Onboarding: Complete I-9
OVERVIEW

The purpose of the 1-9 form is to verify eligibility of an employee to
work legally in the United States. This form is mandatory for
employers and employees. This requirement applies to both U.S.
citizens and non-citizens. This mandatory task must be complete
within 3 business days. Failure to comply will result in termination of
employment.

Welcome to NWACC!
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1. From www.nwacc.edu, select Login, then My NWACC.

2. Enter your username and password.

Note: Contact the IT Help Desk to obtain login information.
3. Select Workday, then Workday in the dropdown list.

Note: Bookmark for future use.
4. In the Announcement area, select Onboarding.

5. Take a moment to read your welcome messages and review the
entire home page.

6. Inthe Getting Started box on the left-hand side, select the number

in the Ready section.
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, Evelyn Jorgenson says:
Let me be the first to welcome you to Northest Arkansa Colege! An institutionis oy as good as the people that lve and work
o make It prosper. We are so pleased t wing and dynamic community college that is built on a foundation of.

Al Massri says:

What to expect your first day.. We are delighted that you are join
Burns Hall, Administrative Suite, Room 1128, Upon arrival, check

Getting Started & From My Manager
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TASKS

1. The Inbox (items you must take action on), the left-hand column
shows actions you must take for your onboarding process.

2. Scroll down and select Complete Form I-9.

3. Enter all required information in Section 1
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4. Select Submit.

Complete Form I-9
11 minute(s) ago - Due 02/10/2021; Effective 02/07/2021

Employment Eligibility Verification

Department of Homeland Security, US. Citzenship and Immigration Services

USUIS Form 19

Complete Federal Withholding Elections

OMH No. 1615004/
11 minute(s) ago - Due 02/14/2021; Etfective Capres 10/21/2022
02/07/2021

>START HERE Duwitload and read instuctions carefully before completing tss Forer. The nstructions st be av
Gomplete State and Local Withholding Efections.

1 minute(s) ago - Due U2/14/2021; Effective

02/07/2021 Form I-9 Instructions.

Enter o P-00148: nti NUIICE: Itis individuals. Empioyers CANN
Coordinator - Eddie Eagle . individusl because the afuture ilegal discrimin

GRCon e
Section 1. Employee Information and Attestation

Employees must complete and sign Section 1 of Form 19 no later than the first day of employment, but not before,

Complete Form 19
11 minute(s) ago - Due 02/10/2021; Effective
02/07/2021

Last Name (Family Name) * l Eagle ‘ First Name (Glven

stor - Fddie Fagle —_——
i S— Other Last Names Used (if any)

n: P-001482 Accounting

5 ago- Ffective 09/07/2091 Address (Street Number and Name) * | 0ne Collega Driva Apt. Nur]
90 five 02/07)
r \ 0

jo - Effective 02/07/2021

Save for Later Cancel

Note: The task routes through reviews and approvals.
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1. In the upper right-hand corner is a circle with clouds, known as
your Profile. You can upload a profile picture of yourself at your
convenience.

2. Select your profile and then View Profile.
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3. On the left-hand side, towards the bottom select Personal.

4. Across the top of the section, select Documents, then select the

Add button.
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Note: The most commonly provided forms of identification is the
U.S. Passport OR Driver’s License AND Social Security card.

If you have any questions on acceptable forms of identification or
requirements involving the I-9 process, please visit the USCIS
website.

Select the Select files button and navigate to the appropriate file(s)
to upload.

6. Select OK.
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https://www.uscis.gov/i-9
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