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Welcome! As you are likely now aware, the College of the Holy Cross was founded 
in 1843 in Worcester, Massachusetts, and is among the nation's leading liberal arts 
institutions. A highly selective, four-year, exclusively undergraduate college of 3,000 
students, Holy Cross is renowned for offering a rigorous, personalized education in the 
Jesuit, Catholic tradition. 

Holy Cross highly values the unique skills, perspective, talents and passion that each 
employee contributes to its learning community.  To work at The College is to accept an 
invitation to participate in the growth and development of all campus members, 
students, faculty and staff. The College's commitment to diversity is an important feature 
of the Holy Cross education. Informed by the presence of diverse interpretations of the 
human experience, Holy Cross is building a community marked by freedom, mutual 
respect, and civility. We seek others who support our values of diversity and 
inclusiveness.  

In this guide, you will find the basic onboarding information to complete your HR Self-
Service and required online trainings. A member of Human Resources will follow up 
with you upon the completion of these onboarding steps, however, please do not 
hesitate to reach out with any questions as they arise. 

Additional Links 
COVID-19 Resources 

Campus Map 

Office of Mission 

Diversity, Equity & Inclusion 

Faith & Service 

Athletic Facilities & Wellness 

Dining on Campus 

https://www.holycross.edu/2019-novel-coronavirus-covid-19-information
https://map.nucloud.com/nucloudmap/index.html?map=60
https://www.holycross.edu/faith-service/office-mission
https://www.holycross.edu/campus-life/diversity-and-inclusion
https://www.holycross.edu/faith-service
https://www.holycross.edu/athletics
https://www.holycross.edu/campus-life/dining
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Resetting your HC Passwords  

Network Passphrase: This password is for your network accounts including logging on 
to computers, HR Self-Service, Harassment Prevention training, STAR, Moodle, and 
HC Web services (Famis, EMS, etc).   

Gmail Passphrase: This password is for your HC Gmail account. This can be accessed 
by searching the web for “gmail” or is located on our Faculty & Staff page. 

 

Accessing the Faculty and Staff Page 

Go to www.holycross.edu and click on the drop down box labeled Audiences and select 
Faculty & Staff. 

 
1. Select the quick link for Tech Resources or continuing scrolling until you reach that 

section. Select Passphrase Reset (see above).  
 

2. Click on Manage Network Passphrase and log in with your HC username *(Note: 
username is typically first initial and first seven characters of your last name, and 
provided password is 4 randomly generated words).  

 
3. Select the Change Passphrase box. In order to successfully create a 

new passphrase it must be: 
a. Minimum 14 characters 
b. May not include any part of your name 
c. No previous HC passwords can be used 
d. Ideally, combination of letters, numbers, and 

special characters are included 

 Select Change passphrase to complete. This step may take a couple of minutes.  

http://www.holycross.edu/
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4. Complete your Security Questions by selecting Set Up 3 
Security Questions square. This will allow you to recover your 
passphrase if it is ever forgotten. Select the questions most 
relevant to you from the drop-down box and provide the 
answers.  
 
*Please note – every 12 months you will be asked to reset your network passphrase 

 

5. Return to the Holy Cross Passphrase Reset page and select Change your Gmail 
Passphrase 

 
6. Enter your network username and newly created network username passphrase. 

Then create a new Gmail passphrase and confirm the new Gmail passphrase by 
typing it again below. Select Change Passphrase once complete. 

 
ITS asks your Gmail passphrase to be different then your network passphrase. 
Passwords can be similar such as adding a number or special character to your 
network passphrase for Gmail.  

 
*Network username does 
not include @holycross.edu 
 
 
 
 

 
*Please note – your Gmail passphrase does not expire but can be reset at any time 
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HR Self-Service: Completing Your Onboarding 

Welcome to the College of the Holy Cross! As an employee or faculty member of the 
College, we ask you complete the following required information which will help ensure 
you are set up in payroll.  

1. Go to www.holycross.edu and click on the Audiences  Faculty & Staff. 
 

2. Click on Human Resources (HR) Self-Service under Employee Resources 
3. Log in by using your network username and passphrase (not your HC email 

address). Note, you should reset your network passphrase prior to logging into HR 
Self-Service. Please follow the above info on how to reset your passphrase.  

 
Please note: Along with the steps to be completed below, HR Self-Service also contains 
information regarding Your Paid Time Off, Company Director, and annual Open 
Enrollment for Benefits.  
 

 

http://www.holycross.edu/
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4. Click on Personal Details tile on the homepage. Complete and verify the 

information on each tab listed.  
 

Addresses: Include your most recent home address by 
clicking on the + button and entering your information. 

Contact Details: Include at least one personal phone 
number and an alternate email address. *Note – in order 
to save any personal number, a college number must be 
added first. If your account does not have one, please add 
508-793-3391 (HR). One number must also be selected as 
your “preferred” number in order for this to save. Please 
disregard the Instant Message.  

 

Name: Please confirm your name is spelt correctly. 

Ethnic Groups: The input of this information is extremely beneficial to the College strictly 
used for reporting purposes. 

Disability:  The input of this information is extremely beneficial to the College strictly 
used for reporting purposes. 

Veteran Status: The input of this information is extremely beneficial to the College 
strictly used for reporting purposes. 
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Additional Information:  Please review this information and ensure this is correct. To 
view this information, you will need to input the last 4 digits of your social security 
number as it contains sensitive information.  

*Please note, the above categories (ethnic group, disability and veteran status) are 
voluntary and solely used for reporting purposes and not directly associated with your 
identity.  

 

Emergency Contacts: We require 
all employees to identify one 
emergency contact. Click the 
“Add Emergency Contact” button 
and enter the appropriate 
information. When completed, be 
sure to click the green save button 
to ensure all information is 
recorded. After saving, if you 
would like to add another 
emergency contact, click the + 
button that will appear above your 
initial contact’s name.  
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Form I-9: *Required for payment* To complete this form, click on Go to Form I-9. You 
will be asked to input the last four digits of your social security number, and then you 
must physically click the green “Submit” button for it to go through.  

Ensure that you select the appropriate 
option listed for your current status.  

You will then provide an electronic 
signature below by clicking in the blank 
space and selecting your name as it 
appears above. The date will 
automatically update when entered.  

You must also indicate 
if a preparer or 
translator was used. If a 
preparer or translator 
was used, please 
complete the questions 
that follow. 

Once you verify this information is correct, scroll down to the bottom and click  
This concludes the Personal Information section of your Self-Service. 

 

Include your maiden name or 
any additional last names used. 

You can use either your personal or 
work email/phone number here. 
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5. Return to the home screen by clicking            at the top right corner and then select 

the Benefits Details tile.  
Select the Dependent/Beneficiary Info 
tab. You must enter at least one beneficiary 
for the College provided life-insurance 
policy. If you will be electing HC medical, 
dental or vision benefits, please enter all 
dependents here as well.  Please enter 
XXX-XX-XXXX when prompted for their 
national ID (their actual social security 
number should not be typed in here).  

 

 

 

6. Return to the home screen. Select My Emergency Notify and enter your personal 
contact information here. This will send you an email, text or phone call if there was 
a dangerous event or weather related incident on campus. Please defer to your 
supervisor’s instruction on campus closings. Please ensure you select Save 
Information at the bottom, at which point you will be prompted to enter your 
password again as confirmation. 
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7. Return to the home screen. Select Payroll & Compensation and complete My 

Direct Deposit. Select Add Account and enter your banking information (router and 
account info).  Please note: Entering information in this section is not able to be 
completed until your first official date of hire/start of appointment. If you are 
completing these steps prior to your official start date, please log back in on your 
date of hire to finish this step. 
 

 

Choose relevant nickname for account and select Direct Deposit then enter your 
banking information. For Account Type, select the appropriate account (depending 
on if you prefer it going into your checkings or savings. For Deposit Type, select 
Remaining Balance.  

 

To add an additional account, click the plus sign and follow the same process. For Pay 
Distribution, select Deposit Type: Amount and specify the dollar amount you would like 
distributed to that account. 
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Select My W4 

Enter your W4 Tax Information. This defaults to 0 allowances and single under tax 
status. Please ensure you click submit at the bottom of the screen and enter your 
password when prompted. You can log in at any time and update this information as 
needed. 

 
 
 
 
 
 
 
 
 

 

*Additionally, this tile allows you to view your Paystub, W2, and salary planning letters.  

 

8. Return to the home screen. Select My To-Do’s and complete all checklist items by 
clicking the blue Work on Checklist Item link in each row. You will be asked to 
acknowledge by entering your passphrase. This should include MA’s Paid Family 
and Medical Leave Act (PMFLA), Handbook Acknowledgement, Written Information 
Security Plan (WISP), Confidentiality Agreement. The Harassment Prevention 
Checklist is to notify you this needs to be completed and may read “error.” Please 
follow the steps indicated further down in this guide.  

 
Within the link, please read the provided information until you scroll to the bottom of 
the screen, and select the appropriate acknowledgements and/or electronic 
signatures.  
 

This has completed the required HR Self-Service Information. 
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Accessing Online Trainings 
Data Security Training  

1. Click on the Data Security hyperlink provided in your onboarding email – Subject: 
Welcome! Important Onboarding Information.  

2. Login to your HC email address with your username@holycross.edu. Enter the 
password you created specifically for your HC Gmail account and select that Gmail 
account to complete the training with (if you have other Gmail accounts, they may 
appear here as well, but will not allow you to access the training). 

3. Select Continue to my Dashboard.  
 

4. Select the Required Training Videos tile. Complete each video module by clicking on 
the different titles. Each video is around a few minutes and will have follow-up questions 
to answer at the end of each video.  

 

 

 

 

 

 

 

 

5. Once completed, you will see green check marks next to each module along with the 
score of the assessment questions. The Optional Information Security Videos are always 
there for you to access at any point in time as well.  

 

 

 

 

 

 

 

 

 

mailto:username@holycross.edu
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Required Harassment Prevention 

1. Access the link through your initial onboarding 
email OR go to holycross.edu  Audiences  
Faculty & Staff and continue to Employee 
Resources.  

 

2. Select Required Harassment Training  

 

3. Log in with your network username and 
passphrase. *While unlikely, if you receive the 
message “user not found,” please call HR at 508-
793-3391 and that can be fixed for you.  
 

 

4. Scroll down to “My Courses” and select Mosaic 
Prevent Discrimination and Harassment Together: 
Staff & Faculty. *If you are in a supervisory 
role, please click the one labeled Supervisors.  

 

 

 

Para completar en español, 
seleccione Fundamentos - Español 

 

 

5. Click “Launch” and begin course containing video modules and questions.  
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Thank you for completing your online Onboarding Requirements! 

Please stop by HR with your required I9 documentation and to have any 
additional questions answered!  

 

 

  

Human Resources 

O’Kane 72 

508-739-3391 

HR@holycross.edu 

Public Safety 

Lower Level, Jo Recreation Center 

Routine Calls: 508-793-2224 

Emergencies: 508-793-2222 


