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DXC/CSC ONBOARDING – NEW HIRE CHECKLIST

LET'S GET STARTED WITH YOUR ONBOARDING ACTIONS! The following checklist outlines the employment forms and activities required to complete your CSC Onboarding actions. It may be helpful to print this for reference as you go through the Workday, SAP/ESS and Aon Hewitt for benefits enrollment, as described below.

ACTION: To help get you started with your Onboarding journey, view the online Your Guide to CSC Onboarding briefing from the Welcome to CSC Onboarding web page. From the log in page, enter user name: WELCOME (all caps) and password: Onboard2017 (case sensitive). Once on this page, click on the Onboarding presentation cover from the left side to launch the briefing. Next, follow the steps and actions below.

It is important that you watch the briefing and review the reference materials provided before you continue your Onboarding actions as described below

This automated briefing is designed to provide you an overview of CSC Onboarding, our standard benefits offerings and eligibility criteria, and the enrollment process, other human resources (HR) provisions, and Corporate Shared Services.

STEP ONE: PRE-START DATE ACTIONS

As indicated in your “Welcome to CSC Onboarding” email, you will need to provide documentation to establish your identity and right to work in the U.S. via the Form I-9/E-Verify process, as well as providing supporting documentation as to your citizenship. Both of these actions must be performed within the first three (3) working days of your employment.

Form I-9/E-Verify and Citizenship Verification instructions are attached to your Welcome email. Please take the time to gather your supporting documentation so you can begin the process now and remember to bring your documentation to work on your first day of employment.

· Form I-9/E-Verify. CSC uses an online system called I-9 Management to complete the Form I-9 for new hires/rehires/transfers. In addition, CSC also participates in E-Verify, an Internet-based system that compares information from an employee’s Form I-9 to data from the U.S. Department of Homeland Security (DHS) and the Social Security Administration (SSA) to confirm that you are
eligible to work in the U.S. CSC completes both the Form I-9 and E-Verify process using the I-9 Management system.

You must complete the online employee portion of the Form I-9 (in I-9 Management) prior to reporting to work or on your first day and present a photo ID during I-9 verification. The document reviewer/approver must complete the process in his/her section of I-9 Management. Expired

documents cannot be accepted for I-9 verification. By law, the entire I-9 process must be complete within three (3) business days of the date employment begins.

· Citizenship Verification (CV). CSC must verify the country of citizenship for all employees, including dual citizenship. You must complete Section 1 of the CSC Citizenship Verification (CV) form on or before your hire date. For Section 2 completion, you must present the form and verifying document(s) to one of the authorized CV representatives listed on the CV instruction sheet*. This form must be
complete within three (3) business days of the date employment begins.  [The CV form is IN

ADDITION TO completing the I-9/E-Verify process.]

*If you will be working as a teleworking/remote employee, you will be able to complete Form I-9 and the CV form with assistance of a notary public. (A teleworking/remote employee is identified as an employee who does not work at a CSC client site.)
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STEP TWO: ACCESS WORKDAY – POST START DATE ACTION – within 24-48 hours of your start date

Shortly after your CSC start date, typically within a few days, you will access Workday and review your inbox for your new joiner to-do list. Follow the required steps to complete your Workday actions, such as to review and update your gender, date of birth, personal contact and emergency contact information. Complete this action as soon as you have access.

Access to the Workday portal typically occurs within 24-48 hours of your CSC start date and will also require that your manager provide you with what is referred to as your CSC Shortname and GlobalPass password. Use either Firefox or Chrome browser for best functionality.

o Workday portal: https://www.myworkday.com/csc/d/login.htmld o New Hire Training Resource: Workday New Hire Actions
Forms & Actions to Perform in Workday:

You will be asked to complete a number of employment forms, some of which are based on your work or home state or country. From your Workday Inbox, access your Onboarding To-Do list, which will guide you through updating your personal information, emergency contact information, as well as your initial employment forms under the “Review Documents” section.

· Personal Contact and Emergency Contact Information.
· Review Documents (complete the necessary employment forms)
Once you complete your Workday actions and initial employment forms, you will progress to Step 3 in the Onboarding process – Complete ESS forms

STEP THREE: ACCESS SAP/ESS – POST START DATE ACTION – within 48-72 hours of your start date

There are a number of required employment forms in Employee Self Services (ESS) which is located on the SAP/ESS portal. Through ESS you will also update your income tax withholdings, payroll direct deposit bank details, and your educational data, along with the remaining employment forms.

Access to ESS typically occurs within 48-72 hours of your CSC start date. You will receive your access information (CSC Shortname and GlobalPass password), once you have started employment.

o SAP/ESS portal: https://csc100.csc.com/irj/portal
The following forms need to be completed in ESS within 48 – 72 hours of your CSC start date:

· Update My Direct Deposit Data
· Update My Education Data
· Update My Tax Withholding
· Invitation t o Self-Identify
· Update My Veteran Status
· Update My Disability Status
· Dissemination of Employee Information
· Confidentiality & Inventions Agreement
· Ethics and Integrity Form
· W hen finished, log back into Workday and mark ESS forms complete
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Additionally, if you are new hire being converted from a Subcontractor to CSC, please access the following link for information on additional actions required within the first week of your start date as an employee: https://www.csc.com/css_us/ds/117937/118497-subcontractor_to_employee_instructions.
STEP FOUR: BENEFITS ELIGIBLE? – POST START DATE ACTION – within 7-14 days of your start date

· Health and Welfare Benefits
If you are eligible, you will receive an email directly from Aon Hewitt, CSC's benefits administrator, within 14 days of your hire date. This email will be sent to your @csc.com email account.

Your effective date of coverage will be your hire, rehire, or transfer date, if you complete your elections prior to the benefits enrollment deadline shown on the top of the benefits enrollment Welcome page.

If you do not receive an email notification regarding benefits enrollment from Aon by your 15th day of employment (from: CSC_Benefits_Center@cscbenefitsnow.com; subject: New Hire Notification),

please call the CSCAnswers Contact Center toll free at 1.877.612.2211, select phone menu option 1 (HR) for assistance.

o Aon Active Health Exchange enrollment website: https://csc.benefitsnow.com o Make It Yours information website: http://csc.makeityoursource.com
o Medical plan price modeler: http://www.makeityoursource.com/comparepric es/csc/ o Price modeler password: Medical2017

STEP FIVE: MAP ELIGIBLE? – POST START DATE ACTION – within 7-14 days of your start date

· CSC's Matched Asset Plan (MAP) 401(k)
If you are an eligible, nonunion employee, you must make an active election within 60 days of your date of hire, rehire, or transfer (either actively enroll or decline automatic enrollment), or you will be

automatically enrolled in the MAP at a 3 percent contribution rate on a pretax basis.

To enroll or to opt out, visit the MAP website approximately 14 days after your hire, rehire, or transfer date. If you are new to MAP, click "Are you a new user?" and follow the prompts. Go to the "Savings and Retirement" menu, and make your election under "Contributions." If you need help

accessing your account or have questions about the MAP, call the MAP Information Line at 1.877.627.4015 to speak with a representative.

o MAP website: http://resources.hewitt.com/csc/
STEP SIX: Other Action Required

· Training. As a new hire, rehire or transfer employee, you may be required to complete several training courses, plus additional training based on your role. Information regarding training requirements will be provided shortly after your start date.
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Returning Manual Forms

You will need to return your completed and verified the Citizenship Verification form to the CSC Contact Center. There may be other forms, depending on your location or other factors, which may require that you print, complete and return as instructed. The on-line systems (Workday and SAP/ESS) will advise you on which forms to print and complete manually.

Once the forms are complete, please return them to CSC via ONE of the following methods:

· Scan and email the forms to answers@csc.com. In the email subject line, enter: "Onboarding Forms." Keep the original forms for your records. OR
· Mail original forms to the following address (Keep copies of the forms for your records.):
Corporate Shared Services - Americas

Attn: CSC Onboarding

45154 Underwood  Lane

Sterling, VA 20166-2300


IMPORTANT REMINDER:

If you are eligible for benefits through CSC and do not receive an email notification regarding benefits

enrollment from Aon by your 15th day of employment or date you became newly eligibility (from:

CSC_Benefits_Center@cscbenefitsnow.com;  subject: New Hire Notification), please call the CSCAnswers

Contact Center for assistance.

Questions about Onboarding? Contact CSCAnswers

Call the CSCAnswers Contact Center (toll free at 1.877.612.2211, select phone menu option 1 (Human Resources). If you prefer, send an email to answers@csc.com.
Welcome Aboard!

Corporate Shared Services
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