
 

5. Review the Legal Notice at the bottom of the form and if you agree, click the I Agree 

box. 
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6. Click OK. 

 

 

 

 

Payment Election Enrollment Event 

 

1. From the Workday homepage, click the Inbox icon.  

 

 
 

2. Click the update task from the Inbox Actions tab que to Payment Election Enrollment 

Event.  
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3. Add the required Preferred Payment Method and Account Information. 

 

 
 

4. Click OK. 
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5. The Account has been added and the Payment Elections have been updated. 

Use the options to Edit, Remove or View account, as needed. 

To add an additional account, click the Add button. 

 

 

6. Follow Step 5 above, to add any additional account’s information and click OK. Multiple 

accounts are listed. 
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7. Update your elections by selecting Edit. 

 

 

 

8. In this example, the Payroll Payment Election will be updated. Select the + sign to add a 

row. 

 

 

 

9. Select Country, the Currency will default to USD, and add the Payment Type and 

Account.  
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10. Next, add how to split the total, by Amount or Percent.  

For this example, $100 will go to Example Bank account and the balance will go to 

Example2 Bank account. 

 

 

11. Click OK. 

 

 

 

 

 

Change Emergency Contacts 

 

1. From the Workday homepage, click the Inbox icon.  

 

 
 

2. Click the update task from the Inbox Actions tab que to Change Emergency Contacts.  
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3. Click the pencil icons to update the Legal Name and Relationship of your emergency 

contact. To include a Primary Phone, click the Add button. 
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4. Enter the First and Last Name of your emergency contact. Click the check mark 

to save. 

 

 
 

5. Choose the Relationship to your emergency contact. Click the check mark to save. 
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6. After clicking on the Primary Phone Add button, enter the required information. 

Click the check mark to save. 

 

 
 

7. Click Submit. 

 

 


