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New Hire Center Introduction

Starting on March 29, 2022 the New Hire Center will be implemented to improve the process
with onboarding new employees.

Please Note:

The New Hire Center is a tool used for new hires that match the following criteria:

- Has never been employed with Virginia Tech
- Last paid date has been more than 12 months

The chart below shows the current systems used for each position type and the information
that is obtained from the new hire.

Faculty/Staff/ Other Wage
Personal Non-Student Types, GA,
Information Wage Adjuncts
Faculty/Staff/ Other Wage
Emergency Non-Student Types, GA,
Contacts Wage Adjuncts
Faculty/Staff/ Other Wage
Non-Student Types, GA,
Race/Ethnicity Wage Adjuncts
Voluntary Self- Faculty/Staff/ Other Wage
Identification of Non-Student Types, GA,
Veteran Status Wage Adjuncts
Selective Service| Faculty/Staff/ Other Wage
Registration Non-Student Types, GA,
Questionnaire Wage Adjuncts
Voluntary Self- Faculty/Staff/ Other Wage
Identification of Non-Student Types, GA,
Disability Wage Adjuncts
Tax Withholdings All New Hires
Direct Deposit All New Hires
Online I-9 All New Hires
Conviction Specified New
Check Hires




After implementation of New Hire Center:

Personal
Information

Faculty/Staff/
Non-Student

Wage

Other Wage
Types, GA,
Adjuncts

Emergency
Contacts

All New Hires

Race/
Ethnicity

All New Hires

Voluntary
Self -
Identification
of Veteran
Status

All New Hires

Selective
Service
Registration
Questionnaire

All New Hires

Voluntary
Self-
Identification
of Disability

All New Hires

Tax
Withholdings

New Hires
with a Social
Security
Number

New Hires
without
a Social
Security
Number

Direct
Deposit

All New Hires

Online I-9

All New Hires

Conviction
Check

Specified
New Hires

As the charts show, the new hire experience for employees now align whether the person is
in a faculty, staff or wage position.

Please Note:

- Personal Information will continue to be obtained through the PageUp onboarding
portal or departmental entry through HR Banner.
- Direct Deposit and Conviction Checks will continue to be a separate action.



Changes in PageUp New Hire Form

For faculty, staff and non-student wage, new hires will continue to fill out information
through the onboarding portal through PageUp. This step is critical because it allows the
Virginia Tech ID number to be generated and apply basic information related to their job.

The following information originally asked on the new hire form in PageUp will now move to
the New Hire Center:

- Legal Sex on Birth Certificate

- Ethnicity/Race

- Voluntary Veteran Status

- Voluntary Disability Classification
- Select Service Registration

( VT New Hire (and wage to salary) Form

Personal details
Additional Information
First Day Location
Degrees Received

Prior State Emplayment
Child Support Disclosure

ADA Accommodation Statement

b b b v v ~ W L

Declaration

Changes to the Banner Biographical Form

Currently for position types such as emergency hires, sporadic hires and adjuncts
departmental enterers are required to enter specific fields to allow the job appointment
PAF process to go through.

Due to the changes in the New Hire Center below is a list of fields that only need to be
entered.

- First and Last Name

- Email Address

- Date of Birth

- Gender

- Citizenship

- If applicable - Work State and Start Rate (New fields)
- Mailing Address

Why are fields such as race, ethnicity and emergency contacts no longer required when
creating a biographical record?
When an new hire completes their hiring packet through the New Hire Center, they will
be able to complete this information without providing it directly to the department.
Once the hiring packet is completed this information will update the fields on the Banner
biographical record.
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New Banner Fields

+ Work State - This field will default with VA (Virginia) when creating the biographical
record. If the new hire is working in a state other than VA, enter the correct location.

- Start Rate - This field should only be used if a person is working outside the state of
VA (Virginia). For wage employees enter the hourly rate and for adjuncts enter the
amount per pay period.
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Changes After Completion of Packet in New Hire Center

Once an employee completes the packet in the New Hire Center, they will not be able to go
back and update/correction information. They will need to go to the following applications
to make an update.

HokieSPA/OneCampus

mﬂ:mwmm WebTailor Administration

- Mailing Address ot
- Office Address ' HOKIE TEAM cea o s e
- Confidentiality Options Prerreprr—

Vi st retieemnent plars, Haalth insurance infarmation, méscallanious deductions,

- Emergency Contacts st e oy sup _ i o it

i Al FRcint pay Stuls oF thi pay Ml Sebictian pad I you e Wi than o0 st pary ot
Pay Information

. C h oséen F| rst N ame View your Payroll Direct Deposit breakdown; View your Earmings and Deductions Histary; View your Pay Stubs; Change your Pay Stub Selection
Graduate Comprehensive Fee Payment Plan
ENigibh gradunte sdints an an pisistantshlp mangs of ereoll By the Graduate Comprhinshe Fist Payrent Plon

- Personal Pronoun T o

View ard update your W-4 and VA-4 information; View your W-2 Form andyor 10425 Form (if applicable)

- Gender Designation o ek ot b

- Ethnicity and Race o e e, T
- Tax Forms

- Direct Deposit

- Veteran Classification

- Disability Classification

- Selective Service Registration

Banner/1-9 (Departmental Enterer)
- Legal Sex on Birth Certificate
- Change in I-9 status

View your hire dates, training dates, and leave balances for salasied employees
g Diect Depost

W Update your Direct Deposit bank information. Payrell, Student Refunds and cther Unheersity reimBurserments ca

Vieterans Classification

Attention Veterans. - plense update your discharge date snd Veteran Classifications
Update Ethnicity and Race

View ared update your ethakity ond roce information,

Update Voluntary Self-Identification of Disability Information

View and update your disability information.

Banner 9 Labor Redistribution

Initiate and approve retroactive employes payroll funding changes.

nning and Evaluation Tool
Perforrence Planning arsd Evaluation Tool

n b antamatically deposited into your bank account,


https://onecampus.vt.edu

Equifax Compliance Center

When an |-9 processor logs into the Equifax Compliance Center a new section called

“Workflow Summary” will be available.

Under the Workflow Summary section an user will be able to enter a date range to view

packets and what status they are currently in.

Please Note: The Compliance Center will display all new hire packets and their status. The
system is not configured to view packets based upon a department’s org number. When
selecting a packet status there will be an option to export into an Excel spreadsheet that

will help users to filter for their department.

Workflow Summary

Filter By

arkfiow Date B

Bagin Date:

Packet Status

Pmciot Crosbed

Fillng Out Parsonal Informaticn

E) Filing Oul Employmeni Forms

Documonts Comgints - VWaitng on Secton 2 of 19
L+ [T

Packot Canceled

Packet Cxpered

Winginia Tech
ACTIVE DIVISION Virginia Tech

An user can also use the Search Employees section to find an individual and view the packet

status.

Search Employees

Last & &f 5N Firat Nasne * Lait Mama *

Marma |
Social Security Number

DO A0-Coacriizanicairs.

2000 XK-B201 STANDARD

Craation Mathod |
Creaticn Date

Baleh
DRGZ022 02 50 P

Virginila Tech
ACTIVE DIVISION Virgina Tech

Start Date /
Status.

BUGR0EE
Filling Oul Emypioyman Forms



Systems Process Timeline
Information will now flow between PageUp, Banner and the New Hire Center.

New hires will need to make sure that they complete the information in the New Hire Center
in a timely fashion. If Section 2 of the I-9 is not completed by the third day of employment,
their hire date will need to be adjusted.

Faculty and Staff
New hire packets will be created on a daily basis once a new hire completes the form on the

PageUp onboarding portal.

Other Position Types

Once the job appointment has been approved and applied in Banner through the EPAF
process the new hire packet will be generated at the next scheduled time. The department
can enter the job appointment prior to or on the start date.

Timeline

+ 3:00am - VT ID number will be generated for new hires who have completed the new
hire form using the PageUp onboarding portal.

+ 4:30am, 10:30am, 2:30pm, 6:00pm - Banner will check the individual’s employee status
and hire date to determine if their information should be sent to the New Hire Center.

If the hire date is less than 90 days, their information will be sent to the New Hire
Center. If their hire date is more than 90 days, they will not be processed until the 90
day mark.

After a new hire packet is created they will receive an email shortly afterwards.

+ 10:00am, 3:00pm, 7:00pm - The |-9 status in Banner will be updated when Section 2 of
the I-9 is completed.

- 1:00am - After completing the packet in the New Hire Center the following
information will be updated in Banner: tax withholdings (if applicable), emergency
contacts, race/ethnicity, self identification of veteran status or disability and selective
service registration.



Understanding Banner Information

On the PWIEMPV (Employment Verification) page in Banner there is required information
needed to allow a new hire to do the following:

- Create an Username (PID).

- Obtain a Google email account.

- Log into HokieSPA to update personal information, tax forms and direct deposit.
- Receive emails to complete the new hire packet in the New Hire Center.

Faculty/Staff/Non-Student Wage

When the individual has completed the new hire form in PageUp and there are no issues
with generating an ID number, data under the Employee Information section will be inserted
based upon the PageUp offer card. This is a nightly feed that occurs between PageUp and
Banner on a nightly basis.

Banner users should notice that there is no job information yet. A new hire should be able
to complete actions listed above until their job appointment has been entered.

Employmant Virificaion Form PWIEMPY V2 {DVLP) B o R eeTRew ooas [

o B [+] -] L T. L
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@ Leave Accnml
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* Curment He Doty 041007022

Tech Hirw Dale

C% T JOE INFORMATION D5ergs [ [ -] s W, Fier
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Job Class Desc Non State Sal
ot Cegn FY Wage Date 05012021
O Disse Tiokal Wiage His 000



All Other Position Types
Position types that are entered through the PAF process in Banner (not recruited through
PageUp) will need to have data underneath the Employee and Job Information sections.

Due to the PAF functionality in Banner, both pieces of information are entered at the same
time. This is needed to allow a new hire (in the other position types) to complete the
actions listed above. The process to apply approved PAFs in Banner occurs 4 times a day.

X @elucian  E ol Viorificalion Foem PWIEMPY V2 [DVLP) Boo Jremes & £ roos
Io; Star Dear
i} EMPLOYEE INFORMATION H L T ™
| Employoe Stahs  Acve Criginal Hine Dals! 040472022
HH VA Stater Hire Dalo
Ermployon Class  6E Emesgency Hins St ailacrs Dl
CL Home Orgn 025800 Ad Service Daled 40172022
Loave Accrusl
=3 Orga Dwse WIP-Human Resources 0147 Lt Pt Ditlie
Cumoni Hie Date! 04012022
@ | Tech Hire Date
WIrr—— o S ST e ie——
* Fostiontum  (EGME 00 FIE ™
Rode Tits  Emengency Hee - Fool Band EH
&= JobSshs A Adive Rato 1500
Jeti T Ofco Assistant Other Eamings
Job Class Desc - Emargoncy Hire Noe Stale Sal
_ Job Orgn 025800 FY Wage Dalg 05012021
&5 Orgn Desc  WP-Human Resources 0147 Total Vage Hrs 000
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Rocord 1 of 1
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To allow a new hire request access to other systems such as Office 365, Banner, HokieMart,
etc., the job information will need to exist in Banner and have an active job status.



New Hire Center Steps

Faculty, Staff and Non-Student Wage

1. After the offer has been made in PageUp the new hire will be able to complete the new
hire form in the PageUp onboarding portal. They will be asked to complete the following
information:

- Name

- Email Address

- Primary Phone Number

- Mailing Address

- Date of Birth

- Social Security Number

- Citizenship

- Working State (if other than VA)

2. Once the form has been completed online an overnight process will occur. The
information on the new hire form will check to see if the new hire currently does/does not
have a VT ID number.

- If a biographical record does not exist, the Banner system will generate one.
- If information such as SSN, date of birth or mailing address matches a record in
Banner it will be reported to the Human Resources office for review.

Please Note: The individual will not be able to proceed until the review has been completed
and the appropriate information has been updated.

3. If an VT ID number is generated the individual will be able to go back to the PageUp
onboarding portal to view the number and complete the steps to create an VT username
(PID) and password.

4. If the new hire is never been employed at Virginia Tech or their last paid date was over 12
months, they will receive an email from the New Hire Center at donotreply@equifax.com.

5. In the New Hire Center the individual will complete forms that are presented to them.
The following sections may/may not be included in their new hire packet.

v :5 & My Acooufil =

VIRGIMNIA TECH

WELCOME O VIRGINIA TECH!

Wite e @xzibed 10 Wlooee Wbl 08 iU BEgin FEUr B pasition o1 Vinges Tech!

& Forms 1o Complete

sires !
plan 1o comy quired documents

§ Perscnal Information
ay of employment and preferabhy within the same day,

packed prior b your
Any changes to addresses made on the Personal information screen will onty be used in
this system. Changes must ba mada in Hokie Spa 8Mer the first diy of smgilayment 10
update cdficial Vieginia Tech records

IF you require assistance, please coract the HR Service Cenmer at $40-231-9331
between the hows of 8 a.m and S pam. or ema

Fongign National new hires: Please note That the WA you fill oul dufing the cnbaading
process may change once Payroll reviews all the appropriate documenation
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Personal Information - Information from Banner will display, the physical address may
determine what tax forms a new hire should complete.

Please Note: If information is updated in this section, it will not update in Banner. Either
the new hire will need to enter the address change or speak with the HR departmental

enterer for the appropriate changes.

PERSONAL INFORMATION

PERSONAL IDENTIFICATION

Secial Security Numbert

ELITEE TR T L

hrbanner@vt.edu

PHYSICAL ADDRESS

1 Lane Stadium

Summary & My Accournt=

=]

Personal Information

-OR-  5SH Appled For

Bird

Telephone* Date of Birth*

{540) 231-6000

Emergency Contacts - The information entered in this section will add emergency contacts

in the Banner system.

EMERGENCY CONTACTS

1.EMERGENCY CONTACTS

s Nome*

Timathy

Aelationship®

Mot Related

Summary & My Account=

=

Ta add & contaci, onter the cenincis requined information below then click on the Add bution, When you are done lisiing all pour
comacts click on the Contimue button located on the botiom of this foem

851 Narew Primary Camact?™
Cat Current Primary Contact
C 5t

n



EEO/Veteran - This section contains information for legal sex on birth certificate, ethnicity,
race and voluntary self-identification of veteran status. This information will be updated in
Banner.

EED/VETERAN

\//a

IRGIMNIA TECH

Summary & My Aocount=

=]

minaticn, equal cppor

Wirginia Tech Uriversity is commitied 1o nan nity and affirmative action in sccordance with

ol el v and reglatons. AS § UE18 BRssina 55 with T (achersl GoviNmITsnL W ane
requined Bo implement affrmative action programs. To assist us with our affimmative aclion programs, we afe asking you ko
gell-ideniify the requesied information Below. Submission of this information is valuniary and refiusal 1o provide i will nod
Bubject you 10 any sdvernse e . The informration obtained will be kept confidential and may only be wsed in
accordance with the provisions of applicable Federal laws, executive coders, and regulations, inciuding those which reguire
thae infeemrasion 1o be summarnzed and reporied 1o the Federal Govemnment for chl nighss enforcement purpeses. H you
choase rol 1o sell-identify your races'ethnicity and gender at this time, the Federl Gavernenent requires this employer 1o
detinminy nformriation by visual servey sndior othes
racaahaic #hd Gende calegonds cummenitly approved by e Depaniment of Education and Equal Employ
Commission.

inble information. AN nformatson will be !i"pdl'lt‘ﬂ using tha
Oppadturity

Legal Sex an Birth Camificate: - Gender
Hick s

Chamges can be selected after the fst day of employment in Hokie Plus.
Exhikcity

HESPBNIC OF Lating: A pirson of Cuban, Mescan, Puting G, South of Contral Amencan, o other Sponish culturs of onign, -

EEQ/VETERAN

Summaty & My ACCOUs
VIRGIMIA TECH
VikanLaty Sell-Indentifestion of Veleran St &

This errgikyer is 8 Gove il coniractar subject to Vietwnam Era Veterans’ Readjustiment Assistance Act of 1974, a5 amended
by thee Jobs for Veterans Act of 2002, 38 U.E.C. 4212 (VEVRAA), which requines Government contractors to take affirnative
csion to employ and Scvance in employment: (1) disabled velenans; (Z) recently separaled veserans; (3) BCtive dusy wartime or
campaign badge veteran; and (4) Asmed Foroes service medal veterans. These classifications are defined as folkows

1. A deanbibed vEleran is ani of the fallwing:
a weleran of the LS. military, ground, raval or air service wha is enfitled 1o compersation {or wha but for the receipt of
military retined pay would be entitled 1o compansaiion] under lews sdminisiered by the Seceeiary of Viierars Aftais
& pereon who was dischaeged or refeased from active duty because of a service-connected disability,
2. A ‘recently separuled WEON' Maans sy veteran during the thees-year pericd beginning on the date of such veteran's
daschange of telests MPoim Betive SaTy in the LS. miliary, round, famal, of & sefvice
An “Bciiee Saty wartime of campaign badge vetern” means & veteran who served on ciive duty inthe 1S, miitery,
ground, naral of air senvice during & war of in a campaign o expedition for which a campaign badge has been suthorized
uncder the laws administened by the Departmen of Defense
An Rireed fofoes service medal vebersn” means 8 velitan who, while sering on active duly in the LS. militery, ground,
vl o air senvice, participated in a United States military operation for which an Armed Farces service medal was
SN BIGEA sl 10 Exediting Ondet 12985

-

| AM A FROTECTED VETERAN AS DEFINED BY OME OR MORE OF THE ABOVE CATECORIES
| AM NOT A PROTECTED VETERAN, BUT | AM A VETERAN OF THE U.5. MILITARY

1 Add HOT A VETERAN

503 New Hire Survey - This allows an individual to self-disclose a disability.

503 NEW HIRE SURVEY (FEDER...

Summary & My Accourits

- &

Formn CC-30%

OME: Control Numbt 1250-0005
Expires 05/31/2023

Page 1 of 1

Why are you being asked to complete this form?

Wi i 3 We0ueal CONLTBTIST OF SUBSONITIT Figuirtd by L 1 prosidie Bual aenployimanl ORpOmunity 16 qualifisd
pocpie with disabdites, W 2 sl requined 1o measure cur progress. towsed having a2 kst 7% of our workionoe be
rifviduals with Gisabditses. To do this, we must ask applicants and emgloyees il they have a duabidity of have ever
had & disabity, Bocauss 8 pASOn May Becoma diabled Bt any tims, wa ask all of our sMployooes 1 updaln thair
rigrmation at lnast seery fve yoars,

Khontying yeursell &5 an indvidual with & disakdity s voluntary, 30d wi hepo el you will choose 15 30 86, Your
answer wil be maintaned confidentially and ot ba se0n by selecting cicials or anyone else invahved in making
parsannel decsions. Complating tha form will not negatively impact you in any way, regardiess of whather you have
Sall-idarfiod in thi past. For mees infamaation about this 10m of the 6gusl empicymont cblgations of fedeal
eontraciors under Section 503 of tho Rehabdiation Act, visit the US. Deparimant of Labor's Ofice of Fedaral
Contract Compliance Programs (OFCCP) wobsite at waw e
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Selective Service Form - This information will be updated in Banner.

\//a

VIRGINIA TECH

SELECTIVE SERVICE FORM

Summary & My Account=

=]

Section 2.2-2804, Code of Virginia

Ay iR whsd P Tailid 16 et this Tedenl fequineiranl 10 PEgIster 167 the Selective Servete shall be inelgibh Tor
emnplayment lry or service for the Commonmealth, o a poliical subdivision of the commonwealth, including all baards and
commissions, depanments, agencies, instiuticns, and insirumenialiiies. A person shall ot be denied employment under
this section by resson of Tailune 1o present Rirmself for and submin 1o the federal registration requinernent if. (i) the
requiremend for the person 1o 5o register has terminated or become inapplicabie to the person and {ii) the person shows
by 0 reporderance of he evidence that the fadure of he parscn 18 register was oL o knowing and willlul Taiure 1
registar

e you requined o have negistened with the Selective Service?

[B  Tax withheatings :,

[ reemin

I o arciwiened, "Vt 1o Ihe fir il question, have you sibesdy iegislensd with The Selectine Serdo?
Yes

Indiadunle who RESpOnd O™ 10 This BEcond QUEITON Mt PEesen vEnseathon Irom This SEHcthe SEnice Sysiem 1
Huifidn Resouroes indical

@ fequinement i lerminaled or inapplicable Before heir employment can be continued o
trelore they ¢ e hined. Yiu must immaediately contact the Selectins Senvce System at 1-8B8-655-1825or o
detemination

Tax Withholdings - Citizenship status will determine if this section will display. The
individual will be guided through the Tax Withholdings module in the New Hire Center. The
forms provided will be based upon the person’s work location and/or physical address.

TAX WITHHOLDINGS

Summary & My Accounts

VIRGINIA TECH

=
a

Welcome to the Tax Withholdings module.

Sample: Picase seleci the start bution fo start the interactive W4 modide

TAX WITHHOLDINGS

Summary & My Accounte

=

We have deleimined the soction. Delow 3090y 10 youl SRulton

-
Federal
\

’
| Virginia Resident
.

LI Continue =+
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TAX WITHHOLDINGS

\/a

IRGINIA TEC

ary & My Account=

&

Federal — Survey

Saloct the comeet ehiics: Forelgn Eamed Income Exclusion. Nonresidert Alesn, Continue in Erglish,
oF Continue in Spanish

Fereign Eamed Income Exclusion - | expect 10 qualily for the: foreign amed inCome exciusion under sither
the bona fde reskence of physical presence test Ao Calenda year of other L year

Nonresident Alier - | am exempt from withholding on compensation Tor Independent {or elgibie dependent)
persenal services of 2 Nonresidant Alien individual, see insyructions for Form 6233

Crinre condnuar on Espafil
|'want ko continue in Engish

Insinachions $or Form 82X

TAXWITHHOLDINGS
Summary & My Accounls
VIRGINIA TECH

Federal — Summary

EiBsed on Bnswers you provided, we have determined the Tolowing
Federal withhokding form(s) may appiy 1o you

Lacality MNami ik Status

B} recera wed Emphayes’s Withhoiging Cerificate Mot completed

£ Back

TAX WITHHOLDINGS

Summary & My Accounts

Please raview the document below
0w wousd like bo make 30y changes, you may return 1o the previcus page.

U Would I b0 SULIT

hisi 0P, HERSE BOTEE b B WIS DElow

e, of perjury, | deciare that Ihis cerificate, 1o the best of my knowiedge and belket, s
inse, COMTect, and oomplete.

v suemarom | i |

Jov—
| ittt s o ot e A i o i 8 g ehtaea
Cmpion aags -4 Y i Wy R o, i, S 1 B . s s i P, TS 1 S U,
e g s Y IR et o B A 8 S PN ] ey
" Campiet P s o 1] ok st T
ek T et Wenr o oAt




Form I-9 (Section 1)

WVIRGINIA TECH

Summary & My Account-

Please review the document below
1t you wold like o make: any changes, you may return 1o the previous page.

1 you wosdd T i sub

i form, e agroe i e berms Dalow.

Under penaies of perury, | certify that | am entifed to Se number of witibolding alowances
clakmed on this cerificate, of | am enttied 1o claim exempt 5

v siomirom | & |

43

COMMONWEALTH OF VIRGINUL
FORM VA-4 CEPARTMENT OF TAXATION
PERSOMAL EXEMP TIOM WORKSHEET
Sen hack tof INsuctons)

TAX WITHHOLDINGS

Summaty & My AOCOURL.

=]

Section 1 — Feders
W Employee’s Withhoiding Cenificate

Baction 2 — Virginle

WA-4 Empioye’s income Tax WinRoiding Exemption Certificate

FORM -

mmary & My Accounts

=}

Employment Eligibility Verification usCIs
Form 18

Dopartmaent of Homeland Security G:.";“ho
U.S. Citizenship and Immigration Services 18150047
Expires

03112022

» START HERE. Rde! instructions caremlly bafore compleling this form. Tha iEtmIctions must b available, dither
In paper or electronically, during completion of this form. Employers are liable for errors in the completion of this
fom.

ANT-DISCRIMINATION NOTICE: It s Bisgal o discriminate agains! work-authorized individuals. Empioysrs CANNOT
Specify which JOCUMENIS) 3 SMpIoyes My Present 10 establish smploym The refusal i
Pine &F Gontinue 1 SMBY 0 Rhidual BEcHUSE T Jocume

constie Megal discrimination

Section 1. Emplayee Information and Attestation

Empioyees must Compiate and Sipn Section | of Farm 1§ no Taler Bhen the st Oay of smpRoyITL, Bt nod Defone
BECRGNAS & Ioh SN
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FORM I3

Summary & My Account-

Please remember i bring this with you ba your appointment!

ACCEPTABLE DOCUMENTS

Plaase remember 1o Being ORIGIMAL, urxpired Sotumentition 1o your Appointment a8 Talws - & List A document O ane
document each from List B and List C. List A documents establish identity and authorization 5 work in the United States, while
is1 B cocumerits ealablish identity onty and List © documents estabiish work authorizaton ondy. Examples of each aee Eted
beiow:

W your empioyed parscipates in ihe Department of Homeland Secuariny's E-Vierly program i verily employees work
authorization please note that sy kdentity Socument you present must contain a photcsgraph.

T YO COMEleled Section 1 of he Fodm |- you proviced your SRCiiofnic Sgnanss, which wil be applied 1 Further Action
Hotices. lesued through the E-Neriy program. Such notices are issuwed when thene is a lentative non-confirmation (TNC) due o
@ discrepancy in e information and you decide o contesiingt consent ihe THC lssued by effher the Soclal Security
Ageninisiration of Deparment of Homeland Security,

LIST A DOCUMENTS

= W& Passport or ULS. Passport Card
LIST B DOCUMENTS

« Detwer's Licanse |stued by State of Posiassion with Photo

D Card lssued by State of Possession with Phata

= 1D Card Issued by Federal, State, Possession or Local Govesnment with Photo
= School 10 Cacd with Pholo

VA PREGNANCY ACCOMMODATI...

Summafy & My Accoufils

g a8

VA Pregnancy ACcommadation Notics Poster

SIGNATURE

fialing the b beldw, | certify that | have read the above information, and | agree 1o the conditions of hiring

6. The individual will see a screen to confirm completion of forms.

: 2 & My Account =

VIRGINIA TECH

CONGRATULATIONS!

A5 part of the hiring precess, you aee requined to complete the Tedenal 149 foem, which is
o verificasion of eligibility 1o w hae Linflied SEates. Section 1 was completed inthe
Mew Hire Center. Please refier 1o the f ik needed 1o complete
et Szt 2 o tha 19 preias,

Yioes iy bogout e elick tha Button balow i you with 1 view o
packet

Nt your submitied

POPPPPOS
T P PP P DT O D

2022 Equifa, | I rights reserved




Please Note: The new hire packet will not be considered complete until the individual goes
through all of the forms and completes Section 1 of the |-9. -9 processors will not see the
person’s name in the New Hire Center until it has been completed.

If the individual has not complete all of the forms they will be able to go back to the New
Hire Center.

7. In Banner the job appointment record will be entered.
- Faculty and Staff - Job appointment will be manually entered by the Human Resources
office once the hiring steps have been completed.
* Non-Student Wage - Job appointment will be entered by department using the EPAF
(Electronic Personnel Action) process in Banner.

8. Certain information from the New Hire Center will update the I-9 section and the
individual’s biographical record in Banner.

9. Direct deposit information will need to be entered by the new hire in HokieSPA.
10. Verify that a conviction check has been completed according to Policy 4060.

11. Prior to or within first 3 days of the “work date”, the departmental I-9 processor should
complete Section 2 or verify that it was completed by a remote processor.

12. New employment record will be complete.

13. Any changes afterwards will need to be completed in the proper system (e.g. Banner,
HokieSPA, etc.)
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https://policies.vt.edu/assets/4060.pdf

All Other Position Types

1. Depending on the position type, a biographical record may need to be created or updated
by the departmental HR Banner enterer.

2. On PWAEBIO (Biographical Information Form) in Banner the following fields should be
entered:
- First and Last Name
- Email Address
- Date of Birth
- Gender
- Citizenship
- If applicable - Work State and Start Rate (enter if work location is outside of VA)
- Mailing Address

3. Departmental HR Banner enterer will need to enter the job appointment PAF in
the system. For graduate assistantships, the “Push to PAF” process will need to be
completed in the Graduate Contract Tool.

4. A process will run 4 times a day to determine if an individual should complete the
necessary information in the New Hire Center.

5. If the new hire has never been employed at Virginia Tech or their last paid date was over
12 months, they will receive an email from the New Hire Center at
donotreply@equifax.com.

6. In the New Hire Center the individual will complete forms that are presented to them.
The following sections may/may not be included in their new hire packet.

3 za & My Accounte

VIRGINIA TECH

WELCOME TO VIRGINIATECH!

W e D DO WIS A8 B9 FOU Degin FOUT Héw pOSNIoN B1 Vingess Tech!

Yoou are now ready o begin completing pour online Mew Hire Packet. This system allows
o pasdy coenplets requined documerns aed should take aety

piete. Please plan 1o complete all required documients in the

5t dary of employment and preferably within the sams day,

& Forms 1o Complete

Personal Information

5 1o addresses made on the Personal Information screen will anly be used in
must b mode in Holde Spa after the first day of emplopmant 1o

a Tech necords

IF you require assistance, please comact the HR Senice Center at S40-231-9331
between the howrs of B a.m. and 5 p.m. or emial

Foreign National new hines: Please fole that the W you fill cul dufing the cabosdding
process may change once Payroll reviews all the appropriate documentation

18



Personal Information - Information from Banner will display, the physical address may
determine what tax forms a new hire should complete.

Please Note: If information is updated in this section, it will not update in Banner. Either
the new hire will need to enter the address change or speak with the HR departmental
enterer for the appropriate changes.

VIRGINIA TECH

in the Banner system.

PERSONAL INFORMATION

PERSONAL IDENTIFICATION

Secial Security Numbert

ELITEE TR T L

hrbanner@vt.edu

PHYSICAL ADDRESS

1 Lane Stadium

Summary & My Accournt=

=]

Personal Information

-OR-  5SH Appled For

Bird

Telephone* Date of Birth*

{540) 231-6000

Emergency Contacts - The information entered in this section will add emergency contacts

EMERGENCY CONTACTS

Summary & My Account=

=

Ta add & contaci, onter the cenincis requined information below then click on the Add bution, When you are done lisiing all pour
comacts click on the Contimue button located on the botiom of this foem

1.EMERGENCY CONTACTS

s Nome*

Timathy

Aelationship®

Mot Related

851 Narew Primary Camact?™
Cat Current Primary Contact
C 5t
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EEO/Veteran - This section contains information for legal sex on birth certificate, ethnicity,
race and voluntary self-identification of veteran status. This information will be updated in
Banner.

EED/VETERAN

\//a

IRGIMNIA TECH

Summary & My Aocount=

=]

minaticn, equal cppor

Wirginia Tech Uriversity is commitied 1o nan nity and affirmative action in sccordance with

ol el v and reglatons. AS § UE18 BRssina 55 with T (achersl GoviNmITsnL W ane
requined Bo implement affrmative action programs. To assist us with our affimmative aclion programs, we afe asking you ko
gell-ideniify the requesied information Below. Submission of this information is valuniary and refiusal 1o provide i will nod
Bubject you 10 any sdvernse e . The informration obtained will be kept confidential and may only be wsed in
accordance with the provisions of applicable Federal laws, executive coders, and regulations, inciuding those which reguire
thae infeemrasion 1o be summarnzed and reporied 1o the Federal Govemnment for chl nighss enforcement purpeses. H you
choase rol 1o sell-identify your races'ethnicity and gender at this time, the Federl Gavernenent requires this employer 1o
detinminy nformriation by visual servey sndior othes
racaahaic #hd Gende calegonds cummenitly approved by e Depaniment of Education and Equal Employ
Commission.

inble information. AN nformatson will be !i"pdl'lt‘ﬂ using tha
Oppadturity

Legal Sex an Birth Camificate: - Gender
Hick s

Chamges can be selected after the fst day of employment in Hokie Plus.
Exhikcity

HESPBNIC OF Lating: A pirson of Cuban, Mescan, Puting G, South of Contral Amencan, o other Sponish culturs of onign, -

EEQ/VETERAN

Summaty & My ACCOUs
VIRGIMIA TECH
VikanLaty Sell-Indentifestion of Veleran St &

This errgikyer is 8 Gove il coniractar subject to Vietwnam Era Veterans’ Readjustiment Assistance Act of 1974, a5 amended
by thee Jobs for Veterans Act of 2002, 38 U.E.C. 4212 (VEVRAA), which requines Government contractors to take affirnative
csion to employ and Scvance in employment: (1) disabled velenans; (Z) recently separaled veserans; (3) BCtive dusy wartime or
campaign badge veteran; and (4) Asmed Foroes service medal veterans. These classifications are defined as folkows

1. A deanbibed vEleran is ani of the fallwing:
a weleran of the LS. military, ground, raval or air service wha is enfitled 1o compersation {or wha but for the receipt of
military retined pay would be entitled 1o compansaiion] under lews sdminisiered by the Seceeiary of Viierars Aftais
& pereon who was dischaeged or refeased from active duty because of a service-connected disability,
2. A ‘recently separuled WEON' Maans sy veteran during the thees-year pericd beginning on the date of such veteran's
daschange of telests MPoim Betive SaTy in the LS. miliary, round, famal, of & sefvice
An “Bciiee Saty wartime of campaign badge vetern” means & veteran who served on ciive duty inthe 1S, miitery,
ground, naral of air senvice during & war of in a campaign o expedition for which a campaign badge has been suthorized
uncder the laws administened by the Departmen of Defense
An Rireed fofoes service medal vebersn” means 8 velitan who, while sering on active duly in the LS. militery, ground,
vl o air senvice, participated in a United States military operation for which an Armed Farces service medal was
SN BIGEA sl 10 Exediting Ondet 12985

-

| AM A FROTECTED VETERAN AS DEFINED BY OME OR MORE OF THE ABOVE CATECORIES
| AM NOT A PROTECTED VETERAN, BUT | AM A VETERAN OF THE U.5. MILITARY

1 Add HOT A VETERAN

503 New Hire Survey - This allows an individual to self-disclose a disability.

503 NEW HIRE SURVEY (FEDER...

Summary & My Accourits

- &

Formn CC-30%

OME: Control Numbt 1250-0005
Expires 05/31/2023

Page 1 of 1

Why are you being asked to complete this form?

Wi i 3 We0ueal CONLTBTIST OF SUBSONITIT Figuirtd by L 1 prosidie Bual aenployimanl ORpOmunity 16 qualifisd
pocpie with disabdites, W 2 sl requined 1o measure cur progress. towsed having a2 kst 7% of our workionoe be
rifviduals with Gisabditses. To do this, we must ask applicants and emgloyees il they have a duabidity of have ever
had & disabity, Bocauss 8 pASOn May Becoma diabled Bt any tims, wa ask all of our sMployooes 1 updaln thair
rigrmation at lnast seery fve yoars,

Khontying yeursell &5 an indvidual with & disakdity s voluntary, 30d wi hepo el you will choose 15 30 86, Your
answer wil be maintaned confidentially and ot ba se0n by selecting cicials or anyone else invahved in making
parsannel decsions. Complating tha form will not negatively impact you in any way, regardiess of whather you have
Sall-idarfiod in thi past. For mees infamaation about this 10m of the 6gusl empicymont cblgations of fedeal
eontraciors under Section 503 of tho Rehabdiation Act, visit the US. Deparimant of Labor's Ofice of Fedaral
Contract Compliance Programs (OFCCP) wobsite at waw e
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Selective Service Form - This information will be updated in Banner.

SELECTIVE SERVICE FORM

Summary & My Account=

=]

Section 2.2-2804, Code of Virginia

Ay peEson wisd Pad Tailed 16 et this fedenil hbquinsiment 16 7 1of the Selective Service shall be ineligible I
emplayment lry or service for the Commaoeny
COMMissons, depariments, sgencies, ing

umenia A perscn shall net be

this section by reason of Tailune 1o poesent Fimeelf for and submit 1o the federal registeation requinement if. (i) the
requiremend for the person 1o 5o register has terminated or become inapplicabie to the person and {ii) the person shows
by 0 reporderance of he evidence that the fadure of he parscn 18 register was oL o knowing and willlul Taiure 1
registar

e you requined o have negistened with the Selective Service?
Yes

I you rcwiened, "YeE™ 1o the firel question, have you dbesdy registensd with The Selectin
Yes

Individunls Who nespond WO 1 This S8cond Question MRl peesent venteaten 1rem the Sekctive SHvIce SysTem 1o
Human Resources indicating The requirement is: lerminaled or inapplicable Befone their employment can be continued of
trelore they ¢ e hined. Yiu must immaediately contact the Selectins Senvce System at 1-8B8-655-1825or o
detemination

Tax Withholdings - Depending on certain indicators such as work state location, mailing
address and/or having a social security number will determine the appropriate tax forms.
The individual will be guided through the Tax Withholdings module in the New Hire Center.

TAX WITHHOLDINGS

\//d

VIRGINIA TECH

Summary & My Accounts

a

Welcome to the Tax Withholdings module.

Sampie: Piease selecl the Start button o start the interactive WS module

TAX WITHHOLDINGS

Summary & My Account-

=

Wi have celemined e sactioes: Beiow 3908y 10 your shuation

-
| Federal
h.

’
| Virginia Resient
-

= Back Continue =+
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IRGINIA TEC

VIRGINIA TECH

TAX WITHHOLDINGS

ary & My Account=

&

Federal — Survey

Saloct the comeet ehiics: Forelgn Eamed Income Exclusion. Nonresidert Alesn, Continue in Erglish,
oF Continue in Spanish

Fereign Eamed Income Exclusion - | expect 10 qualily for the: foreign amed inCome exciusion under sither
the bona fde reskence of physical presence test Ao Calenda year of other L year

Nonresident Alier - | am exempt from withholding on compensation Tor Independent {or elgibie dependent)
persenal sevvices of a Nonresidant Alien indivicual, see insvuctions for For

-
Crinre condnuar on Espafil
|'want ko continue in Engish

Insinachions $or Form 82X
TAX WITHHOLDINGS

Federal — Summary

Einsed on Dnswers you provided, we have determined the Tplowing
Fedural withhokding form(s) may apply 1o you

Localiny Nami il Status

EE} reoera U] Empayess Withhalding Cenficate Mot camplated

£ Back

Summaly & My AbGifil-

TAX WITHHOLDINGS

Summary & My Accounts

Please raview the document below
M ytia weikd ke b e Sy Shanges, you many returm 16 the previous page.

H yyou would I bo submit this lorm, please agree io e lems below

Under penalties of perury, | deciace that Ihis certficate, 1o the best of my knowiedge and belket, i
true, corect, and complese:

v suemt Fom | e |

VA 24060

L T S S S e e

Cumpleta Mg 84 (S0 Y Wiy iy i, b, sl 1 s . s e b i et ) s s, b s
Clag gt P WAL o s o B el o w7 o A ey

S e D T e L Tt e er——
kil i ok, Tt s of ki, g, e ) o o o P

ar Spcama 1 iy . by

e

1 s P ot o s . g g K Pt s kg o s S g -,
Bk Al e s . e e s i e 1 S, s e e
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Summary & My Account-

Please review the document below
1t you wold like o make: any changes, you may return 1o the previous page.

1 you wosdd T i sub

i form, e agroe i e berms Dalow.

Under penaies of perury, | certify that | am entifed to Se number of witibolding alowances
clakmed on this cerificate, of | am enttied 1o claim exempt 5

v siomirom | & |

43

COMMONWEALTH OF VIRGINUL
FORM VA-4 CEPARTMENT OF TAXATION
PERSOMAL EXEMP TIOM WORKSHEET
Sen hack tof INsuctons)

TAX WITHHOLDINGS

Summary & My Accounl=

=]

Section 1 — Fegers
Wt Employee’s Withholding Cenificate

Saction 2 — Virginip

VA4 Emplayee’s ncome Tax Withhoading Exemption Certificate

FORM -9

Summary & My Accounts

=]

Employment Eligibility Verification uscis
Form |8

Dapartment of Homeland Security C::;“ho
.S, Citizenship and Immigration Services 18150047
Expires

e

+ START HERE, Rwad insiructiors carefully bafore pleling this form. The instructions must be avaiisble, sither
In paper or elactronically, during compdsticn of this form. Employers ars Nable for srrors in the complation of this
form,

ANTLDISCRIMINATION MOTICE: It Is Mlegal bo discriminatie agains! work-authorized indhiduals. Emplayers CANNOT
specify which document[s) an employee may present b estabiish employment authorizabion and id The refusal to
e of continwe 10 Y 30 nGhvidual Decause The docume G s 3 future axpiration J
constaue fegal ciscrimination

Section 1. Employee Information and Attestation

Empiloyees must compiate and sign Section | of Farm 1 no lafer than the first day of smployment, But no! befone
Accacting 4 lob affer.
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Any additional forms

N/

|IRGIMNIA TECH

FORM I3

Summary & My Account-

Please remember i bring this with you ba your appointment!

ACCEPTABLE DOCUMENTS

Plaase remember 1o Being ORIGIMAL, urxpired Sotumentition 1o your Appointment a8 Talws - & List A document O ane
document each from List B and List C. List A documents establish identity and authorization 5 work in the United States, while
is1 B cocumerits ealablish identity onty and List © documents estabiish work authorizaton ondy. Examples of each aee Eted
beiow:

W your empioyed parscipates in ihe Department of Homeland Secuariny's E-Vierly program i verily employees work
authorization please note that sy kdentity Socument you present must contain a photcsgraph.

T YO COMEleled Section 1 of he Fodm |- you proviced your SRCiiofnic Sgnanss, which wil be applied 1 Further Action
Hotices. lesued through the E-Neriy program. Such notices are issuwed when thene is a lentative non-confirmation (TNC) due o
@ discrepancy in e information and you decide o contesiingt consent ihe THC lssued by effher the Soclal Security
Ageninisiration of Deparment of Homeland Security,

LIST A DOCUMENTS

= W& Passport or ULS. Passport Card
LIST B DOCUMENTS

« Detwer's Licanse |stued by State of Posiassion with Photo

D Card lssued by State of Possession with Phata

= 1D Card Issued by Federal, State, Possession or Local Govesnment with Photo
= School 10 Cacd with Pholo

VA PREGNANCY ACCOMMODATI...

Summafy & My Actoufils

VA Pregnancy Accommadation Notice Poster

SIGNATURE

By initialing the box below, | certify that | have read the above information, and | agree fo the condilions of hiring

7. The Individual will see a screen to confirm completion of forms.

A5 part of the hiring process. you e required 1o complete 1
o verificasion of eligibility 1o w
Mew Hire Center. Please refier 1o the
et Szt 2 o tha 19 preias,

Yioes iy bogout e elick tha Button balow i you with 1 view o

: 2 & My Account =

VIRGINIA TECH

CONGRATULATIONS!

e fedenal 149 foem, which is
ha Uniled States. Section 1 was completed in the
f i needed 1o complete

Nt your submitied

POPPPPOS
T P PP P DT O D

2022 Equifa, | I rights reserved

a8
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Please Note: The new hire packet will not be considered complete until the individual goes
through all of the forms and completes Section 1 of the |-9. -9 processors will not see the
person’s name in the New Hire Center until it has been completed.

If the individual has not complete all of the forms they will be able to go back to the New
Hire Center.

8. Certain information from the New Hire Center will update the -9 section and the
individual’s biographical record in Banner.

9. Direct deposit information will need to be entered by the new hire in HokieSPA.

11. If applicable, before first of hire make sure that a conviction check has been completed
according to Policy 4060.

12. Within 3 days of the start date, the departmental I-9 processor should complete Section
2 or verify that it was completed by a remote processor.

13. Employment record is considered complete.

14. Any changes afterwards will need to be completed in the proper system (e.g. Banner,
HokieSPA, etc.)

25


https://policies.vt.edu/assets/4060.pdf

Foreign National Hires

1. Departments should follow the proper hiring procedures based up position type.

2. If the new hire has never been employed at Virginia Tech or their last paid date was over
12 months, they will receive an email from the New Hire Center at
donotreply@equifax.com.

3. The new hire will be prompted to complete the appropriate sections.
Personal Information - Information from the biographical information in Banner will display.

What should a new hire enter if they currently have an international mailing address?

The New Hire Center must have an US mailing address to continue to fill out the packet. If
the individual does not have an US mailing address please have the individual enter the
departmental office address.

What if the new hire does not currently have a social security number?
The individual will be able to click on the SSN Applied For button.

PERSONAL INFORMATION

Summary & My Accournt=

=]

Personal Information

PERSONAL IDENTIFICATION

Secial Security Numbert Confum Socul Secunty Number®
sssssssEas : £ oR
First amna {Given Narse)* Wil Ininial

Last Mamne (Family Name)*  Osher Lost Names Uped

Hokie Bird

hrbanner@vt.edu {540) 23156000
PHYSICAL ADDRESS

1 Lane Stadium

EZH EINE

Please Note: If a different physical address is entered in this section, it will not update
in Banner. Either the new hire will need to enter the address change after they have
established a residency or speak with the HR departmental enterer for the appropriate
changes.
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Emergency Contacts - The information entered in this section will add emergency contacts
in the Banner system.

N/l

IRGINIA TECH

EMERGENCY CONTACTS

Summary & My Account=

-
=
To add & contact, enber the coniacis requined information below ihen click on the Add bution, When you are dene lisiing alll your
coetacts click on the Contirue button located on the bottom of this ferm
Last Nams

Timathy @ Cat
Relationship®

Mot Related v
St
ZipCode Ciy State

w

At

conce [ oo

EEO/Veteran - This section contains information for legal sex on birth certificate, ethnicity,
race and voluntary self-identification of veteran status. This information will be updated in
Banner.

EEO/VETERAN

\/a

IRGINIA TECH

Summary & My Accounts

&

Virginia Tech University is commitied 1o nondiscrimination, equal cpporfunity and atfmaiive action in accordance with

! and local laws and ¥ employer conducts Business with the ledersd govermment, we are
required to implemnent affumative action programs. To ass! th our adfimative action prograrms, we ane asking you to
self-identify the requested infeemation beiow: Subenission of this infarmation ks valuntary and refusal 1o provide it will et
subject you 1o any sdverse treatment. The infarmation abained will be kit confidential and may ool be wsed in
secorfance with the peo 5 of applicabie Federal laws, executive ceders, and regulations, cding those which requine
el inTeeTrtn 1 Di SLITMANZEd S5d feperied 1o the Federsl Gowemiment 1of civil Hghis enfalcement parpodes. M you
choose nol 1o sell-identify your racedethnicity and gender B, the Fedenl Government requines this employer 16
duienmine ihis informailon by visual srvey andior csher available i ailon, All informatice will be reporied using the
racelethnic snd gender calegonies cutrently approved by the Depaniment of Education and Equal Empleymant Oppastunity
Commission

Legal Sex on Birth Cenificate: - Ge jon and parsonal pronouns can be selected afer the firss day of empk

Hickie Flus.

Famale
Chamges can be selected after the fast day of employment in Hokie Plus

Etticity

Hitspanic or Latine: A person of Cuban, Mexican, Puerio Rican, South or Central American, o other Spanish culiure of ofigin, v

e |
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EEQ/VETERAN

Summaty & My Accoufile

WVIRGIMNIA TECH

Vikinitary Self-Indentifcation of Vleran St

racton subiject 1o Vietnam Era Veserans’ Readjustmenn Assistance Act of 1974, as amended
oy the Jobs Tor Veterans Act of 2002, 32 U.5.C. 4212 (VEVRAA) which requires Government contraciors to lake affimmative:
csion to employ and Scvance in employment: (1) disabled velenans; (Z) recently separaled veserans; (3) BCtive dusy wartime or
campaign badge veteran; and (4) Asmed Foroes service medal veterans. These classifications are defined as folkows

This ergikoye

1. A deanbibed vEleran is ani of the fallwing:
a weleran of the LS. military, ground, raval or air service wha is enfitled 1o compersation {or wha but for the receipt of
military retined pay would be entitled 1o compansaiion] under lews sdminisiered by the Seceeiary of Viierars Aftais
& pereon who was dischaeged or released Trom active duty becsuse of 8 servce-connected disability.

2. A ‘recently separated veteran” means any veteran during the theoeyear pericd beginning on the date of such veteran's
deichange of telesde PO Sctive Saly i the LS. miltary, ground, i, of &F Service

3, An “aciive duly wartime or campaign badge veteran” means 3 veieran wha sered on aciive dis
ground, naval of air service during & war, of in a campaign or expedition Tor which a campaign badge has been authorized
uncder the laws administened by the Departmen of Defense

4. A0 AT fonces service medal welersn” meants & vetemn wio, while seraing on active duty in the LS. military, ground,
vl o air senvice, participated in a United States military operation for which an Armed Farces service medal was
SN BIGEA sl 10 Exediting Ondet 12985

n ihe U5, military,

| AM A FROTECTED VETERAN AS DEFINED BY OME OR MORE OF THE ABOVE CATECORIES
| AM NOT A PROTECTED VETERAN, BUT | AM A VETERAN OF THE U.5. MILITARY

1 Add HOT A VETERAN

503 New Hire Survey - This allows an individual to self-disclose a disability.

503 NEW HIRE SURVEY (FEDER...

Summary & My Aocourls

= &

Form CC-30%

OB Conteal Numbssr 1250-0005
Expines 08/31/2023

Page 1 of 1

Wiy are you being asked to complete this form?

Wao are 3 fedaral CONMBSIOR OF SUBKINITRIAST iU Dr L 40 pI'Mrdﬁ i_-qual MP‘O Trbl GREEOMUnity Ibf‘].l.\lﬁl\d
pocpie with disabdities, W are also requined 10 measure our progress. owaed having a2 kast 7% of our workioro be
redfvidiaaly with disabditses. To do this, wi mus! sk applicants and emplonyees il thay have a deaabiity of hawe ever
had 3 disabity, Bocauss A pSOR May BHcoma diabied at any time, wa ask all of our sMployoas 1 updats thaw
ridgrmation at loast svery feo yoars,

Khantying yoursell &5 an indvidusl with 3 daabidity is vehantary, 30 W hop that yoi will choosi 16 30 56. Your
answer wil be maintaned cenfidontially and not ba seen by selecting ofcials ar anyone else invohed in making
parsannel decisions. Compiating tha form will not negatively impact you in any way, regardiess. of whather you have
el idorfad i tha past. For mees infammation about this 10 o the ogusl omplcyant Sblgatons of fedeal
eoniraciors under Secfion 803 of tho Rehabdfation Ak, visit tha U S, Deparimeni of Labor's Ofico of Federal
Cortract Complianca Programs (OFCCP) website at waw o

SELECTIVE SERVICE FORM

Summary & My ACCounts

=]

Section 2.2-2804, Code of Virginia

Ary peepon wheo has Tailed 10 meet the fedenl requirement 10 register for the Selective Servicr shall be ineligible Tor
emnployment by or service for the Commesmealth, or a pofitical subdivision of the commonwealth, including all boards and
CCMIMiSSINS, dOpanMents, agencies, insanuticns, and instrumentalities. A perscn shall net be derded emplcyment under
this section by resson of failune 1o present Rimself for and submit 1o he ledersl registration requinermient il
requiremmsent {or the person 1o 5o register has terminated or become inapplicable to the person an e person shows
iy & preponderancn of the svidence That (P fadune of hi Darscn 1o regiane: wid hot B khowing and willlul Tadure 15

ngisier

sire you required to hae negistered with the Selective Service?
Yes

Ho

I oo arwered, o™ 1o the firs question, have you siresdy registened with the Selective Serdce?

Yes

als who respond "HO” 1a the second question st present verifation froe the Selectve Service System 1o
Human Rescurces ind ing the requirement i3 terminated or mapphicable Eeednre their employmient can be continued or
Beline #1 Enimediaiely contbel The Selictin Serite System al 1-BRE-655- 1825 fof &
determination
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Tax Withholdings - Depending on certain indicators such as work state location, mailing
address and/or having a social security number will determine the appropriate tax forms.
The individual will be guided through the Tax Withholdings module in the New Hire Center.

Please Note:

- If the individual selected the SSN Applied For button in the Personal Information
section they will not see this section.

- The department should notify the individual that they will need to go to HokieSPA to
complete the tax forms on first day of employment.

- The individual should also receive an email from Payroll to complete information in the
FNIS (Foreign National Information System).

- If the tax information in FNIS is different from the information originally entered
into HokieSPA the Payroll Office will contact the new hire and make the appropriate
adjustments.

- If no form or systems update is received, Payroll, following IRS guidelines, must
withhold taxes at the default rate of single (the highest withholding rate for federal
taxes) and the highest single rate for the applicable state tax.

- For questions or assistance with tax forms please contact the Payroll Office at
payroll@vt.edu.

TAX WITHHOLDINGS

Summary & My Account=

=]

Welcome to the Tax Withholdings module.

Samgie: Piease ssiect the start buiton 20 star the inlerctive W4 module

TAX WITHHOLDINGS

Wit s B IBITRING e SSCoR Balw P00 10 Yol BRUNBSR

P
| Federal

— —

’
| Virginia Resident
\
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|IRGIMNIA TE

TAX WITHHOLDINGS

Sumnary & My Accoufl-

&

Federal — Survey

Saloct the cormect choies: Foreign Esmed Incomae Exclusion, Nonresidont Alien, Continue in English,
er Continue in Spanish

Foreign Easned Income Exclusion - | expect i qually for the: loreign eamed income Exciusion under sither
the bond fide residence of physical plesence tesl 1o Calends yedr of Glhel Lan yedar

Nonresident Alien - | am exempt from withholding on compensation for indepenisent (or eligibie dependent)
porsenal services of 4 Norresident Alier Individual soe ins 3 for

n H233
Chubinfo Sorunuar on Expanal
| want ko continue In English

Irstructions for Form 8233

TAX WITHHOLDINGS
Summary & My Accoun=
VIRGIMNIA TECH

Fideral — Summany

Based oh answors Yo proAided, Wil Rave OElerTinGd thi |¢!¢w.ﬂ}
Fedaral withhowding tarm(s) may apgly 1o you

Localiny Mame  Tiile Samtus

EE] recera w4 Emplayess Withhoiding Cerificate Mot completed

< Back

TAX WITHHOLDINGS

Summary & My Accounts

Please raview the document below

s ol [l B Pk By Changes, you may

RUFR 10 U previcus page.

M 0 WOl I b SULHT Thisi B, [Hease agree 1o T 4eIms below

Under penalties of perpury, | deciare that this certficate, 1o the bes! of my knowiledge and belef_ s
inse, COMTect, and oomplete.

v suemarom | i |

n
CR s
| D ity ety = Sty ety

oo | I e e T~
L T I GRS ST S e—————————
Clag gt P W), o s o B el o e L N ey

Sy " Commpiet P s 7o 1] Pk e o o 8 e, ) % e e oy e s
gl du e ok TP corec s of okl s o e s o o o4 P b
o o iy o o 1 by

L o L o s o s . g g o o e kg o o s o S, 3,
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TAX WITHHOLDINGS

Summary & My Accounls

% Wizard @ Form and instruction

Pheagse review the document below
If you would ke o make any r'mngl:: You mary return to the previous page.

11 s it B 15 SAAHTHL UhES: OO, Peii S0 1 N Bedmna Dalkw

Under penafies of perjury, | certify thaf | am entied to S number of witiholding aliowances
clmimned on this CorINcase, of | am Snatied 1o claim sxempt Slatus.

[EE—— m

FORM VA_4 COMMONWEALTH OF VIRGINLA

DEPARTMENT OF TAXATION
PERSOMAL EXEMPTION WORKSHEET

See back for ngrucsons)

5 E

TAX WITHHOLDINGS

Summaty & My Accounts

=

Section 1 — Federal

Wed Erployee's Withholing Ceificate

Fection 2 — Virginig

VA4 Emplayee’s lncome Tax Wihhoiding Exemplion Certificate

Non-Citizen and Non-Resident Alien Status

- As of August 2020, Foreign National documents and tax forms are requested by the
Payroll office through the FNIS (Foreign National Information System) program.

- The Payroll office will use the FNIS system to issue and electronically gather tax forms
along with the employee’s documentation.

- The new hire will receive an email from the FNIS system once the job appointment has
been entered into Banner. The Payroll office will monitor this on a daily basis.

- Departments still must complete Section 2 of the -9 but should not send any
documents to Payroll unless specifically requested.

Form I-9 (Section 1)

The new hire will need to select the appropriate option for citizenship.
- US Citizen

- Noncitizen National
- Resident Alien (Will need to provide Alien Registration/USCIS number)
- Non-Resident Alien (Will need to enter expiration date of employment authorization,

if any, and either the Alien Registration/USCIS number or the Form 1-94 Admission
Number).
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Citizenship Attestation

I am aware that federal law provides for imprisonment and/or fines for false statements or use of false decuments
in connection with the completion of this form.

| attest, under penalty of perjury, that | am

O 1. Acilizen of the United States @

O 2. A noncltizen national of the United States (see instructions) @
O 3. A lawlul permanent resident @

O 4. An alien authorized to work until g

The new hire will also need to select if a preparer or translator assisted in completing
Section 1.

Preparer andior Translator Certification g

O | did mot use a preparer or iranglator,
® A preparer(s) andfor iransiaton(s) assisted the employee in completing Section 1,

Fugldz below must be compleled and signed when preparers and/or ransiafors assisl an employes in completing Secbont
Last Name (Famdy Name) @ First Name (Grven Name) @

Address (Sireel Number and Name) @

Work Status: An alien suthorized 1o work
First Day of Work:: 020172022

Alien Registration Numbern/USCIS Number: 123457830
Alien Work Until Date; 08/01/2022

PREPARER SUMMARY

Timothy Cat
Address: 110 Main 5t., Blacksburg, VA 24060

PREPARER ELECTRONIC SIGNATURE

[ By checking this checkbox | attest, under penalty of perjury, that | have assisted in the completion of this form and
that to the best of my knowledge the infarmation is true and correct.

Plaase rememiber bo Bring Bhas wish youl 10 your apsoantment!

ACCEPTABLE DOCUMENTS

Piease remambar ta iring QRIGINAL, unexpired documentatian 10 your Speciniment 35 follaws « 3 List A gacument OR one
document each from List B and List C. List A documents estabiish identity and authorization 1o work in the Uniisd States. while
1 B documents b and LI C ERRRRR Wi @Al ofily, Examplia of §ach sng ksed
below:

W your emgloyer pasiicipates in the Deparment of Homeland Security's E-Verily prograe to verily employoes werk
authorization please note Thal any kengty document you present must contain a photogrags.

WIGN ou Comnpigtid SHU0n 1 of e FOIm LD you provided youl 6ICamnic Signature, which will B appled 13 Fuithes Aticn
Hoties Issued Frough the E-Verfy program. Such nolices: are issued when there |5 a tentathve non-confirmation (THEC) due 1o
8 discrepancy in the indomation and you deckde o comesiing congent the THC: ixsued by cither the Social Securiy
Administraton or Depaniment of Homedland Security.

LIST A DOCUMENTS

« [Form 1788 - Employment Authorization Docurment Bhal contains a photograph
= FOreign passpon wih 164 or 1944

= Foreign Passport with 1-84 or 1944 and 120

= Foreign Passport with L84 or L84A and DS-2018

= FEM er RMI Passpor with 154 o |48

= Form 1-G47-04A with RE admission ciass {refugee) - Receip!

» Eapifed EAD =+ Notice of Aztion




Any additional forms

VA PREGNANCY ACCOMMODATI...

Summary @& My Aotourils

VA Pregnancy Accommadation Notice Poster

SIGNATURE

By initialing the box below, | certify that | have read the above information, and | agree fo the condilions of hiring

4. The individual will see a screen to confirm completion of forms.

s :5 & My Accowrt =

VIRGINIA TECH

CONGRATULATIONS!

As part of the hiring process, you are required 1o complete the Tederal 19 Torm, which is
o verificasion of eligibility 1o work in the United States. Secticn 1 was completed in the
Center Please refer 1o the il il i needed 1o complete
et St T o th 19 procass.

Yioes iy bogout o cliek tha Buton balow if you wish 1o view and peint your submitied
packet

DPPPOPPPP
T L P DO OO D

2022 Equita, inc., All rights reserved

Please Note: The new hire packet will not be considered complete until the individual goes
through all of the forms and completes Section 1 of the I-9. -9 processors will not see the
person’s name in the New Hire Center until the packet has been completed.

If the individual has not complete all of the forms they will be able to go back to the New
Hire Center using the link that was provided to them.

5. Certain information from the New Hire Center will update the |-9 section and the
individual’s record biographical in Banner.

6. Direct deposit information will need to be entered by the new hire in HokieSPA.
7. If applicable, verify that a conviction check has been completed according to Policy 4060.

8. Within 3 days of the start date, the departmental I-9 processor should complete Section
2 or verify that it was completed by a remote processor.

9. Any changes afterwards will need to be completed in the proper system (e.g. Banner,
HokieSPA, etc.)
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Workflow Summary

Newly Hired Staff, Faculty and Non-Student Wage

1. Recruitment is completed in the PageUp system.
2. The new hire receives an email from PageUp when the offer card is created and approved.
3. Once they accept the offer they will be asked to complete the new hire form.

4. If the person has never been affiliated with Virginia Tech, an ID number will be created
using the personal information entered.

5. Based upon the offer, general information will be applied to identify the new hire as an
active VT employee, assigns the home organization and hire date.

6. The newly hired employee will receive an email from the New Hire Center at
donotreply@equifax.com.

7. New employee will complete the hiring packet. The packet should be completed before
their start date.

8. In Banner the job appointment record will be entered.
- Faculty and Staff - Job appointment will be manually entered by Division of Human
Resources once the hiring steps have been completed.
+ Non-Student Wage - Job appointment will be entered by department using the EPAF
(Electronic Personnel Action) process in Banner.

9. Certain information from the New Hire Center will update the I-9 section and the
individual’s biographical record in Banner.

10. Direct deposit information will need to be entered by the new hire in HokieSPA.
11. Verify that a conviction check has been completed according to Policy 4060.

12. Within 3 days of the start date, the departmental -9 processor should complete Section
2 or verify that it was completed by a remote processor.

13. New employment record will be complete.

14. Any changes afterwards will need to be completed in the proper system (e.g. Banner,
HokieSPA, etc.)

Newly Hired Other Wage Position Types and Adjuncts

1. For some position types, an offer letter should be sent to the new hire.

2. If applicable, the new hire completes the biographical information section of P12W (Wage
Employee Appointment Record) form.

3. Departmental HR Banner enterer will check to see if biographical information already
exists (VT students will already have an ID number). If the person does not have a
biographical record in Banner the enterer will enter an action to generate an VT ID
number.

4. Departmental HR Banner enterer will use the EPAF (Electronic Personnel Action) process
to enter the job appointment.

5. Job appointment is applied to Banner after departmental approval.
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6. The newly hired employee will receive two emails from the New Hire Center.
- First email - Provides an unique link and username
- Second email - Provides temporary password

7. New employee will complete the hiring packet. The packet should be completed before
their start date.

8. Direct deposit information will need to be entered by the new hire in HokieSPA.
9. If applicable, verify that a conviction check has been completed according to Policy 4060.

10. Within 3 days of the start date, the departmental I-9 processor should complete Section
2 or verify that it was completed by a remote processor.

11. New employment record will be complete.

12. Any changes afterwards will need to be completed in the proper system (e.g. Banner,
HokieSPA, etc.)

Newly Hired Graduate Assistantships

1. Graduate assistantship contract is entered and approved by the department using the
Graduate Contract system.

2. If applicable, information missing in the Banner biographical record will need to updated
by departmental enterer.

3. Department should use the “Push to PAF” button in the Graduate Contract Tool when
ready to create the job appointment in Banner.

4. Job appointment will be applied to the system.

5. The newly hired employee will receive an email from the New Hire Center at
donotreply@equifax.com.

6. New employee will complete the hiring packet. The packet should be completed before
their start date.

7. Direct deposit information will need to be entered by the new hire in HokieSPA.
8. If applicable, verify that a conviction check has been completed according to Policy 4060.

9. Within 3 days of the start date, the departmental I-9 processor should complete Section
2 or verify that it was completed by a remote processor.

Please Note: The dates on the graduate assistantship job appointment will reflect the
salary pay periods used to issue the payment. The I-9 processor will need to correct the
start date in Section 2 of the I-9 to reflect the person’s actual first day of work.

10. New employment record will be complete.

11. Any changes afterwards will need to be completed in the proper system (e.g. Banner,
HokieSPA, etc.)

12. Employment record will be complete.

13. Any changes afterwards will need to be completed in the proper system (e.g. Banner,
HokieSPA, etc.)
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Employees with a Break in Service

The New Hire Center will only be used if a terminated VT employee has not received a
paycheck that has been more than 12 months from their last paid date. The New Hire Center
will determine if rehired individual will need to complete the new hire packet.

10.

11.

. Departments should follow the proper hiring procedures based on position type.

Information will be updated in Banner to reflect the person’s new hire date.

. The New Hire Center will look at the person’s last paid date to determine if the break in

service is more than 12 months.

. If the person meets the New Hire Center criteria, they will receive an email from the New

Hire Center at donotreply@equifax.com.

Employee will complete the hiring packet. The packet should be completed before their
re-hired date.

Certain information from the New Hire Center will update the 1-9 section and the
individual’s record in Banner.

Direct deposit information will need to be entered by the new hire in HokieSPA.
If applicable, verify that a conviction check has been completed according to Policy 4060.

Within 3 days of the start date, the departmental I-9 processor should complete Section
2 or verify that it was completed by a remote processor.

New employment record will be complete.

Any changes afterwards will need to be completed in the proper system (e.g. Banner,
HokieSPA, etc.)

If the terminated VT employee has a break in service less than 12 months from their last
paid date, a new hire packet will not be sent. Departments will need to follow the proper
hiring process and inform the employee that changes to I-9 status, tax forms, etc., should be
made using the appropriate system (Banner, HokieSPA, etc.)
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-9 Section 2 Examples

Wage Employees
First Scenario

- Department enters wage appointment in Banner with an 8/20 hire date.

- The wage employee accepts the employment offer however there is an agreement to
have a start date of 9/1. This is the date expected when the wage employee starts to
work.

- The department meets with the wage employee before 9/4 (within 3 days of the start
date ) to complete Section 2. The department would enter 9/1 as the start date on
Section 2 when verifying employment.

Second Scenario

- Department enters a wage appointment with an 8/16 hire date. The job appointment
is entered in Banner a day prior to allow enough time for the new hire to complete the
hiring packet.

- An agreement of 8/16 is also established as the start date. If the wage employee starts

working on 8/16 the department will need to verify employment by 8/19 (within 3 days
of the start date).

Employees should not clock into TimeClock Plus unless they a job appointment in Banner
and have completed Section 1.

Based upon the date entered by the processor in Section 2 of the I-9, if the employee does
not show up for several days after the agreed start date, the department should contact
Human Resources to change the date on section 2.

Graduate Assistantships and Adjuncts

- Graduate assistantship appointment is created and pushed through the Graduate
Contract system with an 8/10 hire date.

- GA accepts the employment offer however there is an agreement to have a start date
of 8/17.

- The department meets with the student before 8/20 (within 3 days of the start date)
to complete Section 2. The department would enter 8/17 as the start date on Section
2 when verifying employment. If the GA does not start 3 days after their start date
then the hire date on the job appointment may need to be adjusted to ensure that the
individual does not get overpaid in the beginning.

This will allow a department to enter the job appointment ahead of time in Banner and
complete section 2 based upon the agreed start date . Wage appointments do not receive
payment until they have clocked in hours. Please Note: For GA and adjunct appointments
these position types follow the salary payroll schedule and they do not record hours

in TimeClock Plus. Their payment received is based upon the dates entered on the job
appointment in Banner.
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New Hire Center FAQs

General Questions

Q: It seems we will still be doing the following: Initiating the conviction check, getting the
new P12W form(s) completed, and the Fleet form. Does that sound correct for a new hire
package? Are we to print the info for their employee file?

A: For wage positions the P12W form should still be used.

Q: How will NRAs be able to complete their tax forms accurately if they don’t get the link
until 90 days before their hire date?

A: This is designed to limit the time that a new hire has to complete certain pieces of
information. Once a NRA has created a PID they will be able to go into HokieSPA to
complete tax forms.

Q: Are student employees required to complete all this information in the New Hire Center?
A: Yes, this will only apply to student employees who are newly hired at Virginia Tech or has
a 12 month break from their last paycheck.

Q: Will the New Hire Center automatically track completion of tasks, or will the employee
need to manually mark tasks as complete like in PageUp?

A: The New Hire Center will track the completion of forms - the employee will not have to
manually mark tasks complete.

Q: Does the temporary password expire? If so, how long is it active?
A: If the temporary password expires the new hire can contact the HR Service Center to
send another temporary password.

Will the New Hire Center address anything related to the COVID vaccine, booster, etc.?
No. The New Hire Center will not contain any COVID-related information.

Can we add/assign extra department-specific forms, such as Use of State Vehicle forms?
No, the New Hire Center does not contain any department-specific forms.

What if employees need their New Hire Center link resent or password reset?
: The new hire should email hrservicecenter@vt.edu for assistance, and a system
admlmstrator will resend/reset links and passwords as needed.

>0 20 20

Q: Are there options for new hires who may not have ready access to a computer?
A: The New Hire Center is mobile accessible and does not require a computer in order to
complete required documents. Smartphones and tablets can be used.

Q: Who can view the status of a new hire’s form completion list?

A: Only I-9 processors will have access to the status of a new hire’s form completion. Please
contact the I-9 processor for your department for information on your new hire’s form list.

Q: Will the system recognize when new hire paperwork is not required? For example, what
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about someone who has been off payroll less than one year or who has a completed -9 on
file?

A: If the break in service is greater than 365 days a new I-9 must be created which means
the former employee will be sent the an email from donotreply@equifax.com. If it is less
than 365 days nothing will happen.

Q: Is the Selective Service Form still for only males to complete?
A: No, all employees are required to complete the Selective Service form.

Q: Do we still have to do the background check for all emergency hires before they start any
new hire paperwork?
A: The conviction check process should start as soon as an offer is made.

Q: In order to have access to the correct tax forms, the address in Banner has to be correct,
right?

A: Yes. The address in Banner will be shown to the employee when they review their
information in the New Hire Center. The state that is listed will determine which state tax
forms to display.

Q: If a new hire has questions when completing forms, where can they go for help?

A: There are no links for information on the compliance documents; please be

sure new hires know who to contact if they need assistance. The HR Service Center
(hrservicecenter@vt.edu) can assist with some questions and direct other questions where
applicable, such as the Payroll email address for tax questions.

Q: Can the employer send the new employee a packet with tax forms so they can view what
questions will be asked before they complete online?

A: Individual forms cannot be sent to the new hire. The entire packet containing all required
documents is sent at the same time.

Q: Can the new hire exit the New Hire Center and then login again to complete the
remaining forms or does everything need to be completed in one setting?

A: Technically, yes - but new hires are encouraged to complete their required documents
in one sitting if at all possible. Upon logging in, new hires will be required to change their
temporary password to a new one, so if they choose to logout then login later to finish
documents, they will need to be sure to note their new password.

Q: We will be able to provide students with a link to the New Hire Center, correct?

A: No, new hires can only access the New Hire Center using the link and password that
comes directly from Equifax. There is not a link that can be sent outside of the system for
access.

Q: For the initials section, what does the program expect for those with hyphenated last
names?
A: Please use the first initial and first, last initial of the hyphenated last name.

Q: Will the New Hire Center link be on the Controller’s website?

A: The Controller’s website will link to the HR website where the I-9 is currently listed. The
name of the button on the website will change when the system is live.

Q: What if a new hire is moving to Virginia from another state, but does not have a Virginia
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address yet?

A: The address in Banner will determine which state tax form will be presented. If that is
not the correct state after they start working, they need to contact payroll@vt.edu. The I-9
uses the answer to what state they will be working in on their first day. If the state is VA, the
I-9 Processors at Virginia Tech will complete Section 2 of the I-9. If the state is not VA, the
new hire will be prompted in the New Hire Center to make an appointment with the remote
completer in their area.

Q: Is the online new hire form the same as the P12W?
A: No - the New Hire Center contains compliance documents for all new hires. The P12W will
still be used for wage appointments to be entered into Banner.

Q: Will paper copies (P12) still need to be kept in the office?
A: There is no change in the procedure for the paper copies.

Q: How does this impact employees who may be changing positions within the department
or across the campus?
A: No change. The New Hire Center is for new hires only.

Q: If the employee does not complete their tasks in the New Hire Center, how will this be
handled to ensure compliance?

A: It is the responsibility of the I-9 Processor working with the department to ensure that
the new hire has completed all forms in the New Hire Center. The new hire will receive
several emails reminding the employee of the deadline, and the department should be
tracking that the full packet is complete. There is a report that the I-9 team receives each
pay period which shows who has been paid but not completed an I-9.

Q: What if employees have questions about tax forms?
A: All tax form questions need to be directed to payroll@vt.edu.

Q: The email address on the personal info may be any address such as Gmail, Hotmail,
whatever they are currently using, correct?

A: The emails from donotreply@equifax.com will be sent to the personal email address
provided by the new hire. All new hires must provide a valid email address in order to receive
the access emails.

Q: Who within the office/department has access to the emergency contact? Can we access
that later, or is it only in a centralized database?

A: Once the new hire fills out the Emergency Contact information in the New Hire Center
and completes all of their other forms, Section 2 of the I-9 can be completed. This
completes all of the requirements and the information for emergency contact is updated in
Banner.

Q: lIwas informed when | started in 2019 that VT didn’t support DC tax forms and that I’d
have to set that up on my own. Does this mean current employees can now complete DC tax
withholding forms in HokieSpa?

A: Yes, starting in January 2022, Virginia Tech registered to support tax forms for DC. Go to
HokieSpa to fill out the DC Resident form or contact payroll@vt.edu for assistance.

Banner Hire Information
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Q: If we hire adjuncts each semester will we need to enter them in the New Hire Center
now?

A: No, only newly hired and employee with a 12 month break in service will need to complete
the new hire forms.

Q: Do we need to enter both the NOAEPAF information to start their position and PWAEBIO
information prior to the employee receiving New Hire Center access emails?

A: It is highly recommended to enter their job appointment before their start date to allow
enough time for the new hire to complete the new hire forms. Entering the information

on the person’s start is acceptable and would need to make sure that certain steps are
completed in a timely manner.

Q: Does the start rate need to be updated for every position or only once upon PWAEBIO
entry?

A: No, the start rate should only be entered if the individual is working outside Virginia.
There are certain states and localities that require a certain form to be displayed for the
new hire.

Q: We have new hires from PageUp that start but their Banner appointment has not been
entered so they do not technically have a “job” on their first day of work. Would this impact
this process?

A: No, this will not impact the process. Once the new hire has an active employee status,
home org and hire date this will trigger the new hire workflow.

Q: What should be populated in the Banner “Start Rate” field (i.e., hourly wage, yearly
salary, etc.)?

A: This depends on the position type, for hourly it would be the hourly rate and for adjuncts
and GAs this would be the amount per pay period.

Q: For hires outside of PageUp who are brand new to the system, how does their 90#
generate?

A: The process for generating an ID number will not change. The department will still need
to use the P12W form and enter the biographical record in Banner.

Q: Will the Banner entered date automatically sync with TimeClock, or does Section 2 need
completed first?

A: The current process will not be affected, the job appointment will sync with TimeClock
Plus once the PAF has been entered. Completing Section 2 does not impact TimeClock Plus.

Q: What if an employee does not complete their required documents before the first day of
employment that has been entered into Banner?

A: The new hire will have 3 days from their start date to complete Section 2 of the I-9. If
this cannot be completed in a timely fashion then the hire date should be changed on the
appointment.

Q: Will we no longer need to create a VT ID# for P14s?

A: The process of generating ID numbers will remain the same.

Q: Does the employer need to enter and approve the new job position in Banner before
completing -9 Sec 2?
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A: To allow a new hire to complete Section 1in the New Hire Center the job appointment
will need to be entered for pooled positions. For salaried positions the job record does not
have to be there as long as the new hire has an active employee status, home org and hire
date in Banner.

Q: Our process for wage employees is that we send the offer letter, and currently send the
P12W to the students and then we enter them in Banner. Will our process change?

A: The only component that may change is the timing of entering the wage job
appointments in Banner.

Q: How do emergency hires receive the emails from Equifax since they will not receive an
offer letter?

A: All emergency hires need to complete the P12W Wage Appointment form and the
department needs to enter the information into Banner. This is the same process for other
wage hires.

Student Information

Q: Canyou explain how the systems interfaces with the Graduate Contract system?

A: The interface will not change, once the “Push to PAF” button is selected it will create
the appointment in Banner which will trigger the New Hire Center to send the emails to the
newly hired student.

Q: New graduate assistantship contracts begin on 8/10 for fall but the actual work start date
is often later than 8/10 and our department would complete Section 2 on the actual first day
of work. Would 8/10 still pull in from Banner as the first day of work on Section 2?

A: In Section 2 of the I-9 the processor will need to change the start date to reflect the
actual first date worked.

Q: Does submit to PAF button from the Graduate Assistantship Contract System send
information, including I-9 completion, to the New Hire Center?

A: No, this feature only creates the job appointment in Banner. It is the job appointment
that will trigger the New Hire Center to send the emails to the newly hired student.

Q: Will a student wage working in a position with new funding / supervisor but for the same
department will be considered a new hire? In other words, if a student has a current job with
VT or has had within a year without breaking of service will be considered also a new hire?
A: No, the student wage would not be considered a new hire.

Q: What about graduate teaching assistants and graduate research assistants who we don’t
hire through PageUp?

A: The Graduate Contract Tool was designed by the Graduate School to accommodate

this hiring type. Student wage positions will continue to be a separate process outside of
PageUp.

Q: I do a lot of student hires, and | might find out about them only a few days before they
start. If I have 50 new employees, do | have to enter all positions before they get the emails
to do the forms and I-9? that’s a crunch for me to get them all in before they do those
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forms.

A: Yes, the information has to be entered into Banner to start the process for the New Hire
Center emails to be sent to the new hire. Hopefully you can ask others for assistance during
hiring peaks.

Q: Would the student assistant positions need to be entered for this process to start?
A: Yes, if Virginia Tech is paying the student assistant, they have to complete this process.

1-9 Information

Q: Many times, the first day of work is not the same as the hire date in Banner, especially
with Graduate students. Will we be able to enter the first day of work when completing
Section 27?

A: Yes, you will be able to enter the correct start date in Section 2 of the I-9.

Q: If for some reason the new hire is unable to start on the date populated in Banner, what
is the process to get the hire date updated?

A: If the new hire is unable to provide documentation within 3 days of their start date the
department may need to contact the HR Service Center to make the appropriate changes
to the job appointment in Banner. The hire date field in Banner does not have to match the
start date.

Q: If the new hire fills out all of this information, how do you know if they duplicated the |-9?
A: The I-9 will return an Everify Status of Duplicate I-9. If this status is received, please

email |19@vt.edu.

Q: How do we know when the new hire has completed their forms? Would they have to notify
us or will we get an email?

A: The new hire can notify you or the |-9 processor can log onto the New Hire Center and
verify the documents have been completed.

Q: Will non-VT authorized users completing I-9s have access to the center to see if all
documents are completed?

A: No, only VT I-9 Processors will be able to view documents in the New Hire Center. A
remote [-9 Agent will be able to complete section 2 of the -9 without all documents being
complete, but each department should verify that all forms are complete before the new
hire begins working.

Q: Is the employee filling out most of the I-9? For some of our employees, | have been doing
the |-9 as the preparer. Is there no longer a section for that?

A: New employees will complete section 1 of the I-9 and |-9 Processors will complete section
2. If an employee needs help completing section 1, you can still help them complete as an I-9
preparer.

Q: Will student employees who process |-9s be able to access training materials?
A: To access PageUp LMS, the employee must have an active job in the system. This
includes student employees. They should have access on their first day of employment.
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Q: What about I-9s for employees in the NCR?

A: If the employee, living near the National Capitol Region (NCR) offices but not in
Virginia, answers the question regarding which state they will be working in on their first
day as Virginia, then the new hire can go to the NCR office. If they answer any state other
than Virginia they will be presented with the remote I-9 completion option to make an
appointment with a local vendor in their state to view the Acceptable Documents.

Q: How is Section 2 completed If new hires say that they are in Virginia but they cannot
come to a Virginia Tech Campus Location?

A: There are many options in Virginia for new hires to get their Acceptable Documents
reviewed for Section 2 completion of the I-9. If you need assistance with finding a location,
contact |9@vt.edu for assistance.

Q: Do employees still have 3 days from their first day of employment to provide
documentation for Section 2 of the I-9 process?

A: Yes. If they cannot provide documentation within those 3 days from the start date the
department may need to contact the HR Service Center for the appropriate changes to the
the job appointment in Banner.

Q: For the first day worked on the I-9, the Graduate Contract dates are set standard dates
but the actual first day of work can be different. How would you handle the |-9?

A: You should be able to adjust the hire date on the I-9. For the I-9, please use the first date
the employee physically worked.

Updating Information after First Day of Employment

Q: Can work state locations outside of Virginia be updated for existing employees in the
New Hire Center?
A: The New Hire Center is only for new employees.

Q: If someone hired after system launch wants to update information like tax withholding
later, what system would they use?

A: For any changes made to information after the first day of employment, please use
HokieSPA.

International Hires

Q: What about international students and employees without Social Security numbers and/
or those who have international home addresses and/or phone numbers?

A: An US mailing address will need to be entered, if they have not established residency in
the US the office address should be entered on their biographical information. Employees
without social security numbers will still be able to complete the new hire forms.

Q: Are departments still required to get Foreign National Data forms completed?

A: Yes, this is procedure that will not change.

Q: Does this pertain to federal work study students and new international graduate
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students?
A: Yes, the New Hire Center will be used for any newly hired VT employee.

PageUp

Q: If an employee started the onboarding process in PageUp before the go-live date for

the New Hire Center, then all of the information will feed into Banner from PageUp and the
candidate will not be linked to the New Hire Center?

A: Any newly hired employee who started the onboarding process before March 29 will need
to continue with the old process.

Q: For faculty hires, most of their info does not appear in Banner until after their hire date.
Will this affect when they receive access to the New Hire Center?

A: No, as long as the faculty hire has an active employee status, home org and hire date in
Banner.

Q: Will the process be changing for wage employees? Once hired in PageUp, will their
information be transmitted into Banner or are we still adding their appointment and bio
into Banner as we have been doing now?

A: PageUp 1500 hour non-student wage bio info feeds into Banner as it normally has, and
departments will still need to enter the job information into Banner as you have with all
PageUp 1500 hour non-student wage jobs.

Q: We have made faculty offers with a begin date of January 2023 and August 2023. If they
start their onboarding in PageUp, will they move to the New Hire Center?

A: Once the new hire has been made an offer and they accept, the PageUp system will
collect information about the employee. This will be held until 90 days before the hire date.
At that time, the employee will receive an email from donotreply@vt.edu to complete the
forms.
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