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“Onboarding” refers to the administrative activities that must be conducted once a new faculty member has accepted the offer to join ASU.  Below are several documents to help onboarding each faculty member.  In addition to this list, you may need to create a checklist of actions that are specific to your school, department, or the faculty member, e.g. access to buildings, labs or adding them to mailing lists.

1. Moving and relocation (MOV)
a. Policy https://www.asu.edu/aad/manuals/fin/fin420-03.html
b. New Faculty information https://provost.asu.edu/academic-personnel/new-faculty/relocating
c. Relocation service https://cfo.asu.edu/relocation-services
https://cfo.asu.edu/purchasing-sunmart-moving

2. Background check process: https://cfo.asu.edu/background-fingerprints#background-checks- 
a. More information can be found here: background check and fingerprinting guide

3. Add to Peoplesoft to generate ASU ID: (Process in PeopleSoft to generate an email to the new employee with instructions to activate ASUrite and ASU email).
https://www.asu.edu/courses/oasis/CampusCommunity/TRN-CourtesyAffiliates.pdf 
http://www.asu.edu/courses/oasis/CampusCommunity/CourtesyAffiliateProcessFAQs.pdf 

4. New hire paperwork Adobe sign: 
a. domestic
b. international

5. I-9 information - if new Faculty Associates are recruited in Kenexa/BrassRing, the faculty will receive an auto generated email from I-9 Management containing the I-9 process; for all other faculty (not in BrassRing) the dept must send out the I-9 email instructions.  *If the faculty is out of compliance (beyond the three days) I-9 Management will send an autogenerated email if the faculty is in Job Data.

6. PTR: New Hire PTR: https://www.asu.edu/fs/documents/BPG-process-PTR.pdf. If the faculty received MOV (moving/relocation) funds, the MOV pay is to paid on their first pay check (typically per their offer letter). Check the additional pay box in the PTR to add the MOV funds.

7. New Employee Orientation:  Effective July 3, 2023, New Employee Orientation (NEO) will shift to a hybrid format. Hybrid offers individuals with a virtual (through Zoom) and in-person (UCNTRA Tempe campus) option, happening simultaneously. As the HR point of contact or Career EDGE assignor, you will need to communicate with your new hire regarding the format they would like to attend. 
https://cfo.asu.edu/new-employee-orientation
https://provost.asu.edu/academic-personnel/new-faculty/orientation
https://www.asu.edu/hr/new-employee/NEO-tri-fold-web.pdf 


8. More information on The College website:
https://thecollege.asu.edu/resources/academic-personnel/tenure-track-personnel/recruitment-hiring 
https://thecollege.asu.edu/resources/academic-personnel/other-academic 

9. 
[bookmark: _Hlk137036134]Below is the Faculty Onboarding email sample. 
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From: Patricia Rosciano
Cc: lwd@asu.edu; Patricia Rosciano; Taylor Breaux; Matthew Blackwood (Student)
Subject: Effective July 3, 2023, New Employee Orientation (NEO) will shift to a hybrid format
Date: Tuesday, June 6, 2023 3:33:58 PM
Importance: High


Effective July 3, 2023, New Employee Orientation (NEO) will shift to a hybrid format.
Hybrid offers individuals with a virtual (through Zoom) and in-person (UCNTRA
Tempe campus) option, happening simultaneously.


What does this mean for your new hire? 


As the HR point of contact or Career EDGE assignor, you will need to communicate
with your new hire regarding the format they would like to attend.


The in-person will be held in the University Center Building A, Tempe campus in
the Office of Human Resources with a max capacity of 54 individuals. 
The virtual component will be held through Zoom, and can accommodate up to
100 individuals. 
Registration will remain the same through Career EDGE. 


Department Learning Administrators or Assignor-Transcript Viewers have
access to assign NEO. If you need either of these roles, please submit a
service ticket.
When registering your new hire for the hybrid format, you will see two
options with different titles for the same date. You need to select ONLY
one option: 


NEO Zoom Only - Date of session.
NEO In-person Only - Date of session.


·       Once registered, the assignors will receive an email confirmation stating the
details of the orientation. Please forward this onto your new hire’s personal
email address. 


·       What if you need to change sessions?
Time and capacity allowing, please cancel your assignment and initiate a
new assignment in Career EDGE.
If the in-person is at capacity, please DO NOT send your new hire as a
walk-in. Due to the fire code, we cannot exceed the maximum capacity of
the training room. Your new hire runs the risk of being assigned to a future
NEO session. If there’s capacity in the Zoom only session then sign them
up for that one.
Last minute changes may result in postponement of your new employees'
attendance.


NEO will continue to be offered the first three Mondays of each month. During peak
periods (August and January), NEO will be offered each week. The program runs
from 8:30 a.m. to Noon. The NEO self-paced curriculum will still be available to
employees and should be utilized if your new hire is not able to attend NEO due to
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scheduling conflicts.


I don’t assign NEO to new hires, why am I receiving this?
 
Please share this with the appropriate person in your unit. Leadership and Workforce
Development DOES NOT assign NEO to new hires. Your department is responsible
for all NEO assignments and registrations.


Should you have concerns or questions about the NEO hybrid, I invite you to email
LWD@asu.edu or me directly. 


Thank you,
Patty Rosciano
Program Coordinator, Sr.
Leadership and Workforce Development
Office of Human Resources
Arizona State University


Mail Code: 1304
1100 E. University Dr., Suite 105
Tempe, AZ 85281
p: 480-965-5089  
email: patricia.rosciano@asu.edu


ASU United Way - Mighty change starts with you.
Career EDGE - Access job-related training and ongoing professional development
opportunities.


ASU #1 in the U.S. for innovation
—U.S. News & World Report
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Below is the Faculty Onboarding email sample. *Please note non-tenure track faculty do not attend the 


tenure track new employee orientation. They are only to complete the new employee orientation on 


career edge, so the email would be adjusted pending the hire. 


 


Dear ____, 


  


We are looking forward to you joining the __(Academic Unit)____. Below is information regarding the 


onboarding process. Please let me know if you have any questions. 


**Please note, the payroll start date for your position is __(Date)__.** 


  


New hire packet 


Read, sign, date and submit a domestic or international new hire packet through AdobeSign on or 


before your first day of employment.  


  


Form I-9, payroll and Tax Forms 


Work authorization must be completed within three business days of date of hire.  


• Complete Section 1 of the Form I-9 online. 


• To complete Section 2, schedule an in-person appointment and bring original copies of your 


acceptable documents to your scheduled appointment. 


o New employees outside of Arizona must follow these remote Form I-9 instructions to 


complete the form.  


o Complete the out-of-state approval form and route to your department’s HR Specialist 


for review and approval, only if you have not already done so. 


• On your start date, please make your W-4 Federal tax elections and A-4 AZ State tax elections.  


• To enroll in direct deposit, log in to My ASU and locate My Employment > Payroll > Direct 


Deposit and follow the instructions. Enroll in the electronic W-2 


  


New Employee Orientation 


The New Faculty Orientation for tenured and tenured-track faculty is scheduled for ____ from ____. An 


invitation from the Provost office will be emailed to you, if it has not already been sent. 



https://secure.na4.documents.adobe.com/public/esignWidget?wid=CBFCIBAA3AAABLblqZhDJ-wPCNK8SBcMPBGpZNvZSCP8FC1YANYljjXOpMSQLEh2nF6pPh0c4rNeflgZFUqo*

https://secure.na4.documents.adobe.com/public/esignWidget?wid=CBFCIBAA3AAABLblqZhCdWDZ-5fIC6p5lQoJl1kLCX66c76h2EULNmj-MzokvxvSmYryIgNyVIwR79m3lO_U*

https://secure.i9.talx.com/FormI9/Section1/LoginCaptcha.ascx?Employer=13789

https://outlook.office365.com/owa/calendar/OHR@arizonastateu.onmicrosoft.com/bookings/

https://www.asu.edu/hr/documents/remote-FormI9-instructions.pdf

https://www.asu.edu/hr/forms/ApprovalOSEmployee.pdf

https://go.oasis.asu.edu/payrollandcompensation/w4tax/

https://www.asu.edu/go/payrollandcompensation/a4tax/
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If you’d like, after your start date, you may also enroll in the online New Employee Orientation via 


Career Edge. To register go log into ASU Career EDGE and search for ASU New Employee Orientation 


online. Select ASU New Employee Orientation ONLINE, then select Request. 


 


Required trainings 


Please complete these trainings within 30 days of your start date. You can click the link to the course or 


access the trainings in Career Edge, go to ASU Career EDGE, and click on My Transcript. Click on the 


course then click Launch. 


ASU Information Security Training 


Arizona Public Service Orientation  


Fire Safety and Prevention 


Preventing Harassment and Discrimination 


Title IX and Your Duty to Report 


FERPA at ASU  


Community of Care Training 


  


Temporary parking permits 


A temporary free parking permit is available for your first two weeks. You may visit Parking and Transit 


Services for locations to pick up your permit.     


  


ASU ID card 


All new employees must obtain an ASU ID card. This process is now automated, and you must submit 


the request online. Your ASU credentials must be set up to submit a request. Sun Devil Card Services will 


approve your ID card and provide you with an option for pick up in person or receive it by mail.  


  


Benefits 


Here is the link to the medical plan options that are available https://cfo.asu.edu/medical-plans.  To 


enroll in benefits you can access the enrollment portal online via MyASU. However, since your position 


isn’t active in the payroll system yet you may receive an error. Your position will be active beginning 


____. You should be able to make your selection as soon as ____. You have 30-days from your date of 


hire to enroll. If you have specific questions about the plans or your benefits, please contact Faculty 


Services, 480-727-9900, hresc@asu.edu. Coverage is effective the first day of the pay period following 


hire and completion of enrollment. 
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To enroll in benefits: 


• Sign into My ASU 


• Under the My Employment header click Benefits 


• Click on Benefits Enrollment 


• Read the information and follow the screen prompts to edit elections. 


• Complete edits, review your elections and click Next. 


• Print or email your health and welfare benefits enrollment summary for your records. A copy is 


required to report any discrepancies. 


• Click submit to authorize elections and submit your choices. 


 






