
Onboarding, Your First Day – 02/24/15   Page 1 of 1 

 
 

 

On your first day your Supervisor will assist you with visiting the following locations:  

 

Location Tasks 

Human Resource Services 

Library Bldg., Rm. 3102 

 Complete I-9 form – Access Form I-9 and Instructions 

 Schedule New Employee Orientation 

 Obtain Union Membership card (if applicable position) 

 Ask HR related questions. 

Payroll & Benefits Office 

Library Bldg., Rm. 1126 

 

 Complete Tax Form W-4 form 

 Complete Direct Deposit form 

 Schedule a benefits orientation 

 Ask pay / deduction / benefits related questions 

Technology Help Desk 

Computing & Communications 

Library Bldg., Rm. 1800B 

 

  Present proof of identity (example: Photo ID) to Client       

      Services staff to obtain network account username and password.  

      *This needs to be completed before you can have access to      

       your employee resources through my.evergreen.edu. 

Registration and Records 

Library Bldg., Rm. 1101 

 Obtain Staff ID card 

Parking Services 

Seminar Bldg., Rm. 3157 

 Purchase parking pass 

 Ask parking / commuting related questions 

Key Issues 

Lab II Bldg., Rm. 1260 

 

 Receive keys (must present completed Key Authorization Form 

with required signatures and Staff ID card). 

 

 

http://www.uscis.gov/sites/default/files/files/form/i-9.pdf

