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How to Hire Employees using eHire

The eHireprocess is the front end applicatiarsed to submit a hiring request to be processed
Ay (2 tS2LX S{ 27T frmatibrkiSsubinittedihebégh tSeCeélire apblatidny
where it is sent to central OHR, Data Management, for review. Once reviewed the eHire is
either approved for processing or placed on Hold waiting for additional information.

The hiring process will beagonce your candidate has accepted the job offer and an Affiliate

ID/Employee ID number has been identified or established for the candidate.

Process Diagram

Recruit for candidate TAM, Emergency
Hire, FocuseddRruitment process or
Academic Recruitment process.

Select candidate & candidate accepts
offer

\/
1
N~
2
\/

Courtesy Affiliate processto identify
or create an Affiliate ID number for the
employee

Process eHire to create a job record in
PeopleSoft for your emploge

Primarily all hires will now be submitted using eHire. The eHire process currently excludes
Student Workers ALL Student hires will continue to be submitted to Student Employment.
Once the student hiring form has been approved the Student Hire form will be eFaxed to Data
Management for processindg?lease refer to th&tudent Hiring Business Process Gfodenore
detailed information on this process.

|
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Please use the following guide to help you determine which process to utilize when hiring an
employee in the PeopleSoft System.

Process to Utilize

Online
eHire Renewal Manager Self Student Hire
Type of Hire process| Process Service Form
New Hire
Hire for Additional Job
Rehire
Transfer
Competitive Promotion
Promotion (Inernal) X
Competitive Demotion
Faculty/AP/Grad Online X
Renewal
Faculty/AP/Grad Onling X
RenewalNot on
Renewal Page or
receiving an error with
the application)
AD Hoc Salary Change X
Student Worker Hire X

XX | XXX

X

Preparation

Security Roles that you will need
Each System (Position Management and eHire) requires specific roles in order to complete the
necessary transactions.

To check what roles you currently have, login to People@tftis://hrsa .oasis.asu.edu)
Navigate toASU Customations > ASU Security > Manage Security Requests>My Security
Access Roles

To request a role, go tdrttp://asu.edu/oasis/support/Access.html

How to apply for these roles

The security roles shoulak distributed accordingtoyolR S LI NI YSy 6§ Qa Ay G SNY I €
processes. Some users will have all roles; some will have part of them and will need to work

with other users in their department to complete the full process.
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Here are the roles that you @omeone within your department will need in order to start the
process.

Access these roles will provide

Position Management Security Roles

[1 E=0 Bedistribution [] OHR Position Mat General User
[l HCM Dept Financial Mar [ OHR Position Mat Super User
[] HCM Dept Position Manager [] OHR Position Mat View

[ HCM Dept Position View

HCM Dept Financial MgrProvides you with the ability to update the funding that is tied to a
position number.
HCM Dept Position ManagerProvides you with the ability to review and create or modify a
position number.

eHire Roles
[ Add/Update Courtesy Affiliate [ DRC Tracking View
] Add/Update Sevis data [] External Organizations View
[] Add/Update/Correct Sevis Data [ External System ID Update
[ CC Bio Demao Data Update [] External System ID View
[ Cc Bio Demo Data View [] Maintain Dup emplid deletes
[ CC Message Catalog [] Manage Data needed for DRC
[l cC Query Manager [l Manage SMS Emergency Info
[0 cC Row Security Setup [l 54 CCFERPA Control Setup

Add/Update CourtesyProvides you with the ability to search for existing Employee 1D
(previous known as the Affiliate ID numbergsgate person data and an Employee ID number

for your employee if a current ID number does not already exist, and to obtain early onboard
access to ASU email, blackboard, sun card etc.

In order to process a hire through the eHire application your candiohatst have an Employee

ID number prior to creating an eHire. If your candidate does not have an Employee ID number
you must first create one for the employee. In order to create an Employee ID number you will
need to attend the Courtesy Affiliate trainimgnd obtain theAdd/Update Courtesysecurity

role.

This class is offered in person. Make a reservatidritpt//dlt.asu.edu/workshop
To request a role, go tdrttps://www.asu.edu/go/oasis/AddSecurityRequest/

eHire Role:Provides you with the ability to submit hire requests using the eHire application. e
Hire training is required for this rol@his role is not currently available for request thrgh
PeopleSoft. The role will be automatically be assigned to you once you have attended the
training.
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You can sign up for training by visiting d&arning Management Services website
Click on Search anahell in training and sign in using your ASURITE and password. You can
search for the class by typing ifHIRE.

Before You Start:

Department Procedures

This training guide has been created to instruct departments on how to process actions after vieey ha
completed all of the preliminary work within tiredepartment. Departments should follow their current
internal business processes to obtdireir internalapprovals and to determine an appropriate rechodf
method. Typically this canclude notifyhg/working with the Primary Business Officer within your
5SIyQa 2FFAOSO®

University Required Approvals / Documentation
All documentation can be eFaxed to Data Management at3800005 or emailed to
DataManagemet@asu.edu

Please send all original documentatidefv Employee Payroll PackBesume, signed Offer
Letter, 19, etc.) to the Employee Service Center.

Approval Guidelines
NO APPROVAL REQUIRED
Approval will not be require¢beyond following the curreritternal business process of their
department/VP areajor the following hires:
¢ Graduates/Post Doctoral Scholars/Student Workers

APPROVAL REQUIRED
For all other Hiring Requests, please see:
¢ Employment Action Approvafer Business and Finance VP areas and the Office of the President
e Employment Action Approvals2 NJ | OF RSYAO | NBI & NKLJ]2sNdud y 3 dzLJ 0
NEFSNI 62 GKS GDAZANRISAA yE3Yy F 2NNR X NRKSI >t $H @20% (1 Sa
20009.
A Compensation Reviewwf f 0SS NBIjdzA NBR FTNRBY hl wQafor! aaA4aid
the following Classified and Service Professional transactions:
. Position Reclassifications
o Promotions

Allapprovals emails sent from President, Provost or CFO to OHR and will be matched up with
hiring the appropriate hiring documents.
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NOTEOffer letters signed by the appropriate approval level would also act as approval
documentation. An approval email widwnot be necessary in this scenario.

Recruiting Process

Prior to submitting an eHire the department should have obtained an approval to fill the
position, the appropriate recruiting steps should have been followed, an offer should have been
made to thefinalist candidate and the candidate should have accepted the oFer.Classified

and Service professionals additional steps need to be followed in TAM (Talent Acquisition
Management) and approvals need to be obtained from the Recruitment and Selection
Department before an eHire can be processed for your employee. Below are the steps that
need to be followed:

Staff Hires
Competitive TAM, Emergency Hires & Focus Recruitments for Classified & Service Professionals
will need to be entered in TAM (Talentduisition Management) and approved by the
Recruitment & Selection department prior to submitting your eHire request. If you have
recruited for your position in one of the following ways please wait for your job offer to be
approvedby the Recruitment &election Bpartment {.e. job offer changed to accéptrior to
submitting your eHire:

e Classified/Service Professiona Competitive TAM

¢ Classifiedg Emergency Hire

e Classified/Service ProfessionalFocused Recruitment

Data Management will be reviewiradl Competitive TAM, Emergency Hires & Focused
Recruitment job offers for Classified and Service Professionals to verify that a job offer has been
created and approved and that all attributes of the job offer match what has been submitted in
eHire. Data Mnagement will be looking to see that the position attributes and compensation
amount in the job offer matches the eHire submission. If your job offer has not been created
and approved or your job offer details do not match the eHire, Data Managemenbtann

process your eHire. The eHire will be returned to you and your recruiter will be notified and
asked to contact you regarding the discrepancies.

The currenfTAM Training Digester the Competitive, Focused Recruitment & Emergency Hire
processes can becated on theRecruitment and Selection website

Required Documentation

New Hires

Once an offer has been made to the employee he/she must fill ouhthe Employee Payroll

Packet This packet provides the department and Data Management with the necessary
demographic, contact and tax information that is required to hire and pay an empléyee.

S Y LJ 2 893n8ie certified no laterthan3bysiSda RIFe&a 2F GKS SyLX z2eS
Fax a copy of thBlew Employee Payroll Packetluding a copy of the certified, the

SYLJ 2 & S Soffar Lettarahg/ teRppropriate approval documentah to the Data
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Management ad80-993-0005. Please seth all original documentation (i.&lew Employee
Payroll PacketResume, signed Offer Lette®,letc.) to the Employee Service Center.

If your employee will be turning their packet in to the Employee Service Center (ESC), the ESC
gAtt SCI E slpackettGDataManagérietit. However, a copy of the sigifest
Letterand approval docuentation will still need to bé-axed to Data Management before the

hire can be processed.

In order to process a New Hire in the eHire application the departméhbeed to have a copy
2T UKS SAsURersénsl BdvaiFotatated in theNew Employee Payroll Packef your
department performs the-B certification, your employee is presently turnimgthe New
Employee Payroll Packietyour department. You will need to keep a copy of &&U Personal
Data Formto be used in the Courtesy Affiliate and eHire process prior to sending the original
documentation to OHRIf your department does not perfa the F9 certification a copy of the
ASU Personal Data Fomill need to be obtained from the employdsefore he/shebrings their
New Employee Payroll Packetthe ESC for processing. You will need to keep the copy on file
until you have completed theHire process.

Non-Resident Aliens

All Non Resident Aliens must bring thEiew Employee Payroll Packetthe Employee Service

/ SYG SN a2 GKIFG F bw! t I &NZRCtl-9and prdseSsithet A a0 Ol y @
SYLX 285SQa DfFOASNIt | LISNB2N] @

All Other Hires

In order to keep the employee files up to date the Office of Human Resources will require that a
AA3AYSR 0O2LJk 20Cier liekted/MengraddengNstisetbiAppointmeand the

appropriate Approval Documentation must be forwarded to Data Management before the

SYLX 28SSQa KANARY3I LI LISNB2N] OFly 6S LINRPOSaaSRo

ForRehirescC2 NJ SYLJ 28 SSQa adiejab rde@ds ii thé syskem@d@ie | y &
employee will be required to complete a nd® form. Please eFax a copy of the newly

certified I-9 documentation to Data Management or send your employee to ESC to turn in their
new -9 form.

** All rehires for Non Resident Aliens must bring their New Employee Payroll Packet/I
documentationto the Employee Service Center.
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Step By Step:

Signing in to E-Hire
Go tomyASUand sign in using yolkSURITENnd Password

EI'ARIZONA STATE
UNIVERSITY

r ed!
Don't get HpO getprotected.asu.edu

Signin using
Login ASURITE and
Password

ASURITE UserlD:

Activate | Request an ID

Password:
Forgot ID / Password?

Step X Under theMy Employmentmenu click on theManage tab.

ASU Home | ASU A-Z Index | My ASU | Collepes & Schools | Directory | Map

"ARIZONA STATE Kimberly Rohr | SIGH 0UT
UNIVERSITY [ (0
AR My Info My Profile My Stutf
(T,

Empioyee Info (7]
ch to: Student nfo Help
Quick Links * 3 Announcements | Bews | Sports | Arts | State Press E 3] My Tasks -
Set your pretened e-mail 1

AR 1N The DEX 3TN0 Cronite student wins prestigcus AFK awars TO DOs: ‘ My hotes
Retew paring permi befare Agrl 20 for chance ot prze 9 You have no 7o Do sew
» My Gmei .

= ASU Gammape annsunces New Beasodn of shaws

or My Outiook Student grovp helps communty. plays poker

= My Docs - -
&l " ASU Events | Academic Calendar | Holidays | Payrof Calendar = My Employment =
o v -

o Voo Tue, Apr 27 Tue, Ape 27 Tue, Apr 27 Tue, Apr 27 T Payrol || Benefits
‘ My Fles / Tax nformation
— Persons informatcn

Ay Stes

W

Nursng License/Centificazon

Wy Bookmaris -
- ¥ ~
Bachpack o Stress-Froe Zote GSEA Busness GSEA Wonahop First-Yoar S Job Opeangs HR Forme

..........

Step 2 Under theManage tab click on theeHirelink.

My Employment

Time . Payrall || Benefis || Travel || Manager . |

lick on the eHire

Job Information = eHire link
Perzonal Information » Online Renewal .
Time Management Position Management
Compenzation : HR Busine=ss Center
Job Openingz: | HR Forms
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Creating a New Job

This process is the front end hire process for ALL kxekidingStudent Worker hires. Student
hires must be submitted to Student Employment. Thpraved Student Hiring form cahen

be faxed to Data Managemeat 480:993-0005for processing.

Step3: Click orCreate New eHire(HPR).

ASU Home | ASU A-Z Index| myASU Directury| Colleges

&l‘ ARIZONA STATE Kimberly Rok
UNIVERSITY

Search

We welcome your feedback.
WELCOME TO EHIRE!

First Last Name

Q

Create Mew eHire(HPR)

This is where you can:

Submit job data to the Human Resources Department for payroll set-up. The Human Resources team will review and validate that

all existing processes have been followed before approving your submission to be processed inte PeopleSoft.
View My Requests

This eHire form should be used for the following Hire Types and Methods:

» Administrative Staff * TAM/Competitive Hire
+ Classified Staff * Focused Recruitments
+ Service Professionals +* Emergency Hire

* Faculty, Graduates, & Academic Professionals * Renewals

(additicnal employee types and hire methods will be available in the near future)

Check your hire's status. The eHire tool provides you real-time information on the status of your HPR through the View My
Requests status page.

To use this service, your hire must already have PeopleSoft Person data. If your person is new to the university, you
will need to use the Early Onboard process to enter personal information and create their affiliate ID.

For more information on the Early Onboard Process, visit: Early Onboard Process
You will use the Affiliate/Employee ID (1000/1200-) to search for the person and pull their data into the eHire form.

If you're ready to start, click on the Create New eHire{HPR) link on the left sidebar.

Step 4 Search for your candidate. In order to obtain the most accurate search result search
dza A y 3 @ 2 dzMffilate/Fniployed IDn8nabar. Enter the Employee (1000 or 1200) ID
numberin the Affiliate/Employee IDfield.

We welcome your feedback.

First Last Name Q

CREATE NEW EHIRE(HPR)

Step 1: Check for Candidate in Existing Records

Search to find an existing employee or student. You can search by using the following fields:
Create New eHire(HPR)
Affiliate ID/Employee ID
First Name
Last Name
Date of Birth

View/Search My
Requests

If you do not have the Affiliate ID / Employee ID and PeopleSoft is available, you may search by
First Name and Last Name (exactly as they appear on the candidate's Social Security Card) with Birth Date. &ll three search
fields are required when searching by this method. Campus ID is optional, but will provide more accurate results.

Mote : Searching by Affiliate ID number will ensure the most accurate results.

T
Enter Affiliate/Employee 1D
number here and click Search
Candidate

*Affiliate/ Employee ID: | 1203388344

*“First Name:

Middle Name:

*Last Name:

“Date of Birth: (MM/DD/YYYY)

Campus ID:

Search Candidate
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candidate usingrirst Name, Last Nama&nd Date of Birth ALL 3 fields are required when searching
by name.Campus IDnay also bencluded for a more accurate searadsult

‘We welcome your feedback.

First Last Name Q

Create New eHire(HPR)

CREATE NEW EHIRE(HPR)

Step 1: Check for Candidate in Existing Records

Search to find an existing employee or student. You can search by using the following fields:

Affiliate ID/Employee ID
First Name

Last Name

Date of Birth

View/Search My
Requests

If you do not have the Affiliate ID / Employee ID and PeopleSoft is available, vou may search by
First Name and Last Name (exactly as they appear on the candidate's Social Security Card) with Birth Date. All three search
fields are required when searching by this method. Campus ID is optional, but will provide more accurate results.

Mote : Searching by Affiliate ID number will ensure the most accurate results.

Enter First Name. Last
Name, and Date of Birth
d click Search Candidate

*Affiliate/ Employee ID:

“First Name: Minnie

Middle Name:

*Last Name: |Mouse
“Date of Birth: |01/12/1955 (MM/DD/YYYY)

Campus ID:
| Search CandidateJ

**|f your search does not yield a salt or if you have not enteredll the required search fields
you will recéve the following error message:

Mo search results,

Flease fill in Employee/affiliate 10

oF

Firsk Mare, Last Mame and Date of Birth,

*|f the search is not bringing up your new hire, you may wameference PeopleSoft to search
for and/or creat the Employee ID and try again.
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Selecting a Record to Process
After the search has been performed your candidate or a list of candidates who meet the

search criteria will appear in the list below.

AFFILIATE/EMPLOYEE ID Full Name Date of Birth
1203388844 Minnie M Mouse 01,/12/1955

Step 5 Select your candidate for processing by clicking on the candidate.

Click on Full Name. Date of
Birth or Employee ID to select
candidate for processing.

CREATE NEW EHIRE(HPR)

Step 2: Select a record to start a new job candidate process.

Review search results below and select your candidate for processing by clicking on the candidates Full Name or Affiliate 2 ID or Date of Birth.

*Please note: There may be multiple candidates that match the search criteria used. Please verify candidate infg prior to making yvour selection.

/

Date of Birch
01/12/195

AFFILIATE /“MPLOYEE ID Full Name
120338884 Minnie M Mouse

If your candidate i= a new hire and is not shown above, the Early On Board Process will need to be completed first. For more information, please visit: Early On Board Process
eHire Home

It is importantthat the candidate you select to process has the s#figiate/Employee ID,

Full Name & Date of Birtlas your employee in order to avoid processing the wrong chatdi

If there are any discrepancies you will want to check your search criteria and verify your

S Y LJ 2 AfffidelEmployee ID, Full Name & Date of Birfirior to processing the candidate
for hire.

instructions on the

Early On Board

If your candidate i= a new hire and is not shown abowve, the Early On Board Process will need to be completed first. For more information, please visit: Early On Board Process
eHire Home

|
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** Note: If your candidate was not returned in gearch results you will need to follow the
Early Onboard Process order to identify or obtain an Employee ID for your candidate. A link
to the Early On Boargbrocess is in the results area.

Completing the Hiring Process
TheEmployee IDCampus IandHPR IDhave been added to the top the eHire form:

mployee |10, Campus 1D and HPR
ID have been added to this view

Employee ID: 1203338344 Campus ID: 955267132 HPR ID: M/A

Step 68 Using theASU Personal Data Foonomplete all of the required fields in thgersonal
contact& biographic informationsections. The required fields have a red asterisk next to
them. Whencompleting the address field please try to keep the address o.twal Home
Addressline. Address Xhould only be used if you cannot fit the address on the first line.

Any fields that were already completed during the Courtesy Affiliate procelsisenisted here

and grayed out for editing. If any of the information listed here is incorrect you will need to
update the information first in Courtesy Affiliate prior to processing your eHire. Please cancel
the eHire request, make your adjustmentsGourtesy Affiliate and then return to eHire to start
the hiring process over again.

For existing employees ALL personal, contact & biographic information will be grayed out as
this was already entered at the time of New Hire. The employee may updaiteinformation
by using Employee Self Service (ESS).

Please note the system will default unknown or unspecified for the following figdaheld(,
marital status, highest education leve& ethnicity). If your employee has provided this
information ontheir personal data form it is important that you update these fields with the
correct information. Those fields are used for university reporting and benefit purposes.
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Step 3: Complete Hiring Process

Please enter any of the following information for this job candidate that is not already filled in below. These fields are populated
from the information provided from the Early On Board Process. If the information is not correct, it can be updated directly in
PeopleSoft or through Employee Self-Service in MyASU,

Employee ID: 1203388844 Campus ID: S595267132 HPR ID: N/A

Personal Information

Perzon EffDt:
*First Mame: |[in

Data that has already
been entered through

| {Legal name as on SSN)

Courtesy Affiliate process Middle Name: | | (if none, leave blank)
will be grayed out

*Last Name: | ouse | (Enter "no lastname" if not known)

Name Suffix: | | (i.e. Ir., 5r.. stc.)

Contact Information

*Local Home Address: |1859 E Anaheim Lane |

Data that was not Address Line 2: | |
ompleted will be open fo *City: |Tempe |

editing. *State: |AF
*Zip Code: 85296
*Country: |USA |

*Primary FPhone: |[480}894—1431 |

*Email Address: |MINNIEMOUSE@disney.c0m | (no email, input user email)

Biographic Information

*SSN: |601-78-5542 |

“Date of Birth: |17 7950 | (mm/DDAYYYY)
*Gender: | F-Female V|
*Marital Status: | Married V|
*Highest Educatien: | D-Some College V|
*Ethnicity: | W-White |
Country of Citizenship: | Q (non US resident only)

**Please Note it is not an option to use the Department address, as this viol&ederal laws
stating that a W2 cannot be delivered to the employer.

Step 7 Select Recruiting Type. This will be the method in which you recruited for the position.

|
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