

	

Step
	

Reason/Help Contact Info

	
Sign Offer in Workday
	

This will finalize your employment and get you access to Workday.

	


I-9 Appointment
	

I-9s are a federal requirement that must be completed within 3 days of beginning employment. You will complete your i-9 through a virtual appointment. Please check your email for instructions. Failure to complete your i-9 may result in termination of employment.  Contact 
hr-formi-9@osu.edu for assistance.

	

Tax 
Documents
	


After signing your offer, tasks will automatically be assigned to your Workday inbox (W2, State/Federal Withholdings).

	
Opt in or out of retirement (OPERS)
	
You must decide within 30 days of your first day of employment whether you want to contribute to the state retirement plan. If you opt in, you will have 120 days from the first day of employment to decide which retirement plan you would like to contribute to. Please contact HR for assistance opting in/out. For questions regarding your plan contact OPERS at 1 (800) 222-7377.

	
Pay/ Direct Deposit
	
Students are paid on a biweekly basis. Timesheets must be submitted in a timely manner to avoid delays in pay. Set up your Direct Deposit ASAP in Workday or the university will provide you with a pay card which will be mailed to the home address on file. Set up instructions can be found here. 

	

Timesheets
	

Please contact your manager regarding accessing/completing timesheets if all above steps have been completed. Time entry instructions can be found here. 





























Please reach out to Cam Johnston (567-242-7345 or Johnston.1037@osu.edu), HR Consultant, for assistance with any employment related concerns, including the tasks listed above.
