The following action items MUST be performed on or before your first day of employment at
UW-Stout.

New Hire Forms Checklist

Contract signed - FASLi (Faculty, Academic Staff, Limited Appointment) employees only

O Position description signed — (permanent university staff/project employees only) The
position description will be signed during your scheduled orientation session.

0 I1-9 Form —Your job is contingent upon verification of identity and work authorization (I-9). You
MUST complete an I-9 form. Attached you will find a list of acceptable documents which can be
used to establish identity and work authorization. Please bring these original documents (copies
cannot be accepted) with you on or before your first day of work.

O Direct Deposit — To complete the Direct Deposit Form, log into the MyUW Portal with your
UW-Stout credentials. On the Payroll Information Tile, click Add Account, enter account
information and click Save. Additional instructions on how to set up direct deposit can be
found: Tip Sheet — Set up Direct Deposit and FAQ's can be found: Direct Deposit Instructions
and FAQ’s. Please note: Access to the MyUW portal is available up to seven days prior to the
start date.

If we do not receive a completed direct deposit authorization with a valid bank account,
payment will be made via a US Bank Focus Pay Card that will be mailed to the employee’s home
address on file.

O |W-4 (Federal and State Employee’s Withholding Certificate) — To complete the W-4 Form, log
into the MyUW Portal with your UW-Stout Credentials. On the Payroll Information Tile, click the
Update W-4 button. A W4 Tip Sheet is available to help use self-service to complete the W-4 Form.
Please note: Access to the MyUW portal is available up to seven days prior to the start date.

O Self-lIdentification Form — Please complete, sign and return to the Human Resources Office.

O Emergency Contact Information - Please complete, sign and return to the Human Resources
Office.

0 Confidentiality Form — Please complete, sign and return to the Human Resources Office.

m University Staff Workplace Conduct Expectations & Disciplinary Guidelines — (University
Staff only) Please sign, date and return the entire document

O Transcripts — (FASLi employees only) Official transcripts are needed for all degrees, not just
highest degree attained. Not applicable for Graduate Assistants.

*Please note: Some items are NOT required for all staff. Use your employment type
(University Staff, Academic Staff, Faculty, Limited Appointment, Project Appointment) when
completing this checklist. Contact the HR office with any questions regarding your
employment type.
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https://www.uscis.gov/system/files_force/files/form/i-9-paper-version.pdf?download=1
https://my.wisconsin.edu/
https://nam04.safelinks.protection.outlook.com/?url=https%3A%2F%2Fuwservice.wisconsin.edu%2Fdocs%2Fpublications%2Fdd-setup.pdf&data=01%7C01%7Chendersonc%40uwstout.edu%7Cc05a79283fd3496ec78408d7cc1d4c92%7Cb71a81a32f9543819b89c62343a66052%7C0&sdata=hMXZA7qxtKC%2FlcZkeylW%2Bofs5smYakFZlSSTZAWg4Lg%3D&reserved=0
https://nam04.safelinks.protection.outlook.com/?url=https%3A%2F%2Fuwservice.wisconsin.edu%2Fdocs%2Fforms%2Fpay-direct-deposit-instructions.pdf&data=01%7C01%7Chendersonc%40uwstout.edu%7Cc05a79283fd3496ec78408d7cc1d4c92%7Cb71a81a32f9543819b89c62343a66052%7C0&sdata=IYRnPP59UDsRvfbUEKO%2F8BSmas7OLnPSVQTWkL9LZm0%3D&reserved=0
https://nam04.safelinks.protection.outlook.com/?url=https%3A%2F%2Fuwservice.wisconsin.edu%2Fdocs%2Fforms%2Fpay-direct-deposit-instructions.pdf&data=01%7C01%7Chendersonc%40uwstout.edu%7Cc05a79283fd3496ec78408d7cc1d4c92%7Cb71a81a32f9543819b89c62343a66052%7C0&sdata=IYRnPP59UDsRvfbUEKO%2F8BSmas7OLnPSVQTWkL9LZm0%3D&reserved=0
https://uwservice.wisconsin.edu/docs/publications/pay-focus-card-faq.pdf
https://my.wisconsin.edu/
https://nam04.safelinks.protection.outlook.com/?url=https%3A%2F%2Fuwservice.wisconsin.edu%2Fdocs%2Fpublications%2Fpay-update-federal-state-w4.pdf&data=01%7C01%7Chendersonc%40uwstout.edu%7Cc05a79283fd3496ec78408d7cc1d4c92%7Cb71a81a32f9543819b89c62343a66052%7C0&sdata=VGXAU9W9L9xpDXNd15hymVWhaFntncp9a7GGzrbtZ3c%3D&reserved=0
https://liveuwstout.sharepoint.com/sites/2024/Human%20Resources/Self-Identification-form.pdf#search=self
http://uwservice.wisc.edu/docs/forms/hr-emergency-contact.pdf
http://www.uwstout.edu/hr/newEmployee/upload/confidentiality-form.pdf
https://liveuwstout.sharepoint.com/sites/2022/Human-Resources/Documents/Workplace-Expectations-and-Disciplinary-Guidelines.pdf
https://www.uscis.gov/sites/default/files/document/forms/i-9-paper-version.pdf
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