NYU PeopleSync for New Sudent Hires

Welcome to PeopleSync, NYU's HRand Payroll system! As a new student employee, you are required to
complete the onboarding tasks listed below in PeopleSync. This € sheet will help you:

71 Complete your I-9 form (required)

[0 BEnrollin Direct Deposit

7 Add Federal Income Tax withholding elecGons (Form W-4)

1’ Note: S Albert isthe system used to maintain student employee data such as contact informa&on,
emergency contacts and personal informa©on. If thisdata isincorrect in PeopleSync, please make
correcEons to your informaGon in S You cannot update thisinforma&on in PeopleSync.

Get ng Rarted: Login to PeopleSync

You must have an acEve NetID to access PeopleSync.

ENROLL IN MULTI-FACTOR AUTHENTICATION (Fnance & Informa©on Technology, Campus Services, and
Human Resources employees only)
To enhance the security of employees’ informa©on, NYU requires the use of Mul&-Factor AuthenGcaton (MFA)
to access PeopleSync. Follow the steps below or watch this video for instrucGons on how to enroll in MFA.
1. Loginto the NYU Sart page at start.nyu.edu with your NetID and password.
2. dick "NYU Mul&Factor AuthenGcaton RegistraBon & Update™" and provide the requested
informa&on.
3. Follow the instruc&ns in the con] rmaGon email you will receive to install the Duo Mobile app on
your smartphone and con] rm your account.
4. dgninto PeopleSync via NYU Home with your NetID and password
5. Use aphysical device such as a smartphone, tablet, or landline phone to con] rm your iden&y.

More informa&bn is available at www.nyu.edu/it/ ne&d/ mfa. If you any ques©ons about Mul©-Factor
AuthenBcabon, please contact the |T Service Desk open 24x7 at 212-998-3333 or AsklT@nyu.edu.

AQer actvaéng your NetID and enrollingin MFA, log in to PeopleSync by:
71 Qicking on “PeopleSync Login” on your NYUHome “Work” tab OR
1 Qicking on the link included in a PeopleSync nog caGon you received in your NYU email

When you log in to PeopleSync for the | rst @me, you will see navigaGon hints. Qick the green “Let’s get
started!” buZon to begin.

WJ;I;\BY- wwam.mm}. =

~ Search for people, tasks, reports and more

Visit your profile, manage account details
and sign out here

Navigate through Workday from one place, Access all of your action items and notifications here
Including dashboards, landing pages and W: Drive

QuesEons? Please contact:
Wasserman Center for Career Development at 212-998-4730 OR 1
PeopleLink at 212-992-LINK (5465) or askpeoplelink@nyu.edu
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NYU PeopleSync for New Sudent Hires

dick on the Inbox icon in the upper right hand corner of the page to view your onboarding tasks.

Inbox
Actions (5 Motifications (0 Archive (0

a w | Viewing: All v

All About Me Add Payment Elections

) S
“ == v Complete Federal Withholding
Elections

Change Benefits for Life Event

Complete I-8 Form

Review Your Contact Information

Add Emergency Contacts

Task 1: Complete your I-9 Form

You are required to complete an I-9 form in PeopleSync to verify your employment eligibility.

@ Notes: Some information may be pre-populated when you open your 1-9 form in PeopleSync, including
Name, Address, Date of Birth and Social Security Number. If the information that appearsisincorrect,
please contact PeopleLink or the Wasserman Center for Career Development before proceeding.

You must complete Section 1 of the I-9 form on or before your start date.

AQer compleéng Secton 1 of the I-9 Form, you must bring acceptable veri] caGon documentaon to the
Wasserman Center for Career Development for approval within 3 days of your start date. Only signed,
original documents are accepted. Photocopies are NOT accepted. Details of acceptable documentation can be
found here.

If you need remote veri] caBon or translator assistance, please contact the Wasserman Center for Career
Development for support.

Quesons? Please contact:
Wasserman Center for Career Development at 212-998-4730 OR
Peoplelink at 212-992-LINK (5465) or askpeoplelink@nyu.edu
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NYU PeopleSync for New Sudent Hires

Follow the steps below to complete your 1-9 form.

1. In your PeopleSync inbox,

locate the [Complete I-9 o Complete 1-9 Form
Form] task.

2. Onthe Complete I-9 Form e A e
page, read the form and : e
follow instruc&nsto | Il out
Secoon 1.

Some informaGon may pre- o
populateinthisseccon. Ifthe | |,

mfotrrr(;ae)n IT |Ir_1io<l)(rrec;tr,] Required Fields
\;“\;gs:ermanpcgntr;r (f)cgr C:reer - Rrstand Last Name
Development [1 Address, Qty, Sate, Zip Code
pment. 1 Date of Birth
You can also enter: Social Security Number, Email Address and Phone
Number.
3. IdenGy yourself asa. | attest, under penalty of perjury, that | am [check one of the following):
71 USci&en ™ Acitzen ofthe Uniten States
[0 Nonci&zen naGonal
0 LanUI permanent reS|dent [0  Anoncitizen natienal of the United States (See instructions)
D Alien aUthoriZBd to Work O Alawful permanent resident (Alien Registration Number/USCIS Number):
und a speci| cdate
O An alien authorized to work until (expiration date, if applicable, mm/ddiyyyy) TiA
For aliens authorized to work, provide your Alien Registration Number/USCIS Number OR Form -94 Admission Number:
4. Soroll to the bozom of the Country ofIssuance: o
page and provide your
electrpnlc Slgnature by By checking the | Agree check box, | am aware that federal law provides for imprisonment aj
checking | Agree.
Iagree = W 0219/2014
Qick [Submit]
Save for Later Cancel
Quescons? Please contact:
Wasserman Center for Career Development at 212-998-4730 OR 3

Peoplelink at 212-992-LINK (5465) or askpeoplelink@nyu.edu
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5. To complete your I-9 Form,

you must provide acceptable X %’ Accepted Documents
forms of personal

ideng caGon to the

Wasserman Center for Career e

Development for approval. . List B Documents

- List C Documents

Only signed, original

documents are accepted. ;
1 @ o:nmonts @ @ cuments
Photocopies are NOT 3 E; ;fhi,;g':;r;- I & Ducuments = E“LE;E?E.‘J?"
accepted. A Empioyment B bty c Authorization
Authorization
Questons? Please contact:
Wasserman Center for Career Development at 212-998-4730 OR 4

Peoplelink at 212-992-LINK (5465) or askpeoplelink@nyu.edu
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Task 2: Enroll in Direct Deposit

As an NYU employee, you can receive your NYU paycheck through Direct Deposit (known as Payment HBecGons
in PeopleSync). Using PeopleSync, you may add up to ] ve Direct Deposit accounts.

_ @ Note: Direct Deposit changes may take 1-2 weeks to take er ect.

Follow the steps below to enroll in Direct Deposit.

1. Inyour PeopleSyncinbox,
locate the [Add Payment Add Payment Elections
HecEons] task.
Qick [Add Payment
HecSons]. o
2. Onthe Payment Becton . . o
ect how to receive payment for the selected types of pay. If selecting direct deposit, also setup an accountto
ope)n page, enter Warker Yogurt, Chobani (W331)
D A(munt NI Ckname Default Country United States of America o
& I Default Currency usD
(Op na ) Payment Type * | Direct Deposit EE)
[  Account Type* UseforPayType W USA-BONUS
" Bank Name* o e
[0 Rouéng Transit Number* Account Setup
D ! unt Number* .S.:::Ire . Yogurt, Chobani (W331
B -
~ sD llars
) Note: Do NOT change the E—— oo et
Fbyment Type (defaUItSto I2ALER7AS DODL23ILSETANO~ B8+ F
Direct Deposit) or the “Use S0 Rt o
for Pay Type” checkboxes.
Account Information
Account Mickname (optional)
Account Type * (@) Checking
) Savings
Bank Name *
Routing Transit Number *
Account Number *
QuesEons? Please contact:
Wasserman Center for Career Development at 212-998-4730 OR 5

Peoplelink at 212-992-LINK (5465) or askpeoplelink@nyu.edu
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3. dick [Change Account] or
[Delete Account] to adjust
account details

4. Qick [Change Beccon] to _ o |
update the distribu€on of -
payments across accounts

5. Onthe new Payment Payment Election
Hecton page use the 9
Ty

and '~ iconsto add or
remove payment elec&on
rows

Note: When you select ‘

“-’ more than one allocaGon o
for a pay type you must
specify how to distribute
the payments

6. Ineach payment eleccon e e
row, enter:

Country* ~
Qurrency* Q

Payment Elections 3 items

nnnnnnn

Payment Type*
Balance / Amount /
Percent*

Order *Country *Currency

[ R
[+]

>
v
2l
4

United States of America s

Farny
pury
s
L%

@ Note: Under Payment Type,
select Direct Deposit

*Payment Type Account *
Balance / Amount /

You must use aBalance P
distribu©on type for the Birect Deposit Wy Savings Balance
last elecEon if the
combined Percent does ® percent
not equal 100%

7. Qlick[OK —p— Cancel o

25

Quesons? Please contact:
Wasserman Center for Career Development at 212-998-4730 OR
Peoplelink at 212-992-LINK (5465) or askpeoplelink@nyu.edu
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NYU

Task 3: Add Federal Withholding Hec&ons (W-4)

PeopleSync for New Sudent Hires

You can make Federal Withholding Bections by completing a W-4 form in PeopleSync to indicate the amount of
federal income tax withheld from your pay. If you do not complete thistask, you will default to “Sngle, 0
Exemptions.” For more details and an example worksheet to help you complete the form, click here.

)

Note: If you are a Non-Resident Alien, do NOT complete this task un€@ you have submiZed NYU Gacier
documentsto the Wasserman Center for Career Development.

Follow the steps below to add Federal Withholding BecSons.

1.

@

In your PeopleSyncinbox,
locate the “Complete
Federal Withholding
Hecoons® task.

Note: If you do not want
to add HecEons, skip to
step 5.

Complete Federal Withholding
Elections

InformaGon at the top of
the form populates based
on your employee record.

Complete the form to note
your elecGons

Check “I Agree” and click
[Submit].

Save for Later Cancel

If you do not wish to make
elecoons, click the “~icon
and select [Sip This Task]

Complete Federal Withholding Elections

Questons? Please contact:
Wasserman Center for Career Development at 212-998-4730 OR

Peoplelink at 212-992-LINK (5465) or askpeoplelink@nyu.edu
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6. Add acomment and click S Bt
[OK] to complete the task g

SUCCESS

You have completed your onboarding tasks in PeopleSync!

For more informa&bn on managing your HRand Payroll informaGon in PeopleSync, please visit
nyu.edu/ peoplesync.

Quesons? Please contact:
Wasserman Center for Career Development at 212-998-4730 OR
Peoplelink at 212-992-LINK (5465) or askpeoplelink@nyu.edu
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