New or Rehired Employee Check off list
For payroll use only
Employee (Name, ID): _________________________________

☐ Collected a copy of his/her Social Security Card.
☐ Scheduled the employee for New Employee Orientation.
☐ Entered the employee into HCM.
☐ If employee is allowed to enter his/her own timecard, give them employee access to Citytime.
☐ Give Employee “Residence Statement Form”.
☐ Collect the “Residence Statement Form” from employee
☐ Gave employee W4 (Employee’s Withholding Allowance Certificate, Federal) and WT-4 (Employee’s Wisconsin Withholding Exemption Certificate/New Hire Reporting) to fill out.  
☐ Collected completed W4 and WT-4 from employee.  Remember, employees that do not submit forms will be treated as Single, 0, no refunds.
☐ Submitted 112R to Payroll Administration.
☐ Gave the “welcome” slip from payroll to employee (filled out your name and phone number and employee’s new employee ID).
☐ Made sure the employee’s balances on his/her first TOA listing were as expected.
☐ Told employee that they should get their self-service packet via postal mail in a couple of weeks.  Told them that once they get that they may sign up for direct deposit and electronic W-2s.
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