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Welcome! Creighton University is excited to have you as part of our team. The information provided below outlines
the new hire paperwork process and onboarding resources as you begin your new position at Creighton University.

New Hire Paperwork

At least 4 business days prior to your start date: print, complete and bring the new hire required paperwork to
the Human Resources Office, Creighton Cardiac Center 3006 Webster Street, Omaha, NE 68131. If you are unable
to print your new hire paperwork, please contact Human Resources at 402-280-2709.

Campus Map

Required Paperwork:
1. Signed offer letter

Employee Data Form

Confidentiality Agreement

Rehabilitation Act of 1973

Direct Deposit and attach voided check

W-4 will be completed in myHR

On-line 1-9 Employment Eligibility Verification. Creighton’s code is 12603. Once you complete the I-9,

you must visit Human Resources within 10 days for verification

8. Please review the list of acceptable documents (must be unexpired originals, no copies) and bring the
proper identification with you when you drop off your paperwork.

NouswnN

. If you are a temporary employee, you must also complete the online application.

° If you are a student employee, you only need to complete numbers 5 through 8.

New Employee Orientation

All full-time and part-time hires are required to attend New Employee Orientation, see your offer letter for
orientation date and time. Orientation is offered on a monthly basis. If you have questions, contact your recruiter or
manager.

Benefits Information

Coverage for benefit eligible employees begins the first of the month following your hire date, unless your hire date
is the 1st of the month, then coverage would begin that day. Enrollment must be completed within 31 days of your

hire date. If you do not enroll, your elections will default to “waive” coverage. Creighton’s benefits include: medical,
dental, vision, disability, life insurance, and much more. Click here for more information.

You are encouraged to review your benefit options early. Once you have turned in your new hire paperwork, enroll
by using the Benefits Enroliment web system at MyCreighton or calling the Solutions Center at 866-903-8216.

Retirement 403(b)

All employees are eligible to defer monies into the plan upon hire on their own behalf at www.principal.com although
enrollment is not automatic. Please access www.creighton.edu/hr - “BENEFITS” - 403b Retirement Plan for instructions
on how to enroll and when you qualify for matching contributions. For those of you, who previously worked at another
College or University and participated in a 403(b) or 401(a) plan you may qualify for early matching contributions,
please see the above webpage for details. For further information about the plan, please contact Angie Mills at 402-
280-5767 or angiemills@creighton.edu.
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http://www.creighton.edu/maps/campusmap/
https://secure.i9.talx.com/preauthenticated/LoginCaptcha.ascx?Employer=12603
https://www.uscis.gov/i-9-central/form-i-9-acceptable-documents
https://careers.creighton.edu/applicants/jsp/shared/frameset/Frameset.jsp?time=1325517468299
https://hr.creighton.edu/benefits
https://doit.creighton.edu/email-accounts/blue-accounts/quick-launch
http://www.principal.com/
http://www.creighton.edu/hr
mailto:angiemills@creighton.edu

Computer/Email Access (All employees are assigned a NetlID)

Once you have turned in your new hire paperwork and completed an I-9, a NetID will be generated within 24-48 hours.
Your NetlD is the account username that goes with your BLUE password, to obtain access to University services, such as
email and other University systems.

**Your supervisor will provide you with your NetID and one-time activation password, as well as instructions
on activating your Creighton account. For further information about your NetID or email, click here.

Obtaining an ID Card
Once you have your NetID, you can get your University ID Card at Card Services, located at the Harper Center,
Suite 1090. If you are a temporary employee your department will have to request an ID card for you.

Parking Permit

All benefits eligible employees receive a temporary parking permit valid for one month after their start date. You may
obtain a parking permit once your NetID has been generated. Parking permits may be purchased through Public
Safety. Fees for permits vary, for rates please contact the Department of Public Safety at 402-280-2104. To view the
campus parking map, click here. Public Safety is located just east of Human Resources.

Payroll Information

As part of the onboarding process, all new employees will fill out a Direct Deposit Form. The University pays employees
either on an exempt/monthly or non-exempt/bi-weekly basis. Non-exempt/bi-weekly employees are paid every other
Friday and exempt/monthly employees are paid the first business day of every month, with some exceptions
depending on University holidays, etc. To view the payroll calendar, please click here. If you would like to change or
manage your direct deposit information in the future, contact Human Resources at 402-280-2709.

Employee Self-Service/myHR

myHR is Creighton University’s online employee portal, which includes human resource features such as payroll,
timekeeping, updating personal information, view job details and more. Employees can access myHR once their
netlD is activated, using their netID as the UserID and BLUE password to access it.

Employee Checklist

L] New hire paperwork/signed offer letter ] Access to enroll in benefits
[] NetID generated ] Parking permit (optional)
[] ID Card L] Computer/email activated

Additional Helpful Information

. Staff Handbook

. Faculty Handbook
. Guide to Policies
. Holiday Schedule
. Wellness

. Tuition Remission
. Card Services

. Public Safety

o Campus Map

. CU Alert (emergency notification system)
. Creighton A-Z
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http://www.creighton.edu/doit/accounts/bluepassword/index.php
http://www.creighton.edu/doit/index.php
http://www.creighton.edu/admin/cardservices/
http://www.creighton.edu/harpercenter/
http://www.creighton.edu/admin/publicsafety/
http://www.creighton.edu/admin/publicsafety/
http://www.creighton.edu/maps
http://hr.creighton.edu/sites/default/files/2020-07/payroll_fy2020_2021.pdf
https://hcps.login.us2.oraclecloud.com/oam/server/obrareq.cgi?encquery%3D6b2a6FfmteB1FDxEsBJ%2FJ9OFtpCuCiDqScwWw%2FEkEcEz5SZYDoAjXCHmwBAsFqdeO%2BhFt1AavU3Q4HfF4mBJPYK2sSVhPsNfeUFYe0aehVV9zLoTnFptIRVBVaY6pAAceBL%2BiBSJUJNv5y3ycW07h%2BdWqsysJOB8NjwB7foNL%2BxNQK%2BcZZW1zJ6HWBgbrf87drvjyun2gF%2FdRoyQroBVXbSD7LNHjIwfM4%2BGPtAifAGyiFsq2tEftbH8LnnA17xNPfmVVW781xDuFLmU%2ByqWENxdJHQcjX2ahpcxR4OH%2FfFZyN1VdixBdYOwJ9PBezS%2FJ6Efn%2FHhr%2FNkaYd3%2FW3WRH%2B8GRqJxWcgM8KDf6ilLXEtji2%2FSfWwX8v%2FwuKoF417iBQza7nOB%2BCvj9TovrHT5XCFJ%2BiQbFuPHhxBsqUETxVqVSKv319sdi%2FV2K%2BhPGYH1u1E0uwk5Ot9Q6C%2Bq9G7FTKhlytvvMZSlQ5UY4X9XO3lH0TKvT1lre5U39aW7ZAd%20agentid%3DOraFusionApp_11AG%20ver%3D1%20crmethod%3D2
https://hr.creighton.edu/resources/employee-resources/employee-handbook
http://www.creighton.edu/fileadmin/user/GeneralCounsel/docs/Faculty_Handbook_2020.pdf
http://www.creighton.edu/generalcounsel/cupolicies/
https://hr.creighton.edu/resources/employee-resources/holiday-schedule
https://hr.creighton.edu/wellness
https://hr.creighton.edu/benefits/tuition-remission
http://www.creighton.edu/admin/cardservices/
http://www.creighton.edu/admin/publicsafety/
http://www.creighton.edu/maps/campusmap/
http://www.creighton.edu/cualert/
https://www.creighton.edu/listing
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