STUDENT

~ ) New Student Onboarding

AT Welcome to the University of New Orleans. All new students will have an onboarding
' action waiting for them when they open their Workday Student profile under
myapps.uno.edu. Once there, you will see a task “awaiting action” and begin going
through the onboarding steps.

Sign into Workday Student

Go to myapps.uno.edu
Click the Workday Student App
Once you have signed in, click the Student Onboarding task under “Awaiting

Your Action” window

Here's What's Happening It's Wednesday, April 10, 2024
Awaiting Your Action Announcements
) S STILL IN PROGRESS
Student Marty Graw - y of New (BS) - o Workday Student! This
B  08/19/2024 - Active
My Tanks - 1 hour(s) age @

& Goto My Taska (1)
Quick Tasks

( Payment Elections

Timely Suggestions
[ MyPrimary Address Changes |

Hore's whare youll get updates on your active tema. \

Step 1: Review Friends and Family

1. Click the “Add” button. Every student is required to add at least an
emergency contact with a phone number

[ x
Add My Friends and Family
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2. Type in name of contact.
3. Click contact information and add phone number. This is required.

s hird partyuser ()

ert: You must sbil grant perTYssons 10 his Purd-party uses After y0u compiete 1 task, acoess e Manage Permissions for Trrd Party task mias seplays on your Frienss sea Famiy profie group

Profumed Languages =

Comments

MName Contact Information

Phane Device * | select ane A
Type =
&«

Comment
~
—) (A
( ™ )
Address
D)
Email
Emall Adkdress + | testing@unc. edu "
e o e =

5. Click OK. It will bring you back review the friends and family permissions
page.
a. Here you can add additional family members, adjust permissions on
a particular family/friend or remove an added member.
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Once you have added everyone to your friends and family list, click submit.

Step 2: Review Permissions for My Third Party (if applicable)

As a student, you have the ability to provide someone third party proxy access
to your information. It is up to you what you allow someone to see on your
profile. If you provide third party proxy access, you must provide their email
address so that they may create their own proxy account.

Click Add Permission button next to your listed Family/Friend

Select a person you wish to provide third party access. Click OK.

Tasks available for Third party user:
Make a payment — This task gives access to make a payment on the
student’s behalf.
View Financial Aid Package - This task gives access to view the
financial aid details on the student’s behalf, including details around
what financial aid is offered and what the estimated costs are for the
year.
View Account Activity - This task gives access to view student
account transactions, including charges, payments, financial aid, and
refunds, that have been posted to the student account. Details
around the due now amount and any available payment plans can
also be seen.
View Student Statement — This task gives access to view a student’s
statement without courses on the student’s behalf.
View Current Classes — This task gives access to the student’s
currently registered courses.
View Student Grades — This task gives access to the student’s
grades.
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4. After selecting the appropriate tasks for your third party proxy, click OK.
a. Please note that you can go back to edit your selections at any
point.

Student Marty Oraw

Relationship  (amet
Tasks Available for Third Party User
Task Name Nake a Poymwet

Description  This task ghves 3C0RSS 10 Maks a payment on the student s behalf

) Allowsd

Task Name  View Fina:
Description 7! udent's behalf, including details around what financial ad s offered and what the estimated costs are for the year
Allowed C
8, nchuding charges, paymants, financial akd, and refunds, that have been posted 10 the student account. Detals sround B Due Now amount snd

5. This will bring you to a Privacy Release Authorization Waiver
a. You will need to type in a purpose for the waiver.
b. Example: | want this person to be able to make payments for me or |

want this person to view my grades

ave the records amended, and the st

det’s gt 10
nder FERPA transter
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6. Click Confirm
7. Click Submit.
2. Click Approve to complete the task.

Step 3: Review Documents

1. Document 1: Financial Responsibility Policy
a. Click the “Financial Responsibility Policy” document hyperlinked
b. Review the policy that pops up.
c. Once you have reviewed, click the check box next to “I Agree.”
d. Click Submit

= mewu “ Q Search fa) é’ 2
G @ O oeeeaotnsam
@ My Tasks - All tems
Review Documents
Q  Search: A3 tur " Review Documents for Student Onboarding: Marty Graw - Univeraity of New Orlesns/Und
G Alnems ergraduate (BS) - 08/19/2024 - Active =

18 Advanced Search

\ Documents
(2 Saved Searches Student Orboardiog Marty Oraw - OX10202¢ fy
Universaty of New
08/19/2024 - Active Document 2
S  Filters
Instructions Pleass review the above Francial Responsitility Poixcy document
Student Onboarding Marty Graw w1008 1y
University of New Signature Statement | agree that | and understund the attached policy tegarding my
[ Archive Orleans/Undergraduate (85) Financial Responsiilty
08/19/2024 - Active -
1 Agres
e
‘ »

2. Document 2: Consent to Receive Form 1098-T Electronically
a. Click the check box to confirm, “Yes, | have read and consent to the
terms and conditions”
b. Click Submit
c. Click Done

&
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" All ems -~ fp @ 7 Comed panaan
@ Search: &N Rems *u Consent to Receive Form 1098-T Electronically
148 Advanced Search

Students will receive the 1098-T tax forms electronically. This form is a tuition
Stisdent Onboarding: Marty Grw - oanaze statement that reports the qual educational expenses paid by or for a
University of New student.
Orlear/Undergraduate (B5) - Pleasze agree to electronic delivery by checking the box below. Electronic
consent will again be requested during the 1098-T form preparation.
‘When forms are generated, students can manage electronic copies of the 1098-
T form using the task, "Manage P 1098-T" found using the
search bar,

081972024 - Active

Yes, | have read and consent to theterms and ||
candstion:

&
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Step 4: Review My Home Contact Information

P wnNR

All ems

Saved Searches

Filters

Review address

Review phone number provided
Review home email address

If all is correct, click approve

Q Ssarch Q é a

Review My Home Contact Information ~

Q  Search: &l Rems LN Please review your home contact information and keep up to date as needed.
Ensure the information below is up to date

Stistlent Orboardesg Marty Gram - oM Ty ——
University of Hew e )
(0eg) - ~ b
08/19/2004 - Artive
. Addewriry  on v@.o ﬂ

Payment Elections: Student 0 oy -
‘Onboanding: Marty Geaw - Linkeersity of AdreRd Hage Visitey
Mew Orleans/Undergraduate (85) -
08/19/2004 - Active 2000 Lameghcre O

hlew Ciseans, Li 70148 Fermg (Privary Prevate

Unmed Susses of Aemence

Mg
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Step 5: Setup Payment Elections

This is where you select how to receive payment for things such as payment,
workstudy money, or any other sort of payments that would go to you as a
student.

Click Payment Elections button
You will be asked to enter your bank information including routing number
and account number to set up direct deposit. Once you have completed the
required tasks for direct deposit, you will be brought back to the “Complete
To Do” Payment election screen.

3. Click Submit

@ My Tasks I All tems
I . = Q  Search A N Complete ToDo  Pa
[ Alnems
18! Advanced Search
) (5 saved Searches Payment Elections: Student w1020 oy For - Sasnaitinder

Onboaring: Marty Graw - Universty of

New Orteans, Undergr sduate (B5)

08/19/2024 - Active Overall Process  Saudertt OnDoarcing Marty Oraw - Unsveessty of New Orlasns Undergradoate (B3
8/19/2024 - Active

Save for Later ) @

Step 6: Review Government IDs

You will need to verify your Social Security Number or a comparable Tax ID number
or input passport and Visa information.

Go to view Profile at the top right side of your screen

Click the “Personal” tab under your name on the left side of the screen.
Select the “ID” tab and verify that the ID is correct.

The number you type in will need to match our information already

P wnNe

uploaded in the system. If it does not match, you will receive an error
message and may need to follow up with the registrar’s office.
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5. Click Submit

Overall Status In Progress

@ My Tasks e All ltems am
o o Instructions Verify Your Government IDs
Q  Search: All items LN Your Social Security Number or other National ID should be listed
| [F]  Allitems —t in your student profile.
14  Advanced Search Please take a moment to verify all of your appropriate
Government IDs are in Workday.
@  saved Searches < Saiiin e oz 4 gHIS IS IMPORTANT. Financial Aic? can Pe delayed if your
Onboarding: Marty Graw - University of overnment IDs are not properly listed in Workday.
Sow Ol A e (58 - HOW TO VERIFY YOUR ID:

08/19/2024 - Active

Click on your Profile icon in the top right comer of Workday

£ Filters v « Click View Profile in the popup window
« On the left side of your profile (in the left side navigation window) click
on Personal
« Click on the IDs tab
Archive « Your National/Government IDs will be listed here. Verify every important
1D required is present
« Click Verify National ID and enter your ID to verify the data is accurate.
Why do | have to click Verify National ID? Why can't | just read my ID number?
Your government/national ID is protected as a security measure to prevent identity
theft. The numbers are hidden by default for security and safety. The system is con- -
4 »
O e D
Step 7: Immunization Document Required
. . . . .
1. You will need to either send your immunization records to
. . . . o . .
healthservices@uno.edu or complete the immunization waiver via the link
at: https://www.uno.edu/campus-health/immunization-information
. . .
2. If you have already completed this task. Please click submit at the bottom
right.
Complete To Do  Immunization Documentation Required &
@ My Tasks e All items 2tems
‘ Q  Search: All ltems 1,
[E]  Allitems
F s 2 B
816 Advanced Search or r:cat:);eraw University of New Orleans/Undergraduate (BS) - 08/19/2024
@ Saved Searches v St o odfio202e ﬁ Overall Process g;u/?;r;;g;:-oircd‘:r‘:g Marty Graw - University of New Orleans/Undergraduate (BS) -
Required: Student Onboarding: Marty
Graw - University of New Overall Status  In Progress
) Orleans/Undergraduate (BS) -
€  Filters v 08/19/2024 - Active Instructions A hold has been placed on your student account that prevents you from registering
for classes.
Sign Up for an Orientation Day: Student 04/10/2024 {( Resolution Instructions:
Archive Onboarding: Marty Graw - University of Submit required immunization documentation to the Office of
New Orleans/Undergraduate (BS) - Student Affairs (University Center 248) via email to healthservices@uno.edu or via fax
08/19/2024 - Active t0 504-280-3975
More information about the required immunizations can be found at https:/www.uno.
edu/c -health, tion
-
< »
ClemrTrmmey
-] i

& :

THE UNIVERSITY of
NEW ORLEANS


mailto:healthservices@uno.edu
https://www.uno.edu/campus-health/immunization-information

wo@o Y. *

STUDENT

Step 8: Sign up for an Orientation Day

1. If you still have not registered for an orientation day, click the link under
related link “Sign up for an Orientation Day.” It will bring you to the
registration day sign up page, found here: https://www.uno.edu/nse/stepl .

Once you have registered for a day and time, you will click submit.
a. Here you will select a day and time that you wish to come to campus
to register for your courses.
2. If you have already registered for a registration day, click the submit button
on the bottom right of the screen.

= mew ” Q payment ® a
@ My Tasks [ All tems . AT OOV
Q  Sesrch Al Rar " Complete To Do Sign Up for an Orntation Day
| E Alltems
1§ Advanced Search
/‘ s $ign Up for an Orientation Day: Student  0410/202¢8 For Marty O au.—}w.-,--,'. of New Orieans/Undergred B 1

Onboarding: Marty Graw - University of Actve
New Orleans/Undeegraduste (85) -

08/19/2024 - Active Overall Process

Overall Status Progres

P Instructions

Click the related link to sign up for a Registration Day. At
Registration Day you will hear from important campus resources
like Nnancial ald and housing, meet with your advisor, and get
registered for your classes

Save for Later

A
)

=
N/
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In-person

cT

First gk ] Jay Session 3-
June & irst Year Registration Day Session 3 8:008m-5:00pm CT Mav 31
In-Person
’ June 13 First Year Registration Day Session 4 8:00am - 5:00pm SIGN UP Jone 7
In-person CcT
July 11 First Year Registration Day Session 5 8:00am - 5:00pm s
VYR | ONUINE cr il
t L 53h 5 g
July 18 Flrst Year Registration Day Session 6 8:00am - 5:00pm SIGN UP iy 12
In-person cT
.  First Year Registration Day Session 7- 8:00am - 5:00pm
ly SIGN UP 9
by 23 In-Person CT 2

» What to expect at a First-Year Registration Day

&
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Step 9: Review Documents — FERPA Policy (Family Educational Rights and
Privacy Act)

This is a review of your rights as a student to privacy of student information.

1. You will click the Document Link in blue “FERPA Policy,” read the policy and
go back to the Workday Page

. “ ”
2. Once back on the workday page, click the “l agree” box.
3. Click Submit.
= mewu “ Q payment ® g § &
@ My Tasks " All tems Review Documents
Review Documents for Student Onboarding: Marty Graw - University of New Orleans/Und
Q Search AN e " orgraduate (B8S) - O0/19/2024 - Active -
I [ Alnems
e »
f6! Advanced Search Docu 1s

(©  Saved Searches Stisdent Orbosrding: Marty Gram - 0102028

University of New Document Link FERPA Policy

Orlearn Undergradaate (B5)

08/19/2024 - Active structions Floase click the lrk 1o be directed 1o the Departmant of Education
£  Filters Webae regarding FERPA - Femily Educationsl Rights and Privecy Act

These sre yout rights regarding privacy of your student information
Signature Statesment | herby acknowiedge that | have read and understand the FERPA polcy
E 2 outhined in the US Depanment of Educston wabsile
1 Agree
G
‘ N

a, Savefortater | (  Cancel

After Step 9, Workday will bring you back to your “My tasks” bar and it should say “You
have no actions at this time.” This means you have completed the onboarding process!

= mew @ Q payment ® o @ &
@ My Tasks » All items

C Search: all e #y
@ Annems

it Advanced Search

(  saved Searches
£  Filters S '
G  Archive
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If you want to check if there other holds on your account, go back
to your academics page, click the action items and holds tab, then Active
Holds at the top of the screen.

Action herms Active Holds Resobved Holds
Adveing Hodd
Ful Regaatratien -
ot
Live On Camgpus Aeguirernest Shuder Hold Assignment  Full Regestration Hold for Masrty Grav
Fit e
Marty Or
" —— Shuderi arty Graw
Pt e gananas Hichd Awaion Achsing boid
Desaription Achising Required Priar to Registratian
Resclulion Instructions.  Meet with your stviscr sboul regretration 1o the next e

Created On O/ 10/2024

Hold Type  Full Ragistration
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