
HR Process for New Hire Event                                                                                                                     
LEGEND: LIGHT BLUE boxes indicate a PeopleSoft process.  PINK boxes indicate a process done outside PeopleSoft.
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Recruiting/
Create New 
Job Opening

People Tools/ 
CSU ID 
Search

Recruiting/Find 
Applicants and select 
‘Prepare Job Offer’

Recruiting/Find 
Applicants  and select 
‘Link Applicant to Job’

Recruiting/Add New 
Applicant, then Manage 
Applicant Activity and 

select ‘Link Applicant to 
Job’

Applicant 
already in 
system?

Yes

Will an 
applicant from 
current pool be 

hired?

Recruiting/Find Job 
Openings and 

change Status Code 
to appropriate 

selection (i.e., 120 
Canceled)

Is this a 
NEW Staff 
Position?

Organizational 
Development/

Position 
Management/

Maintain 
Positions/

Budgets/Add/
Update Position 

Info

Yes

No

Staff Hire

Recruiting/
Find 

Applicants 
and select 

‘Prepare for 
Hire’

Workforce 
Administration/

Personal 
Information/

Organizational 
Relationships/
Manage Hires
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Administration/
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Identification 

Data
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Contact
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Does New 
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degree?
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CSU WorkForce 
Admin Process/
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Run PPT Report
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No
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Workforce 
Administration/

Job 
Information/ 

Job Data

Employee 
eligible for 
benefits?

Benefits/Manage Automated 
Enrollment/Events/Review 
BAS Activity and enter New 
Record for employee with 

HBE for BAS Action

Yes

No Proceed to ODT Benefits/Manage Automated 
Enrollment/Events/CSU On 

Demand Pre-Processing.  In the 
On-Demand Event Maintenance 

screen choose Health/Dental Plans 
and name Dependents.  In the CSU 

On Demand Printing tab print the 
HBE activity

Is this a Staff or 
Faculty Hire?

End of HR 
Process for New 

Hire Event

Manager Self Service/Time 
Management/Approve Time and 

Exceptions/Payble Time (note, time is 
approved by the student’s department)

Employee 
request help with 

enrolling in a 
class?

Enterprise Learning/Student 
Enrollment/Quick Enrollment 

OR Enroll Individually
Proceed to Pay

No

Is this a 
Staff Hire? Yes

No

This is Faculty or 
Student Hire, 

Proceed to PS

People Tools/ Process 
Scheduler/Process 

Monitor to review  the 
report output 

What 
type of 
Hire is 
this?

Tenure Track Faculty Hire

 Lecturer Faculty Hire

Workforce 
Administration/
Job Information/
Add Employment 

Instance

Proceed to 
ODT

Student
Hire

No

Proceed to 
PS

Proceed to 
BEN

Proceed to 
ODT

Yes

No, this is a Student Hire

Time and Labor/
CSU Time and 

Labor/CSU PIP/
CSU PIP Process

PIMS

Is 
employee 
CSU EU?
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Administration/
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Admin 
Process/CSU 

Employee 
Review

No

Yes

FTP file from 
PeopleSoft to PIMS

Employee 
Receives First 

Paycheck

Time and Labor/
Process Time/ 
Request Time 
Administration

Yes, Proceed to PIMS

Is recruitment 
still open?No
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Letter to Job 
Applicants

End 
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