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Student Hiring Checkilist

This checklist is for new student employees who are U.S. Citizens or Green Card Holders. Use
the checklist to support your onboarding process.

0 Access the University System of Georgia Employment Center

1. Open emalil titled Your Georgia Tech New Hire Documents are Ready from
donotreply@equifax.com. This email will include your login ID and Employment Center
URL

2. Retrieve login password from a separate email titled Your Georgia Tech New Hire
Password Information from donotreply@equifax.com

3. Log into Employment Center with above information

O Complete your Student Hire Packet

1. Log in to Employment Center
2. Complete all 25 forms.

O Further Action is Required Email Received

1. Schedule Human Resources appointment to complete the 1-9 and Security
Questionnaire. Note: You must bring original documents to this appointment.
Photocopies cannot be used.

2. Visit the following website to learn more about Student Health Insurance:
https://health.gatech.edu/financel/insurance

1 Complete I-9 and Security Questionnaire with Human Resources Onboarding
Specialist. Note: this must be done prior to or within 3 days of starting your new job.

O Complete Employee Self Service Training for OneUSG Connect

[0 Access Employee Self Service in OneUSG Connect and complete the following:

Verify Direct Deposit (Job Aid: How do | Update my Direct Deposit Information?)
Verify your mailing address (Job Aid: How Do | Change My Address?)
Verify your phone number(s) (Job aid: How Do | Update My Phone Number?)

Enter or edit your military/veteran status (OneUSG Connect > Personal Details >
Veteran status)

e Enter or edit your race/ethnicity (OneUSG Connect > Personal Details > Ethnic Groups)

1 Complete the electronic Conflict of Interest (COI) form

L] Complete Right to Know Training (USG Requirement)
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https://www.genbook.com/bookings/slot/reservation/30050910?bookingSourceId=1000&category=177911742
https://health.gatech.edu/finance/insurance
https://mediaspace.gatech.edu/media/1_wdg6w7u3
https://oneusgconnect.usg.edu/
https://usg.service-now.com/usgsp?id=kb_article_view&sysparm_article=USGKB0010847&sys_kb_id=ee325195dba78014ee065cb8dc961994
https://usg.service-now.com/usgsp?id=kb_article_view&sysparm_article=USGKB0010801&sys_kb_id=c754e89387bfe8509601eb1e3fbb35fe&spa=1
https://gatech.service-now.com/home?id=kb_article_view&sysparm_article=KB0024287
https://researchintegrity.gatech.edu/conflict-interest
https://www.usg.edu/facilities/rtk-ghs

	Step 1: Complete Online Student New Hire Packet
	Step 2: In-Person Onboarding
	Step 3: Employee Self Service, Conflict of Interest, and Training

