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Staff Employment: Recruitment STA01
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Process 
Applications
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Application
Job Posting
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Job Posting 
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Document
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Applications
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Job Posting
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Job Posting 
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10 Consider using e-
Recruit or People 
Admin

10

PS Client
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Staff Employment:  Ecclesiastical Clearance STA02

Activity

Contact Bishop

Document

Ecclesiastical 
Clearance Form

E
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p
l
o
y
e
e

Ecclesiastical 
Specialist

Activity

Update Clearance 
Status Department notified
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Specialist
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Ecclesiastical 
Specialist

Electronic 
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PS Client

Electronic 
Resource

PS Client

1

1 TEP outside PS 
with interface

2 May be electronic 
in the upgrade

Activity

Notify Department

2

11 An electronic 
intervention (will be 
first step 
electronically)

Department calls 
regarding final 

candidate
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Activity

Submit Web 
Request

Document

Employee Action 
Form

Activity

Process Action 
Form

All Part Time
(Temporary, On Call,

Category I & II)  

E
m
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l
o
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Front Desk 
Student

Electronic 
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PS Web

New Employee 
Enters

Full Time

Department
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Staff Employment:  Hiring Front Desk (p.1) STA03

Approved Part Time
(Category I & II)

Part Time
(Temporary, On Call)

Activity

Give Auth TBW

New Employee

C
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s
t
o
m
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E
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Front Desk Student

Document

Authorization to 
begin work

END

3 Going Electronic 
(DD & W4)

Document
Document

Documents

      Hiring Paperwork
- SS Card
- I-9
- W4
- Direct Deposit
- Supplemental Data Form
- Ecclesiastical Clearance

3

Faculty

p. 
2

p. 
3

p. 
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Staff Employment:  Hiring Front Desk (p.2) STA03
Activity

Process Action 
Form
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Policy Review
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Full Time
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Send to 
Employee 
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Document
Document
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- Auth TBW
- Benefits 
Referral
- Review Form
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Send File 
(paperwork) to 
Compensation

Delay
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E
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e Screener

E
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Powerpoint
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Document

I-9 Form
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C
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t
o
m
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Document
Document

Documents

           Hiring Paperwork
- SS Card
- I-9
- W-4
- Direct Deposit
- Supplemental Data 
Form

- Ecclesiastical 
Clearance
- Position Vacancy
- References
- Feedback
- Application

p.1
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Staff Employment:  Hiring Front Desk (p.3) STA03

Activity

Complete 
Paperwork

Activity

Give Auth TBW

New Employee
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Faculty
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Send to Faculty 
Personnel
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Document
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Document

Copy of I-9
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C
u
s
t
o
m
e
r

END

Document
Document

Documents
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- Direct Deposit

Wait for I-9 to be 
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o
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5 Con-Ed also
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Enter/ Validate I-9

5
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Staff Employment:  Hiring Front Desk (p.4) STA03

Activity

Policy Review

Activity

Send Employee to 
Benefits

E
m
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o
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(Category I & II)
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Send File to Back 
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E
m
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o
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Document

Benefits Referral 
Form

Document

Part Time 
Personnel File
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C
u
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END
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Screener

Document
Document

Documents

- Auth TBW
- Benefits Referral
- Review Form
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Staff Employment:  Hiring Back Office STA04

Activity

Approve (Review) 
File

Activity

Review and Process 
Web Request

E
m
p
l
o
y
e
e

Back Desk Staff

New Employee File 
Arrives in Bin (Part 

Time only)

Activity

Enter/ Validate I-9

E
m
p
l
o
y
e
e

Back Desk Staff

Document

I-9 Form

END

E
m
p
l
o
y
e
e

Back Desk Staff

Document
Document

Documents

-Part Time Personnel File
-Ecclesiastical 
Endorsement
-Wage Approval Form
-Part Time Position 
Approval

Electronic 
Resource

PS Client

E
m
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l
o
y
e
e

I-9 Specialist

4 Auto Email 
generated to 
department

Electronic 
Resource

PS Client
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Staff Employment:  Annual Hours Monitoring STA05

Activity

Notify Department

E
m
p
l
o
y
e
e

Back Desk Staff

Wednesday after 
weekly bi-weekly pay 

period end

Document

Over 500 Hours 
Report 

(Consolidated and 
Department)

END

Electronic 
Resource

PS Client

Department

C
u
s
t
o
m
e
r
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Staff Employment:  Changes / Revisions / Terminations STA06

Activity

Submit Web 
Request

Activity

Approve changes/ 
revisions

E
m
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Back Desk Staff

Daily END

E
m
p
l
o
y
e
e

Back Desk Staff

Electronic 
Resource

PS Web

Department

C
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t
o
m
e
r

Electronic 
Resource

PS Client

Electronic 
Resource

PS Client

6 Automatic email 
generated

Activity

Process changes/ 
revisions
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Staff Employment:  Resolve Payroll Errors STA07

Activity

Resolve Payroll 
errors

E
m
p
l
o
y
e
e

Back Desk Staff

Tuesday after Bi-
weekly pay period 

ends

Document

Payroll Error Report

Report back to 
Payroll

Electronic 
Resource

PS Client

Department

C
u
s
t
o
m
e
r

E
m
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l
o
y
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e

Payroll
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Staff Employment:  Temp Monitoring STA08

Activity

Notify Department 
and Employee

Activity

Terminate Expired 
Employee

E
m
p
l
o
y
e
e
Back Desk Staff

Daily Report Run END

E
m
p
l
o
y
e
e
Back Desk Staff

Electronic 
Resource

PS Web

Electronic 
Resource

PS Client

Document

Staff Temp Report

Document
Document

Documents

-Staff Temp Term in 30 Days
-Letters/ Report

Department

C
u
s
t
o
m
e
r

Employee

C
u
s
t
o
m
e
r
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Staff Employment:  Position Management STA09

E
m
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o
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e

Back Desk Staff

Approved Position 
Packet Arrives

Document

New APT Position 
File

END

Electronic 
Resource

PS Client

Department

C
u
s
t
o
m
e
r

E
m
p
l
o
y
e
e

AAVP

7
Some require 
AAVP approval, 
some don't

Activity

Set up/ Revise 
Position

7
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Staff Employment:  New Job Codes STA10

E
m
p
l
o
y
e
e

Back Desk Staff

Approved Job Code 
info arrives

Document

Job Code 
Worksheet

END

Electronic 
Resource

PS Client

E
m
p
l
o
y
e
e

Compensation

Activity

Set up/ Revise job 
code

8

8 *IPEDS and Risk 
Management info 
entered here
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Staff Employment:  I-9 Reports/ Letters STA11

9 -Part Time
-Full Time
-Faculty
-Continuing Education
-Student

E
m
p
l
o
y
e
e

Back Desk Staff

Daily I-9 Report Run

Document

Letters/Reports

END

Electronic 
Resource

PS Client

Activity

Terminate Expired 
Employee

E
m
p
l
o
y
e
e

Back Desk Staff
Electronic 
Resource

PS Client

Document

I-9 Report

Department

C
u
s
t
o
m
e
r

(all) Employee

C
u
s
t
o
m
e
r

Activity

Notify Department 
and Employee

9
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Staff Employment:  Auto-Terminate Inactive Employees STA12

E
m
p
l
o
y
e
e

Back Desk Staff

Daily Automatic 
Termination Report

END

Electronic 
Resource

PS Client

Activity

Review/ Validate/
Correct Automatic 

Termination Report

Terminate 
Inactive 
Employees


