
New Hire On-Boarding Tool 
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Step-by-Step Checklist for Officers 
and Support Staff: 

 
1. Employment Eligibility – I9 

2. Taxation – W4 and other tax form 

3. Computing – UNI 
4. ID Card 

5. Benefits Enrollment 

6. Orientation 

7. Direct Deposit … 
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HR UNI System 

Mgr 
• Adds new hire 

to system 

New Hire 
•Receives email with 
secure link to 
Personal Information 
Form (PIF) 

New Hire 
• Completes and 

submits PIF 

Mgr 
• Notified by 

email that PIF 
is complete 

Mgr 
• Enters new hire 

information into 
DIA and gets UNI 

Mgr 
• Enters UNI in 

HR UNI System 

New Hire 
• Receives email 

with UNI and 
activation 
instructions 

Information is 
purged after 

45 days 
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HR UNI System 

https://secure.cumc.columbia.edu/hr/uni/ 

https://secure.cumc.columbia.edu/hr/uni/
https://secure.cumc.columbia.edu/hr/uni/
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Mgr 
• Adds new hire 

to system 
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Mgr 
• Adds new hire 

to system 
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New Hire 
•Receives email with 
secure link to 
Personal Information 
Form (PIF) 
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New Hire 
• Completes and 

submits PIF 
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New Hire 
• Completes and 

submits PIF 
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Mgr 
• Notified by 

email that PIF 
is complete 

Mgr 
• Enters new hire 

information into 
DIA and gets UNI 
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Mgr 
• Enters UNI in 

HR UNI System 
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New Hire 
• Receives email 

with UNI and 
activation 
instructions 
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Questions? 
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