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Completing Pre-Hire Tasks in Workday

1 First, start by clicking the Change Language task under Awaiting Your Action...

https://www.amesconstruction.com/
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2 To continue in English, click Submit...

3 In the next task, populate a National ID...

Under "Proposed IDs", create a new row...
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4 For Country, select "United States of America" ...

5 Select the Appropriate National ID Type...
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6 Enter a SSN or ITIN here...

Tip! for a SSN an Issued Date and Expiration Date is not required.
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7 Click Submit...

8 In this task, you can enter a Preferred Name, otherwise, just click Submit...
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9 In this task, under Change Home Contact Information, add a Home Address...

10 Confirm or Edit your Phone Number here...
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11 Populate a Gender...

12 Populate a Date of Birth...
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13 Populate a Marital Status...

14 Populate a Race / Ethnicity...
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15 Click Submit twice...

16 Next, you can complete Section 1 of the Form I-9...
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Tip! The form is pre-populated with the information you previously entered.

17 Click Submit...
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18 Next, Complete your Federal Withholding Elections....

Tip! State Withholding Elections will be completed on your first day...
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19 Click Submit...

20 Next, Populate a Bank Account to be used as a Payment Election...
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21 Click OK...

22 The account you entered will be used as your default Payment Election...
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23 Click Submit...

24 Next, Complete the Self-Identification of Disability and Click Submit...
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25 Next, Complete the Veteran Status Identification and Click Submit...

26 Next, the Legal Name, Relationship, and Phone Number of AT LEAST 1 Emergency
Contact...
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27 Click Submit...

You have completed all items before your 1st day at Ames Construction!


