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How to Hire Employees using eHire 
The eHire process is the front end application used to submit a hiring request to be processed 
ƛƴ ǘƻ tŜƻǇƭŜ{ƻŦǘΦ  ¢ƘŜ ŜƳǇƭƻȅŜŜΩǎ Ƨƻō ƛƴformation is submitted through the eHire application 
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 begin once your candidate has accepted the job offer and an Affiliate 
ID/Employee ID number has been identified or established for the candidate. 
 
  
 
 
 
 
 
 
 
  
 
 
 
 
 
 
 
 
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 processing.  Please refer to the Student Hiring Business Process Guide for more 
detailed information on this process. 
 
 
 
 
 
 
 

1 

2 

3 

4 

Recruit for candidate - TAM, Emergency 
Hire, Focused Recruitment process or 
Academic Recruitment process. 
 
Select candidate & candidate accepts 
offer 
 
Courtesy Affiliate process ς to identify 
or create an Affiliate ID number for the 
employee 
 
Process eHire to create a job record in 
PeopleSoft for your employee. 

Process Diagram 

http://students.asu.edu/files/on-campus-employment-training-2010-02-10.pdf
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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 

Type of Hire 
eHire 

process 

Online 
Renewal 
Process 

Manager Self 
Service 

Student Hire 
Form 

New Hire X    

Hire for Additional Job X    

Rehire X    

Transfer X    

Competitive Promotion X    

Promotion (Internal)   X  

Competitive Demotion X    

Faculty/AP/Grad Online 
Renewal 

 X   

Faculty/AP/Grad  Online 
Renewal (Not on 
Renewal Page or 
receiving an error with 
the application) 

X    

AD Hoc Salary Change   X  

Student Worker Hire    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 PeopleSoft (https://hrsa .oasis.asu.edu) 
Navigate to ASU Customizations > ASU Security > Manage Security Requests>My Security 
Access Roles 
 
To request a role, go to: http://asu.edu/oasis/support/Access.html 
 

How to apply for these roles  
The security roles should be distributed according to your ŘŜǇŀǊǘƳŜƴǘΩǎ ƛƴǘŜǊƴŀƭ ōǳǎƛƴŜǎǎ 
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. 
  

http://asu.edu/oasis/support/Access.html
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Here are the roles that you or someone within your department will need in order to start the 
process.   

Access these roles will provide  
 

Position Management Security Roles 

 
HCM Dept Financial Mgr:  Provides you with the ability to update the funding that is tied to a 
position number. 
HCM Dept Position Manager:  Provides you with the ability to review and create or modify a 
position number. 
 
eHire Roles 

 
Add/Update Courtesy: Provides you with the ability to search for existing Employee ID 
(previous known as the Affiliate ID numbers), create 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 candidate must 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 training and obtain the Add/Update Courtesy security 
role.  

 
This class is offered in person.  Make a reservation at http://dlt.asu.edu/workshop 
To request a role, go to: https://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 role. This role is not currently available for request through 
PeopleSoft. The role will be automatically be assigned to you once you have attended the 
training. 

http://dlt.asu.edu/workshop
https://www.asu.edu/go/oasis/AddSecurityRequest/


October 2010 Hiring (eHire Process) Review Page 6 

 

 
You can sign up for training by visiting our Learning Management Services website. 
Click on Search and enroll in training and sign in using your ASURITE and password.  You can 
search for the class by typing in E-HIRE. 
 
 

Before You Start: 

Department Procedures  
This training guide has been created to instruct departments on how to process actions after they have 
completed all of the preliminary work within their department.  Departments should follow their current 
internal business processes to obtain their internal approvals and to determine an appropriate recruiting 
method.  Typically this can include notifying/working with the Primary Business Officer within your 
5ŜŀƴΩǎ ƻŦŦƛŎŜΦ 
 

University Required Approvals / Documentation  
All documentation can be eFaxed to Data Management at 480-993-0005 or emailed to 
DataManagement@asu.edu 
 

Please send all original documentation (New Employee Payroll Packet, Resume, signed Offer 
Letter, I-9, etc.) to the Employee Service Center. 
 
 

Approval Guidelines 

NO APPROVAL REQUIRED 
Approval will not be required (beyond following the current internal business process of their 

department/VP area) for the following hires: 

 Graduates/Post Doctoral Scholars/Student Workers 
 
APPROVAL REQUIRED 
For all other Hiring Requests, please see: 

 Employment Action Approvals for Business and Finance VP areas and the Office of the President 

 Employment Action Approvals ŦƻǊ !ŎŀŘŜƳƛŎ ŀǊŜŀǎ ǊŜǇƻǊǘƛƴƎ ǳǇ ǘƻ ǘƘŜ tǊƻǾƻǎǘΩǎ hŦŦƛŎŜ should 

ǊŜŦŜǊ ǘƻ ǘƘŜ άDǳƛŘŜƭƛƴŜǎ ŦƻǊ IƛǊƛƴƎΣ ŜǘŎΦέ ŜƳŀƛƭ ǎŜƴǘ ŦǊƻƳ ǘƘŜ tǊƻǾƻǎǘΩǎ hŦŦƛŎŜ ŘŀǘŜŘ hŎǘƻōŜǊ сΣ 

2009.  

A Compensation Review wƛƭƭ ōŜ ǊŜǉǳƛǊŜŘ ŦǊƻƳ hIwΩǎ !ǎǎƛǎǘŀƴǘ 5ƛǊŜŎǘƻǊ ƻǊ /ƻƳǇŜƴǎŀǘƛƻƴ for 
the following Classified and Service Professional transactions: 

 Position Reclassifications 

 Promotions 
 

All approvals emails sent from President, Provost or CFO to OHR and will be matched up with 
hiring the appropriate hiring documents.  
 

http://cfo.asu.edu/hr-development
mailto:DataManagement@asu.edu
http://cfo.asu.edu/fs-employmentactionapproval
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NOTE: Offer letters signed by the appropriate approval level would also act as approval 
documentation.  An approval email would not 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 the finalist candidate and the candidate should have accepted the offer.  For 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 (Talent Acquisition 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 
approved by the Recruitment & Selection Department (i.e. job offer changed to accept) prior to 
submitting your eHire: 

 Classified/Service Professional  ς Competitive TAM 

 Classified ς Emergency Hire 

 Classified/Service Professional ς Focused Recruitment 
 

Data Management will be reviewing all 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 Management 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 Management cannot 
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 current TAM Training Digests for the Competitive, Focused Recruitment & Emergency Hire 
processes can be located on the Recruitment and Selection website. 

 

Required Documentation 

New Hires 

Once an offer has been made to the employee he/she must fill out the New 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 employee. The 
ŜƳǇƭƻȅŜŜΩǎ L-9 must be certified no later than 3 busiƴŜǎǎ Řŀȅǎ ƻŦ ǘƘŜ ŜƳǇƭƻȅŜŜΩǎ ǎǘŀǊǘ ŘŀǘŜΦ   
Fax a copy of the New Employee Payroll Packet including a copy of the certified I-9, the 
ŜƳǇƭƻȅŜŜΩǎ ǎƛƎƴŜŘ Offer Letter and the appropriate approval documentation to the Data 

http://cfo.asu.edu/hr-recruitment
http://www.asu.edu/hr/forms/payrollpacket.pdf
http://www.asu.edu/hr/forms/payrollpacket.pdf
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Management at 480-993-0005.  Please send all original documentation (i.e. New Employee 
Payroll Packet, Resume, signed Offer Letter, I-9, etc.) to the Employee Service Center. 
  
If your employee will be turning their packet in to the Employee Service Center (ESC), the ESC 
ǿƛƭƭ ŜCŀȄ ǘƘŜ ŜƳǇƭƻȅŜŜΩs packet to Data Management.  However, a copy of the signed Offer 
Letter and approval documentation will still need to be Faxed to Data Management before the 
hire can be processed.   
 
In order to process a New Hire in the eHire application the department will need to have a copy 
ƻŦ ǘƘŜ ŜƳǇƭƻȅŜŜΩǎ ASU Personal Data Form located in the New Employee Payroll Packet.  If your 
department performs the I-9 certification, your employee is presently turning in the New 
Employee Payroll Packet to your department.  You will need to keep a copy of the ASU Personal 
Data Form to be used in the Courtesy Affiliate and eHire process prior to sending the original 
documentation to OHR.  If your department does not perform the I-9 certification a copy of the 
ASU Personal Data Form will need to be obtained from the employee before he/she brings their 
New Employee Payroll Packet to the ESC for processing.  You will need to keep the copy on file 
until you have completed the eHire process.  

 

Non-Resident Aliens 
All Non Resident Aliens must bring their New Employee Payroll Packet to the Employee Service 
/ŜƴǘŜǊ ǎƻ ǘƘŀǘ ŀ bw! tŀȅǊƻƭƭ {ǇŜŎƛŀƭƛǎǘ Ŏŀƴ ǾŜǊƛŦȅ ǘƘŜ ŜƳǇƭƻȅŜŜΩǎ I-9 and process the 
ŜƳǇƭƻȅŜŜΩǎ DƭŀŎƛŜǊ tŀǇŜǊǿƻǊƪΦ  
 

All Other Hires  

In order to keep the employee files up to date the Office of Human Resources will require that a 
ǎƛƎƴŜŘ ŎƻǇȅ ƻŦ ǘƘŜ ŜƳǇƭƻȅŜŜΩǎ Offer Letter/Memorandum/Notice of Appointment and the 
appropriate Approval Documentation must be forwarded to Data Management before the 
ŜƳǇƭƻȅŜŜΩǎ ƘƛǊƛƴƎ ǇŀǇŜǊǿƻǊƪ Ŏŀƴ ōŜ ǇǊƻŎŜǎǎŜŘΦ   
 
For Rehires ς CƻǊ ŜƳǇƭƻȅŜŜΩǎ ǘƘŀǘ Řƻ ƴƻǘ ƘŀǾŜ ŀƴȅ active job records in the system, the 
employee will be required to complete a new I-9 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 I-9 form.   
 
** All rehires for Non Resident Aliens must bring their New Employee Payroll Packet/I-9 
documentation to the Employee Service Center.   
   

 

 

 
 
 

http://www.asu.edu/hr/forms/payrollpacket.pdf
http://www.asu.edu/hr/forms/payrollpacket.pdf
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Step By Step: 

Signing in to E-Hire  
Go to myASU and sign in using your ASURITE and Password 

 
Step 1: Under the My Employment menu click on the Manager tab. 

 
 
Step 2: Under the Manager tab click on the eHire link.  
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Creating a New Job 
This process is the front end hire process for ALL hires excluding Student Worker hires.  Student 
hires must be submitted to Student Employment.  The approved Student Hiring form can then 
be faxed to Data Management at 480-993-0005 for processing.   
 
 
Step 3: Click on Create New eHire(HPR).  

 
 
Step 4: Search for your candidate.   In order to obtain the most accurate search result search 
ǳǎƛƴƎ ȅƻǳǊ ŎŀƴŘƛŘŀǘŜΩǎ Affiliate/Employee ID number.  Enter the Employee (1000 or 1200) ID 
number in the Affiliate/Employee ID field. 
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LŦ ȅƻǳ Řƻ ƴƻǘ ƪƴƻǿ ȅƻǳǊ ŎŀƴŘƛŘŀǘŜΩǎ !ŦŦƛƭƛŀǘŜκ9ƳǇƭƻȅŜŜ L5 ƴǳƳōŜǊ ȅƻǳ Ƴŀȅ ǎŜŀǊŎƘ ŦƻǊ ȅƻǳǊ 
candidate using First Name, Last Name and Date of Birth.  ALL 3 fields are required when searching 
by name. Campus ID may also be included for a more accurate search result. 
 

 
**If your search does not yield a result or if you have not entered all the required search fields 
you will receive the following error message: 

 
* If the search is not bringing up your new hire, you may want to reference PeopleSoft to search 
for and/or create 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.  
 

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

 
It is important that the candidate you select to process has the same Affiliate/Employee ID, 
Full Name & Date of Birth as your employee in order to avoid processing the wrong candidate.  
If there are any discrepancies you will want to check your search criteria and verify your 
ŜƳǇƭƻȅŜŜΩǎ Affiliate/Employee ID, Full Name & Date of Birth prior to processing the candidate 
for hire.   
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** Note:  If your candidate was not returned in the search results you will need to follow the 
Early Onboard Process in order to identify or obtain an Employee ID for your candidate.  A link 
to the Early On Board process is in the results area.     
 

Completing the Hiring Process  
The Employee ID, Campus ID and HPR ID have been added to the top the eHire form: 

 
 
Step 6:  Using the ASU Personal Data Form complete all of the required fields in the personal, 
contact & biographic information sections.   The required fields have a red asterisk next to 
them.  When completing the address field please try to keep the address on the Local Home 
Address line.  Address 2 should only be used if you cannot fit the address on the first line.   
 
Any fields that were already completed during the Courtesy Affiliate process will be listed 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 adjustments in Courtesy 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 update their information 
by using Employee Self Service (ESS).   
 
Please note the system will default unknown or unspecified for the following fields: (gender, 
marital status, highest education level, & ethnicity).  If your employee has provided this 
information on their 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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**Please Note it is not an option to use the Department address, as this violates federal 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.   

 
 

 

 
 














































