UVIC

UVIC CAREERS CANDIDATES GUIDE

Employee onboarding guide

This quick guide describes what you can expect during the onboarding process once you have
accepted an offer for a new position at the University of Victoria.

Login using Single Sign-On

Instructions Screenshot example
. Deltek o 2

Navigate to

. Deltek Talent Management
uvic.mua.hrdepartment.com

For Non-UVic Employee ——| For University of Victoria - Login
. . . email - Log in Below: with the Single-Sign On opticn

Internal candidates: log in to UVic . below:
Careers using your NetlinkID and
p a SSWO rd . Email/Usemame and password are case sensitive.
External candidates: login to UVic

Careers using the email address and
password created during the
application process

Sign in to UVic

Non UVic Employee Login

If you are not currently a UVic employee, but you have already created a UVic Careers account, log in using your email address.

User email

Password

Email/Username and password are case sensitive.

Forgot your password?
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https://uvic.mua.hrdepartment.com/

Step 1: Accept the offer

Note: the UVic Careers site layout may vary slightly between internal and external applicants, but

the steps to accept your offer are the same.

Step Instructions

1.1 From your Dashboard, select
Career Centre, then click
Extended Offer.

If you're an internal employee,
you'll see previous offers from
your past roles on your profile. If
you're external or new, only your
current offer will be visible.

@ Dashboard & Recruiting & Career Centre sl Reports o

University of Victoria

Offer Details

Search the menu

Offer Information

Job Title
Offer Amount
Start Date
Sent Date

Software Developer
10,000.00 CAD
10/31/2025
10/24/2025

Résumé
Cover Letters
Résumé Attachments Offer Letter

Secondary Application B

Résumé Submission History

Interview Invitations [uvie_logo.jpg

I
I
, British Columbia

Search Jobs

Job Search Agents

Extended Offers

1.2 On the Offer Details page,
choose Accept or Reject under
Offer Decision.

You may also select Print Offer
Letter to PDF to save a copy for
your records.

——— D
.

Offer Decision

Click the appropriate link below to accept or reject the offer. Any comments can be entered
on the next screen.

Accept Offer Reject Offer

1.3 After selecting Accept, enter your
full name as your electronic
signature, check the |
acknowledge box, and click
Approve to confirm.

Your hiring manager will receive a
notification that you have
accepted the offer.

Follow up with them to ensure
the hiring process is completed.

Approval
Pending Offers

Candidate Name

Comment

®©

Electronic Signature

Your Full Name (Enter your name exactly as it appears
on your user profile, including your middle name/initial if

itexists onyourprofile)*

D acknowledge

Checking this box and typing your log-in credentials acts as your signature. The date and time of subr]

Gy
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Step 2: Complete the onboarding checklist

Step

2.1

Instructions

Once your hiring manager receives
your accepted offer letter, they will
initiate onboarding. You will
receive an email with instructions —
click on the link or login to UVic
Careers again to complete your
onboarding documents.

Screenshot example

Welcome to the University of Victoria neox =

UVic Admin =donotreply@hrsm:

to me (=

Dear Julia

h
[

12:50 PM (0 minutes ago) -~ -

Congratulations on your new position as a Clinical Trainer.

Important Next Step

Please log in to complete the required documents in your Employee
Onboarding Checklist within seven days. Log in at
https:/fuvic trainingca. mua. hrdepartment. com/ats/

onboarding_new_hire_checklist php

2.2

In UVic Careers, go to the Career
Centre and select “Employee
Onboarding Checklist”.

A welcome message and helpful
resources (such as Discover UVic)
will appear.

You can explore these resources
anytime.

@ Dashboard

University of Victoria

Search the menu..

Résumé

Cover Letters

Résumé Attachments
Secondary Application
Résumé Submission History

Interview Invitations

Employee Onboarding Checklist

& Recruiting

& Career Centre # Reports = Help & Resources

Employee Onboarding Checklist
. |

Territory Acknowledgement

We acknowledge and respect the Lsk#anen (Songhees and X#sepsam/Es
WSANEC Peoples whose historical relationships with the land continue to

Welcome
Welcome to UVic. We are so pleased that you have joined our community
Here at UVic, you will be able to pursue a meaningful career in a distinctly

valuable contributions to a university recognized worldwide for its leadersh
partnerships with Indigenous communities.

Ui isn't just a workplace - it's a vibrant and inclusive community. We rec
campus. That's why we are commitied to creating a safe, supportive, and &

As you begin your journey with us, we hope your anboarding experience h
find many opportunities for personal and professional growth in an environ
we're shaping what's next - for our campus, our communities, and our rorl

We look forward to getting to know you

Kane Kilbey
Associate Vice-President, Human Resources

2.3

Your checklist will display a list of
required employee tasks unique to
your position.

Current UVic employees:
Download, complete, and email
benefit and pension forms if your
employee group or appointment
type has changed.

New employees: Download,
complete, and email all forms to
the Benefits Office as soon as
possible.

Some tasks may include training
videos or additional forms. See the
next steps for details.

Employee Tasks

I-I OMPLETE, SAVE, AND EMAIL THE FOLLOWING FORMS  COMPL

Basic Group Life

Dental Care

Extended Health

# PEA ME Long Term Disability

PEA Membership

REG PEA BEMEFITS INFORMATION: READ FIRST

I: OMPLETE OMLINE/VIEW AND ELECTROMNICALLY SIGN OFF THAT ¥OU HAVE COMPLE I

Awareness and Prevention of Workplace Bullying, Harassment & Discrimination 1

Health & Safety Orientation

Mew Member PEA Application

PEA Union Fees and Dues

I UVic Employee Information Form I

Updated September 2025

Page 3 of 5



Step Instructions

2.4 Complete the UVic Employee
Information Form to set up or
update your payroll information
and obtain an employee number, if
you do not have one yet. Your
Social Insurance Number and date
of birth are required.

Check the acknowledgement box
and type your name as shown in
your profile, then click Submit.

To keep a copy, select Download
Document.

When finished, click Go to Next
Document in Checklist.

Screenshot example

_View Onboarding Document

View Dynamic Form

Form: UVic Employee Information Form

UVic Employee Information Form
Please provide legal name.

First Name *
AThis field is required

Last Name *
AThis ficld is required.

SIN *

This is en encrypted field.

Date of Birth *
yyyy-mm-dd

AThis field is required

Gender *

- Select -

Electronic Signature

| acknowledge the receipt of this document. *

Your Full Name (Enter your name exactly as it appears on your user profile,

including your middle namefinitial if it exists on your profile.) *
AThis field is required

: Close

2.5 For required training, such as
Awareness and Prevention of
Workplace Bullying, Harassment,
and Discrimination, click the

hyperlink to view the training video.

After completing the training,
check the acknowledgement
boxes, type your full name, and
select Submit.

Form: Awareness and Prevention of Workplace Bullying, Harassment & Discrimination Traini

Awareness and Prevention of Workplace Bullying, Harassment & Discrimination

As part of your orientation 1o the University, please complete this course 1o recognize the potential for bullying and harassment, tak{
under WorkSafeBC legisltion. If you have been recently smployed at UVIC and have already completed the course, please acknowy
complete this online course. Thank you for your cooperation.

| Link 1o Awereness and Prevention of Workplace Bullying, Harassmen & Di Course

| have complete the training course. *

Elewim

Electronic Signature

| acknowledge the receipt of this document. *

Your Full Name (Enter your name cxactly o5 it appears on your user profile
ncluding your middle name/intial i t exists on your profle)

—
+/ Submit Close
[

2.6 As you complete each task, a
check mark will appear in the
Completed column of your

onboarding checklist.
Your hiring manager can monitor

tasks are finished.

your progress and confirm when all

COMFPLETED  DUE DATE

v
(10/24/2025

2.7 Additional role-specific
onboarding will occur with your

manager once you begin your job.
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Step 3: Update your profile on UVic website

Step Instructions

3.0 Log in to the UVic website to
review and update your
personal profile.

Ensure your preferred email
address is set to your UVic
email.

You can also update your
mailing address, phone
numbers, and emergency
contacts.

Screenshot example

Email addresses

Edit mailing address

Emergency contacts
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