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Accessing RF Onboard
Emailed Invitation to Employee

After the hire packet has been submitted in the RF Onboard system by the employer (PI, GO, etc.)
the employee will receive an email (see Figure 1) from no-reply@rfcuny.org with the subject line
Complete RFCUNY Hire Packet, inviting the employee to complete their pre-employment
paperwork.

Be sure to read the entire email thoroughly.

1. Clink on Link to System @ (https://www.rfcuny.org/RFOnboard/login).
2. This will take you to the RF Onboard Application page (see figure 2 on page 3).

Please Note: If you have not received this email, check your spam folder before contacting your
supervisor.

RESEARCH
<r '\ FOUNDATION CUNY

Date: Nov 05, 2019

Dear Hire,

Welcome to the Research Foundation of the City University of New York, we are happy to have you with

us!

Infermation about Your Position:

- Job Title: Associate Grants Director - 9101F1

= Appointment Period: Nov 04, 2019 - Jun 30, 2020

» Work Location: RESEARCH FOUNDATION OF C.U.N.Y.
You must now complete your pre-employment paperwork in our system. If you have guestions about
this process, please contact your supervisor Jane Smith at 555-655-5555 or your campus
personnel coordinator(s) — John Doe (555-555-5555)

To begin, please use the information below to access our system.

Q- Link to System: https://www.rfcuny.org/RFOnboard/login
= Your Email Address (Temporary Login ID): hire.me@anymail.com

= Your Temporary Password: f@N4Grn8M

You will be asked to change your password when you are in the system. After you change your
password, you can access your new hire paperwork and all our systems with your employee number

and new password from the RFCUNY website: hitps:/iwww. rfcuny.org/RFWebsite/

This is a system generated notification, please do not reply to this email. Iif you have any questions, please

contact Human Resources or visit our website at www.rfeuny.org. Figure 1
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/KN EE)?JE\IAD?AQFTON CUNY
Logging on to RF Onboard System for the First Time
After arriving on the RF Onboard Application page (figure 2).

1. Enter your Email Address ©® and a Temporary Password ® from your email invitation ©.
2. Check the I'm not a robot box @ and follow the prompt instructions.
3. Click the Login In button ©.

This will bring you to a greetings page.

Please Note: After establishing your RFCUNY account, the employee must log in through the main
RF homepage; www.rfcuny.org for all future usage.

RESEARCH
/<™ FOUNDATION CUNY

Date: Oct 11, 2023
Dear John Doe

RESEARCH
/TXIF™\ FOUNDATION CUNY

RF Onboard Application

Welcome to the Research Foundation of the City
University of New York, we are happy to have you
with us!
Information about Your Position:
+» Job Title: RF Student Intern - 7900F1
+ Appointment Period: Oct 11, 2023 - Oct 31,
2023
» Work Location: OFFICE OF SR. UNIV
DEAN FOR ACADEMIC AFFAIRS
You must now complete your pre-employment
paperwork in our system. If you have questions
about this process, please contact your supervisor
Georgina Brown at 646-664-3185 or your campus
personnel coordinator(s) — Adjoni LaRode,

@ Password »

Please Log In - - ' p
O a SRS
“ Welcome to RFCUNY! o :

(4] I'm not a robot 2o
reCAPTCHA

Figure 2

Fatoumata Traore

To begin, please use the information below to
access our system.

+ Link to System:
hitps:/hwww.rfcuny.org/RFOnboardflogin
» Your Email Address (Temporary Login ID)

9 I- Your Temporary Password: p4KSi3s2Q I

Figure 3
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Setting Up your RFCUNY Account

1. Click on Let's Get Started green button @.

2. Enter your Social Security number (SSN) @, re-enter and Confirm SSN ©.

If you do not have an SSN, click on the SSN Not Yet Issued box Q.
3. Click the Next green button ©.

Please Note: When you hover over the red text Why do we need your Social Security Number? G,
a blue banner will appear stating The Research Foundation CUNY requires your Social Security
number for payroll purposes @.

If you have any questions, click on the blue banner to display your Human Resources
Representative and Supervisor contact information ©.

For further assistance, click the Help button © to access a video and manual.

Hello, John Doe!
Welcome to the Research Foundation of CUNY. We are glad to have you on our team

Congratulations on your new RF Student Intern position

Please click “Let's Get Started” to begin your hire packet and leam helpful information about your employment.

The system will guide you through the entire process. If you need additional help, please contact your Human Resources representative or
supervisor listed at the bottom of this page. Their contact information and additional resources can also be accessed from the Help Cemero

located at the top-right corner of the page

(1) Let's Get Started

Your Human Resources Representatives Your Supervisor

John Doe 2 John Doe 3
Johndoe? @RFCUNY.ORG (= = g&g?ggfigguw ORG
9

Figure 4

Hello, John Doe!
Welcome to the Research Foundation of CUNY. We are glad to have You on our team

Enter your Social Security Number.
IT one has not been issued to you, click the "SSN Not Yet Issued” box. Click "Next" to proceed

9 Enter SSN: @

9 Confirm S$SN: @

o SSN Not Yet Issued:
o

0 @‘e".’h\' do we need your Social Security Number?

The Research Foundation of CUNY requires your social security number for payroll purposes.

Your Human Resources Representatives Your Supervisor

John Doe 2 o . John Doe 3
Johndoe2 @RFCUNY ORG ;:J&:;lggfgggUN\iORG
L

o]

Figure 5
4
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Using RF Onboard

The RF landing page can be accessed through the initial new hire email or via the RFCUNY
website.

Page Detail Functions

© Supervisor, Packet and Employee ID, Hire Date, Project, and Status information will appear at
the top of the page.

® The Notes button allows you to leave personal notes or notes to the RF administrator.

© The Aduit button displays the history of your past and current transactions.

O The Print button allows you to print the selected sections.

© The Help button provides access to the HR Representatives and Employee User Manual.
@ Highlighted numbers on the side indicate the current section.

@ Hovering over the Question Mark displays information required for each field.

® You can upload a profile picture by clicking the Profile Picture section.

© The Return button allows you to return the application to the PI.

© Save & Continue allows you to save progress and return later.

PE,\ RESEARCH RF Onboard John Doe | Leso®
ZTUF ™ FOUNDATION Cul RF
Wy Datalls Pasiion Diatails Huip 9
Faciet 032131 @) o e e
Empicyea: Prajest: 5712101 35
Hire Dafe: 112023 | Mew Hira Btabuc: Forcinn n 9 9
Firct & Middis Nams
Lact Name:
Mama Buffix : n Q < o

Bonlal Bacurtty Numbar n Not Vet lssued
Hew Pacoward
Cormm Paccword

Emall Addrece Ray msanofiifcuy om
Froflis ploture Click bo upioad @

Eleoironie Concant 7 By =

Baourtty Quaction &1 I

Ancaer

EBaourtty Quaction 22 h

Ancamr:

Figure 6
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Step 1 - User Account

Fill out all required fields in the greyed-out areas @. Once completed:

1. Click Save & Continue ® to move into step 2.

Please Note: Use your legal name as it appears on your Social Security card. Proper
capitalization is required (e.g., John G. Smith). Incorrect formatting may delay processing.

If you check SSN Not Issued ©, but later have an SSN, the packet will be returned so you can
upload the proof in the documents section 5.

/M\ RESEARCH RF Onboard Johm Dog | Lego®
™ FOUNDATION CUN'Y

My Datalls Prasition Datails Hulp

Pasket D 32131 o e e
Empiloyaa: Projeet: 5712101 35
rvisor : Gacrgina Hire Dade: 10112023 { Mew Hirg Bltabue: Parding Empioyies Actios
Supa 7 Browe
o User Accound —
Firct & Middle Hams
Lact Name:
Mama Butmix 3 n

9 Boolal Bacurtty Numbar: ot Vit Esusod
New Pacsward:
Confim Pacoward

Emall Addree- | Ray romano@imoaryon

Froflis ploture

Eleoironie Concant 7 By

L o
Esourity Quection #1- | = I
Ancaer
Baourtty Quection 2= | - h
anpanr:
—
R |
L i) ©

Figure 7
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Please Note: After saving, an employee ID will be generated, and you'll receive an email for your
records.

MNew User ID - 270125 ®

Your new User ID is your Employee 1D (270125) and your password is the one selected in
the previous step. Going forward, if you need to log off and access your hire packet later,
you may access it by logging in to the RF Website hitps:/www.ricuny.org with your
Employee ID and password and selecting RF Onboard from the Electronic Tools menu.

Figure 8
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Step 2 - Profile

Complete all required fields ©:

e Use proper capitalization for addresses (e.g., 345 Broadway).
¢ Include apartment numbers in Address Line 2 if applicable.

e Enter a home or cell number (mandatory).

Please Note: A green check mark @ indicates completed sections.

Click Save & Continue ® to proceed to the Eligibility step.

RESEARCH

B

Position Details

My Details

Supervisor : Georgina Brown

RF Onboard

FOUNDATION CUNY

Packet ID: 32131

Employee: John Doe | 270125
Hire Date: 10/11/2023 ( New Hire }

Date of Birth: |

Legal Address:

optional)

city: |

State:

Zip Code:

Country:

Home Phone:

Cell Phone:

Recall

United States

ling Address must be

n Mailing address same as above

John Doe | Log Off

RF Home

Help

) 2t
Project: 57121-01 35

Status: Pending Employee Submission 2

=—

fress
fress

a US add

Figure 9
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Step 3 - Eligibility

—

Answer all required questions using checkboxes or drop-down menus ©.

2. If authorized to work in the U.S., select Yes, and an additional question will appear to

specify Employment Authorization Type @.

Click View Position Details to see job details in a new window ©.

4. If you are arelative or partner of an active Research Foundation or CUNY employee, click
YES and provide the Name and Work Location in the boxes provided @.

5. Click Save & Continue to proceed to the Policies step ©.

w

=N TEST SITE RARSEs s s L

My Details Position Details Help

Packet D: 2659 (S 1ot |
Employee: Eddie Murphy | 300618 Project: 74011-00 24

Hire Date: 09/27/2024 { Mew Hire ) Status: Pending Employee Submission 7

9 Are you currently authorized to work

intheus? s N )
- : Citizenship (for tax purpose): | Select h
Profile P
Hawve you been told the esiﬂ:;' mgﬂﬁ Yes Mo View Position Details g
s Can you perform the essential functions of -
° Eligibility this position? L= L2
Do you have prior work experience? Yes Mo
Are you a CUNY student? Yes Mo
Are you a Post-doctoral trainee? Yes No
Have you ever been convicted, pleaded PR I e — o
guilty or no contest to any of the following: /=2y~ £
A misdemeanor? Yes
Hawe you ever been denied a bond? Yes Mo
Do you consent to a background
yo iy es No
Are you a retired state or local employes, Yes No
receiving a service retirement from =
MNYCERS, NYCTRS, or other New York City
or New York State Public Retirement
System?
e Are you a relative or partner of an active Yes No )

Research Foundation or CUNY employee?

Figure 10
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Step 4 - Policies

1. View and acknowledge RFCUNY employment policies by clicking the hyperlinks ©.
The hyperlinks will turn green after viewing @.
2. Click Save & Continue and move to the Documents step ©.

/Rﬁ -I-ES-I- s"-E RF Onboard Eddis Murphy I:c:g Oﬂ )

Position Details

Packet ID: 2659 ] Notes D) Audit |

Employee: Eddis Murphy | 300618 Project: 741
Hire Date: 02/27/2024 ( New Hire | Stetua: Pandin

g Employee Submission 7

Policies
Descriplic:
—
C Information (Practics & Procadure) @ Viewsd
Puolicy No. 545 - C Trefficking_in Persons 9 @ Viewsd

Hew York Earned Sick Time Act - Hotice of Emplovee Rights

Policy Ho. 535 - Drug-Fres Workplacs

Lectation Accommodation Palicy

Paid Femily Leave

NYS Peid Family Leavs Filing Inatructions

Policy No. 511 - Whistleblowsr

Policy No. 542 - Domesstic Violancs in the Waorkplecs
Policy No. 525 - Sexuel Heresement

Policy No. 509 - Occupational Safsty & Heslth Act (OSHA)

Policy Ho. 527 - Job Abendonment

Policy Ho. 547 - Fair Labor Standerds Act Compliance

Policy Mo. 526 - Affirmetive Action

Policy Mo. 541 - Code of Ethice for RECUNY

Policy No_ 510 - Project | [ of

Policy Mo. 507-1- Bensfit Programe for All RECUNY Employess

Policy No. 522-D - Conflict of Intsrast

Femily and Madical Leave Act [FMLA}

Youth Workera Bill of Righte

Figure 11
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Step 5 - Documents

1. Complete all required documents: Click on Background Check Authorization and
Disclosure Notice @, enter your SSN, and follow the prompts.

2. Digitally sign via DocuSign documents by following steps on page 12.

3. Review and sign additional documents as required @, a green check ® mark will appear
when completed.

4. Check the Acknowledgement of RFCUNY Employments Terms & Conditions box @ after
clicking on the link.

5. Upload completed form (e.g., RFCUNY Application for Employment ©).

6. Click Save & Continue ® and move to Self-Identification step.

Please Note: Missing information will trigger a red banner to guide you @.

/Rﬁ TEST s ﬂ-E RF Onboard Eddie Murphy I:o:g 'I__>ff )

My Details Position Details Help

Packet ID: 2659 [ Notee |5 Audit 15 Print -
Employas: Eddie Murphy | 300618 Projact: 74011-00 24
Hire Date: 09/27/2024 | New Hire ) Status: Fending Employes Submission

Suparvisor : Sachean McWakt

E-Signatures

Description

Eackground Check Authorization and Disclosurs Motics -~ o Pending Signaturs
Employss Withholding Allowencs Certificetss E-Signirg his document s required 17 Panding Signature
Motice and Acknowledgment of Pey Rate end Payday 7 9 9 9 Signed

Acknowledgments

Acknowledgment of RFCUNY Employment Terme and Conditions &

o I have read, undarsiand, and acknowledge all the RFCUNY Employment Terms and Conditions specified
Documents
Deacription File Name
RFCUNY Application for Emplavment [ 7 9 Award Letter docx Dlete
Lipload
i =
Figure 12

11
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DocusSign Instructions

To complete the DocuSign process:

1. You may be required to acknowledge by clicking a checkbox @ or simply click on
Continue 6.

2. Follow the yellow Start ® prompt by clicking on it to begin filling out the form.

3. After completing the form, digitally sign it @.

4. Click Finish © to submit your signed document.

5. Finally, click on the Red X @ to return to the Documents page.

Please Review & Act on These Documents
=esa ey il docusign

‘Onboarding System
Raseerch Foundstion of CUNY

Pieass rasd the Blectronic Record snd Signature Disciosure. =
1 Agres o USe SlSCHronic reconds and signatures. OTHER ACTIONS ~

DEMONSTRATION DOCUMENT ONLY
PROVIDED BY DOCUSIGN ONLINE SIGNING SERVIGE

988 3rd Ave. Sute 1700 + Seatths + Washingion 98104 + (206) 219-0200
www.docusign.com

Notice and Acknowledgement of Pay Rate and Payday
Under Section 195.1 of the New York State Labor Law
Notice for Salary/Hourly Rate Employee

Employer Information

Narne: Research Foundation of The City University of New York

Doing Business As (DBA) Name(s): Research Foundation of The City University of New York
FEIN {optional): 13-1988190

Physical address: 230 W 41 st Street, New York, NY, 10036

Mailing Address: Same as physical address

Phone: (212) 417-8300

Notice Given: Allowances taken: Employee's rate of pay: $20. 00 Hourly
E‘Alﬂinng ] None
[J] On or befare February 1 [ Tips Overtime rate of pay:  $30. 00
[ Before a change in pay rate(s) [ Meals Pay is: Bi-Weekly, Alternating Wednesdays
allowances claimed or payday | Lodging
[ Other

I herehy certify that [ have read the above and the information contained in this form is true and accurate to the best of my knowledge and belief. Any
false statements knowingly made are punishable as a class A misdemeanor (Section 210.45 of the New York State Penal Law)

=
Date:09/06/2024 PI6 Tester L3 o

Preparer’s Name Preparer’s Signature

Employee Acknowledgement
O this day | have been notified of my pay rate, overtime rate (if eligible), allowances, and designated payday on the date given below. 1 told my
employer what my primary language is.

Check one:
1 have been given this pay notice in English beeause it is my primary language.
] My primary | is 5
(11 have been given this pay notice in English only, because the Department of Labor does not yet offer a pay notice form in my primary language.
Date: John Doe
Employee’s Name Employee's Signature

The employee must receive a signed copy of this form. The employer must keep the original for 6 years

LS 54(03/11) 2853

Employes Wage Title Designatospdf

e

- Figure 15

6]

P = TEST SITE

Click the red button at the top right comer to close this window and continue with your packet.

Figure 16

Figure 14
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Step 6 - Self Identification

Hown =

Check applicable circles ©.
Click on hyperlinks for additional details and information @.
Select one of the options ©.

Click Save & Continue @ to complete the process and continue to step 7.

RF\ TEST SITE RF Onboard

My Detalls

Packet ID: 2659

Praject: 74011-00 24

Bender Male Femals Norbinary

&rc you Hispanic or Lating? e Ho Do not wish bo answer

+ mare Infomation aboul Ethnic Groups

Eddic Murshy | Log 0%t

Hop

Vietnam Era Vetoran® e Ha D ot wish bo answer
Bncclal Disabied Voteran? e o Do not wish bo answer
‘Othier Froteeted Yeteran? ¥es Ha Do not wish bo anseer
MNowly Beparated Viotoran® e Ha Co not wish ko answer

How do | know If | have a disabliity®

considened fo have a disal
o ary imis 3 major e acthity, ar By

al impaiment or medical condfion thal
such an iImpaiment or medic condion,

Disabifies include. but ane nat Imibed {o

Cancer (past or present)

Diabetes

ual or developmenial

=, for exampie, aenbian-
sandier {ADHDY,

Enort stature [dwarism)

past

Ficasc sclect onc of the bawcs bolow: e, | have adisabiRy, or awe had one inthe past

Huo, | don't have 3 disabiiy and have not had ane In the

3]

Figure 16
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Step 7 - Notices

You are now in the final stage of the onboarding process. The Notices section provides an
opportunity for you to leave comments or questions for your HR Coordinator. This section also
includes important information from your hiring manager, such as role-specific updates or
requirements, as well as official RF notices.

Here, you will find:

1. Labor Law Notices to ensure compliance with federal and state regulations.

2. W-2 Information to prepare for tax filing.

3. Details regarding Mandatory Trainings that are required for your role.

4. Instructions for viewing your Accrued Annual Leave Balances. Once you have logged in
to your RFCUNY account, navigate to the Time and Leave System
(Payroll Administration) and follow the provided instructions to view your accrual
balances.

Please ensure you review all notices carefully and address any questions or concerns with your
HR Coordinator before completing the onboarding process.

My Details Position Details Help

Supervisor's Notices

test

RF Notices

1. You must discuss and schedule your annual leave as soon as your start your appointment. Annual leave must be taken during the
appointment period. If you are unsure if you accrue annual leave, contact Pat Osbahr in the RFCUNY Human Resources office at 212-
417-8670

2. You must complete all mandatory RFCUNY training within 30 days of your hired date.

3. The Research Foundation (RF) provides new employee orientation to all new hires. The orientation is the best way for you to get firs-
hand information about the RF, and the policies and benefits that impact your employment. Please register fo aftend a new hire
orientation by going to Bf Website

Labor Law Notices

Labor law notices are federal and state employment laws covering topics such as the minimum wage, heafth & safety, and other important
labor laws in the workplace. Employers are required to post notices in an area frequented by all employees. To gain access to these
notices. click on Labor Law Notices

4 ;
G Notices

Figure 17
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