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Completing New Hire Wizard Quick Reference Guide 
Last Updated: 06/10/2025 
This quick reference outlines the steps required to complete the New Hire Wizard which collects your personal 
information, banking information and Form I-9 Section 1.       

Rece ive We lco me E m ail  

Receive Welcome E-mail. 
Click New Hire Wizard and use 
username (your email address) 
provided to create password. 
 
Please note and remember username 
and password. 
 
Please note: 
If you must return to the New Hire 
Wizard, use the ‘here’ link towards the 
bottom of the email 

 

Activ ate Your Acco unt  

Create your password and then Log 
on 
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Co mp lete O nb oar d ing Check list  – O nbo ar ding Dat a Co llection 

Click Provide Personal Details tile 
– Your Onboarding Checklist 

 

Click Get Started 
 
Please Note: 
As you complete items they will 
show as ‘completed’ on the menu 
and additonal tasks will populate 
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Please  complete all required fields. 
Most required fields have an asterick 
(*).  
If you submit and information is 
missing, it will not allow you to move 
on and provides information as to 
what needs completing.  
 
Please Note: 
1.  Validate and edit name to 

ensure it is your US legal name 
(if you are an international 
student it is the name on your I-
20 or DS-2019 form) 

2. National ID is your Social 
Security Number. Include 
dashes.  

If you do not have a Social Security 
Number yet, please remove this 
section by clicking the trash can.  
 
Having a Social Security Number on 
file is federally required. If you have 
one, you must enter it. 
 
For guidance regarding obtaining a 
Social Security Number, please refer 
to Government and Agency 
Resources | ISS (purdue.edu) 
 
Once you have the Social Security 
Number, please reach out to your 
Employment Center for next steps. 

 

Continue to scroll and complete  
fields, as applicable. 
 
 
Please click Show 6 more fields to 
continue. 

 
 
 

https://www.purdue.edu/gpp/iss/student/govResources.html
https://www.purdue.edu/gpp/iss/student/govResources.html
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The email address you provided 
initially will be prepopulated. Please 
keep this email as is. 
 
If you need to add another Phone 
Number or Email Address, click Add 
to add another line. Only one per 
section can be the primary option. 
 
Please enter your phone number 
without dashes. 
  

Review/update home address. 

 
You will need to provide an 
emergency contact and emergency 
contact phone number. 
 
Click Continue 
Click Submit  
Click Confirm 
 
Please Note: 
Click Save Draft if you need to leave 
this taks and log in later. This will 
save your information. 
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Personal Data shows Completed. Click Provide Additional Data. Click University Policies. 
• Review Policy links 
• Select Yes to Confirm 
• Next complete Direct Deposit  

o It must be a financial institutue within the United States. 
o Can add up to 3 accounts 

 

      
 
When both sections are completed, click Submit. It will not show complete until Submit is clicked.  
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Please note: If you've worked at the University before, the "Provide Personal Data" section will be locked. It will unlock 
once Central Payroll approves it, allowing you to move on. 

Next, click Complete e-Signature. 
 
Please Note: 
Click ‘Refresh’ from your browser if 
e-Signature is not available yet. 
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Click Accept Terms 
Click Submit 
Use Click to Sign to sign all 
documents 
Click Submit 
 
Please Note: 
Once sbumitted, documents are 
available to download. 

 
 

 

 

Co mp lete O nb oar d ing Check list  – Co mp lete For m I -9 S ectio n 1  

Next, start your Form I-9 Section 1. 
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Complete Form I-9, Section 1 
 
Please Note: 
Contact your Employment Center or 
PNW Human Resources or PFW 
Human Resources if changes are 
required to fields you can’t edit such 
as Name, SSN, etc. 

 

Complete Type of Citizenship 
• Fields will populate based on 

what is selected. 
• Use the List of Acceptable 

Documents for more 
information 

• FYI: Country of Issuance is 
the Country listed on the 
front of the foreign passport 
(the Country the passport is 
from) 

Continue to scroll 
 

Upload Employment Eligibility 
Verification Document(s), based 
on the items selected above 
 
Please Note: 
Only upload what is required; 
additional uploaded documentation 
is not needed 
 
Uploaded documents show as 
Attachments   

 

https://www.purdue.edu/treasurer/finance/operations/business-operations-and-centers/employment-payroll-centers/
https://www.purdue.edu/treasurer/finance/operations/business-operations-and-centers/employment-payroll-centers/
https://www.purdue.edu/treasurer/finance/operations/business-operations-and-centers/employment-payroll-centers/
https://www.uscis.gov/i-9-central/acceptable-documents/acceptable-documents
https://www.uscis.gov/i-9-central/acceptable-documents/acceptable-documents
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Click the caret and then One or 
more preparers. . .  only if someone 
else helped you with this Form. 
Leave the selection as is it you 
completed everything on your own.  

• Click to acknowledge the 
Attestation Statement 

• Review information 
• Click Submit 

o Click Ok 
 
Once this is done, an e-Signature 
task will populate towards the 
bottom. After submitting – you still 
have to sign the documents! 
 
Once the documents are signed  - 
you’ll notice the onboarding checklist 
has all green completed signs. 
 
Congratulations, the New Hire 
Wizard is complete! 

 
 

 
 

 
Please Note: 

• Once forms are completed, they cannot be edited within the New Hire Wizard (Onboarding Checklist). Once 
hired, most things can be edited or updated in SuccessFactors through your Employee Profile. Learn more here: 
https://www.purdue.edu/hr/workpurdue/workESS.php  

• Your Employment Center or PNW Human Resources or PFW Human Resources can help answer questions. 
• During your first week, access SuccessFactors to complete your tax forms. Learn more here: 

https://www.purdue.edu/hr/neo/index.php or here https://www.purdue.edu/hr/workpurdue/workESS.php  
 

 

https://www.purdue.edu/hr/workpurdue/workESS.php
https://www.purdue.edu/treasurer/finance/operations/business-operations-and-centers/employment-payroll-centers/
https://www.purdue.edu/hr/neo/index.php
https://www.purdue.edu/hr/workpurdue/workESS.php
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