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HR On Boarding in iSupport 

Process Guide 

HR On Boarding High Level Process 
The HR On Boarding in iSupport process involves the following steps: 

1. The Hiring Manager opens a change request ticket to submit the selection packet. 

2. The On Boarding Coordinator assigns the ticket to the appropriate Workforce Planning Analyst. 

3. The Workforce Planning Analyst updates the ticket after selection packet is reviewed, the 
LiveScan is complete (if applicable) and approval to extend offer is given. The Analyst updates 
the ticket again when all appointment details are received from the Hiring Manager. 

4. The On Boarding Coordinator updates the ticket when the offer letter is sent and received. 

5. Employee Services closes the ticket once the employee is hired in PeopleSoft. 

6. The Hiring Manager receives notification once the ticket is completed and closed. 

Creating the Change Request 
The HR On Boarding process begins when the Hiring Manager opens a new change ticket.  

1. Follow the link to the 
right, or in the Manager’s 
Toolkit on the HR 
website (Employees > 
MPP Toolkit > On 
Boarding Change 
Request), to begin the 
initial change ticket. 

 

https://isupport.sjsu.edu/User/Change/New?itemGuid=593af4c1-116e-4329-
9911-b1fc56aacd91&templateIdentifier=43&tutorialIdentifier=0 

The Login window 
displays. 

1. Complete the required 
information (all fields 
marked with !): 

A. Username – this is 
your SJSU email 
address 

B. Password – this is 
your SJSUOne 
password 

2. Click Login.  

https://isupport.sjsu.edu/User/Change/New?itemGuid=593af4c1-116e-4329-9911-b1fc56aacd91&templateIdentifier=43&tutorialIdentifier=0
https://isupport.sjsu.edu/User/Change/New?itemGuid=593af4c1-116e-4329-9911-b1fc56aacd91&templateIdentifier=43&tutorialIdentifier=0
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The ticket entry window 
displays. 

1. Enter the following 
information: 

A. Name of Final 
Candidate 

B. Job ID  
C. Department 

2. Attach the Application 
and Interview 
Evaluations as well as 
the background and 
reference check release 
form(s). You can attach 
files by dragging and 
dropping them into the 
ticket or by clicking the 
Select File button. 

3. Click Save. 

 

 

If the save was successful, 
a popup window will 
provide the change 
number for the master 
ticket.  
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You will also receive a 
confirmation email. 
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Once Workforce Planning 
has reviewed and 
approved the selection 
packet, and the LiveScan 
is complete (if applicable), 
an Approval to Extend 
Offer email will be sent. 

1. If the candidate accepts 
the job offer, respond to 
this email with the 
following information: 

A. Preferred Name for 
Email & Directory 

B. Former 
Employee/Student  

C. Work Days 

D. Work Hours 

E. Reports to 

F. Start Date 

G. End Date 
(Temporary) 

H. Starting Salary 
Accepted 

I. Offer Extended by 

J. Date Offer Extended 

K. Date Offer Accepted 

L. Moving Expenses 
Allowed 

M. Maximum CSU 
Vacation Hours to 
be Transferred (max 
80 hours) 

2. If the candidate declines 
the job offer, respond to 
this email with the 
following information: 

A. Date Offer 
Extended 

B. Date Offer Declined 
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C. Reason Offer 
Declined 

 

Do not change the email address when you’re responding. It will be sent through the 
iSupport system so all communication is contained in the ticket. An Employee Profile is no 
longer required. 

Once the offer letter has 
been received by 
Workforce Planning and 
Employee Services has 
processed the 
appointment, you will 
receive an email 
notification. 
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