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Search for 

applicant in PS 

(Name, SSN, 

DOB)

Complete New 

Hire Packet and 

Get I-9 Certified

Required computing 

resources available 

when employee starts 

working

Acceptance of 

Employment

Register employee for 

New Hire Orientation 

(Include Affliliate ID)

Match found?

Ensure New Hire 

Packet and I-9 

have been 

submitted

Employee enrolls 

in online benefits

Create identity 

and add sub-affiliation 

(POIA, POIB, POIC, 

POID, POIF, POIS)

Review and Approve TAM 

(Staffing & Recruitment)

Activate ASURITE 

ID (For faculty, 

Outlook already 

added)

(Manual)

Set up dept-specific access and submit 

online request(s) for other admin access 

(PS, Advantage, Data Warehouse, etc.)

(Automated) 

EDNA creates 

ASURITE ID and 

emails employee 

(24-48 hour 

process) 

Add Courtesy Affiliate sub-affiliation 

(POIA, POIB, POIC, POID, POIF, 

POIS) and complete Personnel 

Transaction Request (PTR)

Yes

eVerify & I-9 

(Payroll)
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