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Agency or HR  
Boards employee in 

ADP

HR Data enters 
Personal Data; 

emails EID to New 
Hire Authorizer

New Hire Authorizer 
enters POB request

New Hire Authorizer 
prepares/routes 
Workflow to HR 

Consultant

Employee completes 
new hire paperwork 

with HR (BEFORE                 
1st day of work)

HR Data updates 
employee’s personal 

data

HR Data enters 
Workflow; notifies 

New Hire Authorizer

HR Consultant 
reviews and 

approves Workflow

New Hire Authorizer 
routes Job Workflow 
for agency approval

END

START
Agency directs 

employee to meet 
with HR

Accept Offer

Generate EID

Complete New Hire 
Paperwork in HR

Process New Hire
(I-9/E-Verify)

Update Personal 
Data 

Employee
Responsibilities

HR
Responsibilities

Approve and Enter 
Workflow

Enter POB request
  * IS
  * Facilities
  * Other?

Prepare Workflow 
and get approved

Ensure employee 
meets with HR

Agency
Responsibilities

N e w  H i r e  P r o c e s s

Completes OLA

Employee completes 
OLA

(Online Application)

HR Data enters and 
Emergency Contact 

and takes photo

Payroll Coordinator 
enters Time 

Reporter Data

Enter Time Reporter 
Data




