
  

 

“My heart is in the work…” — Andrew Carnegie 

New Hire Onboarding Checklist 
BEFORE YOUR FIRST DAY 

Scan the QR Code to visit https://www.cmu.edu/hr/service-center/new-faculty-staff/before-first-day.html 

for more details on the following: 

 

•  Confirm your Andrew Account and set up DUO two-factor authentication (2FA) 
Your Andrew account gives you access to CMU email, systems and campus resources. Look for an email with setup instructions. 

•  Complete Workday onboarding tasks 
Log into Workday to enter personal information, set up direct deposit and complete employment-related forms. 

•  Complete your Form I-9, Section 1 

Fill out Section 1 of the I-9 form in Workday before your first day to verify your employment eligibility. 

•  Upload your ID photo 
Submit a photo online for your CMU ID card, which provides access to buildings and services. 

•  Review your benefit options 
Familiarize yourself with CMU’s benefit offerings, like health insurance, retirement plans and wellness resources, so you’re ready to 

enroll once eligible. 

YOUR FIRST DAY 

Scan the QR code to visit https://www.cmu.edu/hr/service-center/new-faculty-staff/first-day.html for 

more details on the following: 

 

•  Complete any remaining Workday onboarding tasks 
Log in to Workday to finish any outstanding onboarding steps, such as tax forms, emergency contacts and benefit elections.  

•  Complete your Form I-9, Section 2 
Bring your original documents to your onboarding session so HR can complete Section 2 in person, verifying your identity and work 

eligibility. 

•  Attend an onboarding session 
Participate in an in-person session hosted by HR to complete your Form I-9, receive your CMU ID and get important info for getting 

started. 

•  Schedule your New Hire Orientation 
Sign up for a virtual orientation session to learn more about CMU’s mission, culture and employee resources.  

•  Check your CMU email 
Begin using your CMU email for official communications, system notifications and updates from your department. 

 

YOUR FIRST WEEK → YOUR FIRST MONTH 

Scan the QR code to visit https://www.cmu.edu/hr/service-center/new-faculty-staff/first-month.html for 

details on these and more: 
 

•  Complete required training, such as cybersecurity awareness and workplace harassment 

prevention. 

•  Enroll in or review your benefits, such as health, retirement plans and voluntary options. 

•  Meet with your supervisor to discuss role expectations, goals and upcoming projects. 

•  Review the “Opportunities to Stay Involved, Informed and Healthy” section of the Your First Month 

page.  
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