
1. Log in to Workday > Click your “My Tasks” Inbox to access your Onboarding Tasks

ONBOARDING TASKS GUIDE FOR GSFB

Note: Onboarding Tasks populate in the “My Tasks” Inbox in phases. Each task in each phase must be completed before 
the next phase of tasks will populate in the inbox. There are four tasks team members must complete in phase one. 
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2. Click on each task > Review the information 
in each task > Click the pencil icon to edit and/or 
add any necessary information > Click Submit

Note: Personal information has been transferred from 
Paylocity. Please review each task carefully and make any 
necessary changes before submitting each task. 

3. Once the last of the first four tasks is 
submitted, click the “My Tasks” Inbox again to 
refresh and populate the next phase of tasks. 



5. Team Members can choose to upload a profile picture of themselves by selecting a file to 
upload and submitting the task. If the team member does not wish to upload a profile picture, 
click the gear icon > Click “Skip This Task”.
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4. Click on each task > Review the 
information in each task > Click the 
pencil icon to edit and/or add any 
necessary information > Click Submit

Note: The next phase includes 7-8 tasks 
that include tax information, Veteran and 
Disability Status, and Payment Elections. 
Team Members can choose to switch to 
the ADP Wisely Pay Card via the 
Payment Election task. Click the links 
here and here for more information on 
how to switch to an ADP Wisely Pay Card. 

Note: Team member profile pictures will be 
sent to their manager(s) for approval. 

https://www.myworkday.com/goodwillaz/email-universal/inst/16927$1638/rel-task/2998$32516.htmld
https://www.myworkday.com/goodwillaz/email-universal/inst/21037$1252/rel-task/2998$33471.htmld

