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QUICK GUIDE
Complete Your Workday Tasks 
Use this reference guide with your checklist to complete all tasks prior to your start date 

After you log into Workday with the new 
employee credentials (these will be emailed 
to you after you accept your offer) your 
Workday dashboard will look something like 
this! 

Navigate your dashboard
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QUICK GUIDE

Start my Onboarding tasks:

Onboarding tasks that need to be 
completed before you start can be 
found in your Workday inbox. 

To navigate to your inbox select 
the inbox icon in the top right hand 
corner.  

Complete Your Workday Tasks 
Use this reference guide with your checklist to complete all tasks prior to your start date 
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QUICK GUIDE

Enter 
Personal 

Information

Change 
Emergency 

Contacts

Complete Your Workday Tasks 
Use this reference guide with your checklist to complete all tasks prior to your start date 

Enter
Contact

Information
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QUICK GUIDE
Complete Your Workday Tasks 
Use this reference guide with your checklist to complete all tasks prior to your start date 

Important Note - Messages like these do 
not indicate that you have completed your 
onboarding. Select Open to move to the 
next task and continue!

Example: In the screenshot 
on the right, the new 
employee has completed 
their emergency contacts 
task, but next needs to Edit 
Government IDs.



5

QUICK GUIDE
Complete Your Workday Tasks 
Use this reference guide with your checklist to complete all tasks prior to your start date 

ID Change - Government IDs

1. Click on        under National IDs. The Country field will open a 
drop-down list to select the country where you will be working. 

 
Note: The National ID type will automatically populate.

2. Below Add/Edit, type the appropriate ID. For U.S. employees, 
enter your Social Security Number.

3. Issued Date and the Expiration Date.
4. Select Submit to move forward. 

Note: Dates are not required.

Enter all fields that apply to you – the only required field for 
employment is National ID under Proposed IDs. 

 

+ 
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QUICK GUIDE
Complete Your Workday Tasks 
Use this reference guide with your checklist to complete all tasks prior to your start date 

Complete State & Local Withholding 
Elections

Complete Form I9

Note: only 
complete Section 1
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QUICK GUIDE
Complete Your Workday Tasks 
Use this reference guide with your checklist to complete all tasks prior to your start date 

Complete Form I9 
(note: only complete Section 1

See Further I9 Instructions
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QUICK GUIDE
Complete Your Workday Tasks 
Use this reference guide with your checklist to complete all tasks prior to your start date 

Company 
and 

Benefits 
Documents

Payment 
Election

Federal Tax 
Election for 
Onboarding

Note: you are just reviewing 
and acknowledging this task. 
You will enroll in benefits 
AFTER you start.
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QUICK GUIDE
Complete Your Workday Tasks 
Use this reference guide with your checklist to complete all tasks prior to your start date 

Veteran Status 

Policies 
Acknowledgment
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QUICK GUIDE
Complete Your Workday Tasks 
Use this reference guide with your checklist to complete all tasks prior to your start date 

Disability 
Self-Identification

401K 
Acknowledgement 
– Check “I agreeˮ 

box and submit 
upon review 

Note: you are just reviewing 
and acknowledging this task. 
You can enroll in 401(k) a 
few weeks AFTER you start.
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QUICK GUIDE
Complete Your Workday Tasks 
Use this reference guide with your checklist to complete all tasks prior to your start date 

WEX policies: 
1. Review
2. Agree 
3. Submit 

Change my Photo 



Completing Your Workday Tasks 

CONGRATULATIONS!
You have completed your Workday onboarding! To ensure completion of all 

tasks, review your inbox.  If 
itʼs empty, you are ready to 

attend New Hire Orientation!


