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New Employee Orientation 

8:30 a.m. to 3:30 p.m. ET (Central Office) 
Indiana State Personnel Department (INSPD) – Division of Learning & Development 

Orientation begins promptly at 8:30 a.m. Please check in upon arrival. 

 Time Item 

8:30 a.m. 9:00 a.m. Welcome – Emergency Procedures and New Employee Items 

9:00 a.m. 9:50 a.m. Benefits 

9:50 a.m. 10:15 a.m. Wellness Program 

10:15 a.m. 10:50 a.m. Morning Break – Employee ID Badge Appointment 

10:50 a.m. 11:15 a.m. Indiana Public Retirement System (INPRS) 

11:15 a.m. 11:45 a.m. Hoosier START 

12:00 p.m. 1:00 p.m. Lunch Break 

1:00 p.m. 1:30 p.m. Indiana529 

1:30 p.m. 1:55 p.m. Indiana Office of Technology (IOT) 

1:55 p.m. 2:15 p.m. Afternoon Break 

2:15 p.m. 3:15 p.m. Employee Relations – Standardized Policies 

3:15 p.m. 3:30 p.m. Trainings & Workshops, Employee Programs, and Next Steps 

Content and times are subject to change at the discretion of INSPD. Rev 7.23.2026 



 

 

Things to Do Checklist 

 
 Tax forms: Submit your W4, WH4 information directly in PeopleSoft under the 

Payroll tile in Employee Self Service by Monday following pay period of hire. 

Refer to the PeopleSoft Human Capital Management (HCM) Employee Self 

Service (ESS) guide and the SAP SuccessFactors JAM User Job Aid Access guide 

located in your folder. 

 Direct Deposit: Submit your Direct Deposit information directly in PeopleSoft 

under the Payroll tile in Employee Self Service by Monday following pay period 

of hire. Refer to the PeopleSoft Human Capital Management (HCM) Employee 

Self Service (ESS) guide and the SAP SuccessFactors JAM User Job Aid Access 

guide located in your folder. 

 Benefits Enrollment: Complete in PeopleSoft by Monday following pay period 

of hire. 

 Health Savings Account: If you select one of the CDHPs, UMB will 

automatically create your HSA account. You should receive the welcome letter 

within 7 to 10 business days of the Monday following your benefit elections. 

 INPRS: You have 60 days from date of hire to make your decision. A letter will 

be mailed to your home address in 2-3 weeks with your log-in information. 

 Hoosier Start: You are automatically enrolled. Contact Kayleigh Moreau to 

increase or change. 

 Required Training: Complete the following trainings within 21 days of hire. 

 ITR - Information Technology Resources 

 Ethics 

 Workplace and Sexual Harassment Refresher 

 Cyber Security Onboarding 

 PeopleSoft 9.2 Employee Self Service Curricula 

 PeopleSoft 9.2 Manager Self Service Curricula (if applicable) 

 LinkedIn Learning: Set up your account using the State Employee 

Resource Guide, L04. Remember you don’t have to have a LinkedIn 

account.  

 Update your work email address in PeopleSoft (refer to State 

Employee Resource Guide, L04). 


