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If you are new to State of Florida employment, this checklist is for you!  It was designed to assist you with your introduction to People First!, the online human resource system.  Within People First! you will complete your time and attendance, elect your benefits, and maintain your personal information.  It is extremely important that you follow this checklist and meet all deadlines to ensure that your payroll and benefits are processed accurately and expediently.
If you have questions, contact the People First! Service Center toll-free at 1-866-663-4735.
· People First ID

When you are hired, you will be assigned a 6-digit People First! user ID.  If you do not receive this ID and your temporary password either from your Office of Human Resources or through the mail from the Service Center within 5 business days of your State hire date, contact your Office of Human Resources to be sure that all paperwork has been processed.  (If you are hired at the end of a month and want your benefits to begin the first of the following month, contact your Office of Human Resources immediately to receive your user ID. See the Benefits section below for a complete explanation.)
· Training Videos
Each of the items listed below has a corresponding training video demo available at http://dms.myflorida.com/human_resource_support/people_first/for_state_employees/training_videos__1.  Be sure to watch the respective video to become better acquainted with the system and to learn how to complete People First! related tasks.

Complete Your Personal Information
Your Office of Human Resources will enter some of your personal information upon your employment; however, some screens you must complete yourself, such as Direct Deposit and W-4/W-5.  Additionally, you should verify that the view only screens are accurate, requesting corrections from your Office of Human Resources as needed.
· Direct Deposit:  The State requires employees to utilize the direct deposit functionality, which automatically deposits your paycheck on your pay date each period.  You will receive paper paychecks until your direct deposit transaction has been fully processed and verified with your financial institution.  Before enrolling in the direct deposit program, you will need the following information:  the routing number for the bank, your personal bank account number, and the type of account—checking or savings.
· Equal Employment Opportunity-Veteran-Affirmative Action Plan:  Completing this section is voluntary, but recommended.  If you are a current or former military employee, be sure to update this to reflect your military status. 
· Emergency Contacts:  Completing this section with correctly entered information is extremely important.  Please be sure to keep this field accurately updated so that your agency can contact someone for you in the event of an emergency.
· Employee Languages:  This section is voluntary, but recommended, and is used to record languages other than English that you speak, read, and/or write.
· Home Address:  This is the address that general correspondences are mailed to, with the exception of open enrollment benefits information (See below.).  This is also the address that is used on your W-2 Form at the end of the year. Your Office of Human Resources most likely entered your home address and phone number when you were hired; however, you should check it for accuracy and update it if you move or change phone numbers.
· 
· Temporary Address:  If you move to a temporary address, be sure to complete this section of your employee information so that open enrollment benefits materials reach you in a timely manner.  
· Personal Info:  Check your Social Security Number, your birth date, and the spelling of your name.  Notify your Office of Human Resources if there are discrepancies.  Also, if you go by a nickname that you wish to have published in the 411 online employee directory, complete the nickname section and check Publish Nickname. 
· W4/W5:  Your W4/W5 must be completed correctly so that your agency knows how much of your earnings to withhold for federal taxes.  If you’re not certain how to determine your withholdings, contact your Office of Human Resources or go to www.IRS.gov for more information.

Verify Your Personal Information
The following sections in People First! are read only screens, which means you can read the information to check for accuracy, but you cannot make changes.  If a change needs to be made, contact your supervisor or Office of Human Resources.

· Driver’s License:  If a driver’s license is required for your position, your Office of Human Resources or supervisor will ask for a copy to update this section for you.  
· Employee Education: for informational purposes only

· Fulfillment Documents/History: lists the documents mailed by the Service Center

· I-9: official record of your proof of eligibility to work in the United States

· Outside Employment: you may be required to notify your personnel office if you work a second job outside of State government; be sure to ask before taking on another job.

· Professional License and Certification: needed if required for your position.
Benefits
For your convenience, there is a How to Navigate the Benefits Section demonstration video at http://dms.myflorida.com/human_resource_support/people_first/for_state_employees/training_videos__1.  Be sure to watch this video, as it contains helpful navigation information.

· You have 60 days from your date of hire to make your benefits elections.  If you miss the 60-day deadline, you must wait until the annual open enrollment period, held each fall, to enroll in the benefits program.

· If you elect to enroll, the system will automatically enroll you the second month after your hiring date; for example, if you are hired in June, your premium payments will be deducted in July, and your coverage will begin August 1st; if you have questions about payments, deductions, or coverage, please contact the Service Center.
HOWEVER,
· You may elect to have your benefits begin the month after you are hired; for example, if you are hired in June, you may elect to have your benefits begin July 1st.  If you wish to begin your coverage the month after you are hired, 
1. you must immediately contact the Service Center at 1-866-663-4735 to enroll;
2. additionally, you must immediately contact your Office of Human Resources so that the proper paperwork can be processed;

3. finally, you may be required to write a check from your personal account to cover the premium costs for the first month.
· Regardless of when your coverage begins, pursuant to Rule 60P-2.002, you must supply documentation, such as a marriage license and birth certificates, to the Service Center as proof of your dependents.

Flexible Work Schedule
· The default State work schedule is 8:00 A.M. to 5:00 P.M., Monday through Friday.  If, and only if, your position requires you to work hours or days other than these, you must complete a flexible work schedule request. 
Work with your supervisor to create your flex schedule, as he or she will need to approve it before you are permitted to work flexible hours.  You may access the training video, How to Create and Submit a Flex Schedule Request, at http://dms.myflorida.com/human_resource_support/people_first/for_state_employees/training_videos__1
Remember to contact the Service Center if you have questions about People First!, and go to the link above for further video demonstrations of timesheet completion, leave requests, and more.
The People First! Team wishes you the best on your new career with the State of Florida!
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