
 

 

 

 

 

 

 

New Employee Checklist 
Welcome to the University of Missouri – Kansas City! 

 
Human Resources 

 
 

 

Contact the UMKC HR Service Center at 816-235-1621 for any questions related to onboarding unless otherwise noted 
for specific areas. 

 

This section is to help you keep track of all the important information for your new position. Fill in as you receive 
information about your position. 

 
Employee Name:  Position:   

 

Department:   Supervisor:   
 

Start Date:   Orientation Date:   
 

The information below will be provided when you complete your onboarding paperwork from UMSystem. You will 
receive an email 24-48 hours after receiving your offer letter. 

 

Employee ID:   Single Sign On (SSO):   
 

Your SSO is “hash based” and comprised of your initials plus random characters. The SSO is also used as your UMKC 
Username. You will also create your password for your SSO/UMKC Username when you complete the onboarding 
paperwork. Be sure to remember your SSO/UMKC Username and password as they will be used to access all 
information regarding your employment, the computers at UMKC, and much more. 

 
By default, your employee email address will be your SSO/UMKC Username @umkc.edu. 

 
Employee Email:  @umkc.edu 
While you are required to use your SSO/UMKC Username as your login, you can create a more friendly email alias. Go 
to https://accounts.umsystem.edu/ and login using your SSO/UMKC Username and password. Once logged in select 
Personalize Account. Click the Personalize Email button and follow directions provided. 

 

□ Complete the onboarding paperwork from UMSystem. 

□ Locate documents that prove your identity and employment authorization. You will need to bring with you on 
your first day to complete I-9 documentation. 

□ Review campus map. 

□ Visit the Parking and Transportation website to determine the best commute, cost and parking options. 

□ Review your department’s homepage and the New Employee page on the HR website. 

□ Review check list for first day to get an idea of what to expect when you arrive at UMKC. 

□ Visit Glassdoor & feel free to leave a comment about your experience with UMKC. 

Employment Information 

Before Your Start Date 

https://accounts.umsystem.edu/
http://info.umkc.edu/hr/wp-content/uploads/2015/11/Form-I-9-Acceptable-Documents.pdf
http://www.umkc.edu/maps
http://www.umkc.edu/finadmin/parking/default.cfm
http://info.umkc.edu/hr/talent-management/new-employees/


 

 

 

 
□ Visit the Human Resources Office to complete your onboarding paperwork (bring identification documents). 

UMKC Human Resources Office 
Administrative Center, Room 226 

5115 Oak Street 
Kansas City, MO 64112 

□ Attend New Employee Orientation. Refer to Offer Letter for assigned Orientation date and time. 

o Orientation begins at 8am and takes place in the Conference Center located on the 2nd floor of the 
Administrative Center, down the hall from the Human Resources Office. 

□ Sign up for a New Employee Tour! 

□ If interested in purchasing a parking permit, visit the UMKC Parking Office located on the 2nd floor in the 
Administrative Center. Bring your license plate number. 

□ Take photo and obtain UMKC Roo Card from the UMKC Roo Card Office in the Student Union, room 327. 

□ Access your UMKC Email Account. 

□ Visit your myHR* account to view important information about your position including: 

o Time Reporting 
o Personal Information 
o Pay & Leave Information 

▪ Consent to receive your W-2 Electronically (if interested) 
o MyTotal Rewards (Benefits information) 
o Update your preferred Alert! Settings 

*You can also access your myHR account through the UMKC HR webpage: www.umkc.edu/hr. There is an 
animated button under the What’s New section on the homepage. 

 

□ Review your workspace and make sure that you have the adequate materials for your work. 

□ Clarify any performance expectations or policy questions that you have with your supervisor or HR. Things you 
might discuss include: 

o Breaks/Lunch 
o Overtime/Comp Time 
o Process for Requesting Time Off 

(Vacation/Personal/Sick) 

 

o Performance expectations 

o Suggested Percipio Trainings 

□ Review UMKC’s Mission, Vision, and Values. 

□ If you will supervise employees, view and print the Checklist for New Supervisors. 
 

□ If benefit eligible, complete benefits enrollment within 30 days of your start date. For assistance with benefits, 
please contact Ted Stahl at 816-235-1625. 

□ Review all University Policies in your first 30 days. 

□ Employees are required to disclose outside activities and interest in compliance with the University’s 
policies regarding conflict of interest and conflict of commitment. Review more information about the 
University’s conflict of interest policy and procedures for disclosing at coi.missouri.edu/. 

□ Complete the required online trainings (you will be notified via email with directions on how to access trainings). 

o Compliance Trainings o FERPA Training (if applicable)

On Your First Day 

During Your First Week 

Your First 30 Days 

https://nam02.safelinks.protection.outlook.com/?url=https%3A%2F%2Fwww.signupgenius.com%2Fgo%2F10C0E49AFA62BA6FDC43-umkc1&data=05%7C01%7Csarah.lauer%40umkc.edu%7Ccf7ed3398d46480a5aad08da69c929bf%7Ce3fefdbef7e9401ba51a355e01b05a89%7C0%7C0%7C637938609946163829%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C3000%7C%7C%7C&sdata=EditkM4jnKdBU3VD9S%2Bm8SMT%2F7OIE6JF93LBu7sn6Xs%3D&reserved=0
https://myhr.umsystem.edu/psp/prd/?cmd=login&languageCd=ENG
http://www.umkc.edu/hr
https://www.umkc.edu/about/mission.html
https://info.umkc.edu/hr/wp-content/uploads/2022/01/Checklist-for-New-Supervisors.pdf
http://info.umkc.edu/hr/hr-service-center/university-policies/
https://coi.missouri.edu/


 

 

 

 
Have questions about benefits? Or how to enter your time? HR is here to help you as you begin your new position. 

 
 

Contact the UMKC HR Service Center at 
816-235-1621 

or visit 
www.UMKC.edu/HR 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Additional Information 

 

Other Campus Resources 

ADA Accommodations: ..................................................................................... 816-235-6910 

Affirmative Action: ............................................................................................ 816-235-1323 

UMKC Roo Card Office .....................................................................................  816-235-6657 

Parking Services ................................................................................................ 816-235-5256 

Staff Ombudsperson ......................................................................................... 816-235-1400 

Swinney Recreation Center .............................................................................. 816-235-1772 

Information Services ......................................................................................... 816-235-2000 

UMKC Police ..................................................................................................... 816-235-1515 

UMKC Help Central ............................................................................................ 816-235-2222 

http://www.umkc.edu/HR
http://info.umkc.edu/hr/about-us/
http://info.umkc.edu/hr/affirmative-action/
https://info.umkc.edu/one-card/how-to-get-a-roo-card/
http://www.umkc.edu/finadmin/parking/default.cfm
http://info.umkc.edu/help/ombuds/
http://www.umkc.edu/src/default.asp
http://www.umkc.edu/is/audience/?g=2
http://www.umkc.edu/finadmin/police/default.asp
http://info.umkc.edu/help/

