
Recommendation to hire

Hiring details 
entered by hiring 

official

Division approval 

Budget Office 
approval

Vice Chancellor 
approval

Offer extended to 
candidate – 

contingent on CBC

Affirmative Action 
and Equity 

approval

HR notified by 
hiring official of 

acceptance / 
onboarding begins

HR initiates CBC

Appointment 
document drafted

Appointment 
document reviewed 

by hiring official

Appointment 
document sent to 

candidate

Appointment 
document returned 

to HR

HR enters 
appointment 

document into 
electronic p-file and 

ImageNow

HR initiates 
onboarding email

Employee 
completes new hire 

paperwork

HR enters 
employment data in 

HRS

Hiring official  
notified / Employee 

notified they are 
now active in HRS

HRP calls 
employee to 

welcome them, 
start 

orientation

HR closes out entry 
of employee into 

HRS

HRP calls 
supervisor to 
confirm any 
additional 

assistance needed to 
onboard employee

HRP calls 
supervisor to 
confirm all 
onboarding 

steps

14 days is the minimum notice HR will 
need In order for the HR Operations to 
ensure that the CBC has been completed, 
all employment data has been collected, 
and that the person is active in all the 
necessary and associated computer 
systems required for their position.

Onboarding / 
Orientation begins

End hiring process

Updated: August 8, 2020


	Page-1�

