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The eHire application takes the place of the current 

online and paper Hiring Process Reports (HPRs), the 

process used to hire employees using the PeopleSoft 

system.  The Courtesy Affiliate process is integral to the 

eHire process.  Courtesy Affiliate is a separate process 

used in conjunction with eHire to get new employees 

into the Human Resources database.   

Before an employee can be hired through eHire, they 

must have an Affiliate/Employee ID.  Departments 

use the Courtesy Affiliate process to obtain Affiliate/Employee IDs for new employees.  For 

new hires, Courtesy Affiliate is the first step of eHire.   

 
REGISTER  
www.asu.edu/hr/training 
Click on Course Search. 
Type in Courtesy Affiliate. 
 
PEOPLE WHO HAVE ACCESS 
TO COURTESY AFFILIATE 
docs.asu.edu 
 
MORE INFO 
help.asu.edu/node/439 
 

After a department uses the Courtesy Affiliate process to enter an employee’s personal data 

(name, social security number, date of birth, etc.), eHire is used to enter an employee’s 

employment data (position and pay data).   

COURTESY AFFILIATE PROCESS OUTLINE 

Courtesy Affiliate is a simple, three-step process: 

1. Search/Match: See if the employee already exists in our database 

2. Add/Update a Person: Add personal data for a new employee 

3. Add an Affiliation to the University: Specify the type of employee the future hire will 

be to obtain the appropriate access to university systems.   

 

THINGS TO KNOW 

• University employees MUST attend a Courtesy Affiliate training course to get 

access to Courtesy Affiliate (See box above).   

• Your department may already have individuals who have access to Courtesy Affiliate.  

VIEW A LIST OF THOSE PEOPLE: docs.asu.edu. 

• The Courtesy Affiliate process also allows departments to get access to university 

systems for their employees before employment data has been processed through 

the Office of Human Resources.   

http://www.asu.edu/hr/training
http://docs.asu.edu/
http://help.asu.edu/node/439
http://docs.asu.edu/


 

Courtesy Affiliate Addendum 
for eHire Users 

 

Arizona State University 

Office of Human Resources | Data Management    2 
 

 a 

 

 

Step 1: Search /Match 

Campus Community > Personal Information > Search/Match 

Complete the Search/Match to determine whether or not your employee already exists in 
the University database with an affiliate ID.   
IMPORTANT: If the employee already has an affiliate ID, it is critical that you do 
not create another affiliate ID for the employee.*   

Use the First Name, Last Name, Date of Birth, and National ID (Social Security 
Number) search fields to ensure the most accurate results. 

 
* Vital employment and academic 
records are associated with the 
affiliate ID, and to maintain accurate 
records and properly report income to 
the IRS, it is crucial that all records 
for an individual are associated with
single affiliate ID number only. 

 

 
Step 2:  Add/Update  
a Person 
 
Campus Community >  
Personal Information > 
Add/Update A Person  

When adding or updating personal 
information for a future hire, you 
MUST COMPLETE the following fields: 
First Name, Last Name, Social 
Security Number**, and Date of 
Birth.   

These fields help Human Resources 
determine whether or not they are 
hiring the correct individual. This 
information allows HR to quickly and 
easily identify all documents and 



 

Courtesy Affiliate Addendum 
for eHire Users 

 

Arizona State University 

Office of Human Resources | Data Management    3 
 

records for an individual, and greatly speeds up the hiring process. 

The Effective Date of your employee’s Affiliate/Employee ID  
number can also play a crucial part in hiring your employee.  In the Effective Date field, the 
date entered must be at least as early as the employee’s hire date. If your new hire’s date 
of hire is today or in the future, you will enter today’s date in the effective date box (i.e. 
Hire Date 12/29/2008, today’s date 12/1/2008 so you will used effective date 12/1/2008).  
 
If your new hire will be a back dated hire, the hire date is in the past, so you must use the 
hire date as the effective date (i.e. Hire Date 8/11/2008, Today’s date 12/1/2008 so you 
will use effective date 8/11/2008). 
 
** Under certain circumstances some employees (e.g. non-resident aliens) may not yet 
have a social security number when you are entering data.  In that case, it is appropriate  
to use 999-99-9999 in the SSN field, but DOB is critical under these circumstances. 
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If you are entering information for an employee who currently lives out of state, but will be 
working and living in Arizona, you should only add the employee’s address 
information in Courtesy Affiliate if you already have their Arizona address.  If the 
only address you have is an out-of-state address, you should wait to enter their address 
when you hire them through eHire.   

Other information, such as Home address, Marital Status, Gender, Home Phone and 
Email Address may be added now or when processing an eHire for your New Hire. All 
personal information you complete through the Courtesy Affiliate process will carry over into 
eHire, so completing it now saves you from having to complete the information in eHire.  
 
NOTE: Although you can choose a variety of address, email, and phone number types, only 
Home address, Phone (marked Preferred), and the Other Email Address (marked 
Preferred) will carry over into eHire.  These are the address/phone types you should use in 
Courtesy Affiliate for future employees. 



 

Courtesy Affiliate Addendum 
for eHire Users 

 

Arizona State University 

Office of Human Resources | Data Management    5 
 

 
 

Step 3: Adding an Affiliation to the University 
 
ASU Customizations > ASU Campus Community >  
ASU Affiliation > Person Affiliation 

When you give a future employee a sub-affiliation, the person can gain access to certain 
university systems such as email, or department specific access, such as a shared 
directory.  In addition, a future employee can get a Sun Card if the employment 
classification is included in the Description field when creating the sub-affiliation. 

 

AVAILABLE SUB-AFFILIATION CODES 
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The Sun Card Office will give Sun Cards to future hires in Courtesy Affiliate with one of the 
following classifications: 

• Classified Staff 
• Service Professional 
• Faculty 
• Adjunct Faculty 
• Retiree 
• Academic Professional 

 

Step 4: Log-in to eHire and add employment data 


