Future Hire and Onboard Training


[image: ]

[image: ] 



	Step
	Field Name
	Action
	Additional Information

	1. 
	Hire Tab
	Click on the Hire tab to display candidate..
	

	2. 
	Candidate Name
	Right-click on the candidate’s name, then select Hire.
	The Request to Hire pop-up window will display.
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	Step
	Field Name
	Action
	Additional Information

	3. 
	Enter Today’s Date
	Enter the today’s date.
	

	4. 
	Reason
	Click the arrow [image: ], select the appropriate reason, and then click the Select button.
	Options:
· New Hire
· Rehire

	5. 
	Employment ID
	If they have or ever had an EIN (rehire, transfer,etc.), click the arrow [image: ], search for candidate, then click the Select button.
	If a New Hire, leave field blank.

	6. 
	Work Assignment Option
	Click the drop-down arrow [image: ], select Create New Work Assignment.
	Do not use Update First Work Assignment.

	7. 
	Title
	Enter Mr., Mrs., Ms., or leave blank if unknown.
	

	8. 
	First Name
	No action required.
	This field is auto-filled.

	9. 
	Middle Name
	No action required.
	This field is auto-filled.

	10. 
	Last Name
	No action required.
	This field is auto-filled.

	11. 
	Preferred First Name
	No action required.
	This field is auto-filled.  Correct this field, if necessary.

	12. 
	Preferred Last Name
	No action required.
	This field is auto-filled.  Correct this field, if necessary.

	13. 
	Home Country
	Click the arrow [image: ], choose U.S., and then click the Select button.
	

	14. 
	Relationship to Organization
	No action required.
	This field is auto-filled.

	15. 
	Relationship Status
	Click the arrow [image: ] and select the Relationship Status.
	i.e., A1

	16. 
	Work Type
	No action required.
	This field is auto-filled.  Correct this field, if necessary.

	17. 
	State Application on File
	Click the check box stating there is a State Application on file (either electronically or paper)
	This is a mandatory field as it is required to have the candidate complete the State application

	18. 
	Source
	No action required.
	This field is auto-filled.  Correct this field, if necessary.

	19. 
	Specific Source
	No action required.
	Leave field blank.

	20. 
	Referring Source
	No action required.
	Leave field blank.

	21. 
	Identification Number
	Enter the candidate’s Social Security Number (no dashes).
	Leave blank and enter EIN if they ever had one established.

	22. 
	Birthdate
	Enter the candidate’s birthdate.
	If not known, leave blank.

	23. 
	Gender
	Click the drop-down arrow [image: ], and then select the appropriate option.
	

	24. 
	Marital Status
	Click the drop-down arrow [image: ], and then select the appropriate option.
	If not known, leave blank.

	25. 
	Start Date
	Enter the candidate’s Hire Date.
	

	26. 
	Adjusted Start Date
	Enter the same date as Start Date Field.
	If not a new hire, this field will need to be corrected by HR Operations staff.

	27. 
	First Date Worked
	Enter the same date as Start Date Field.
	If not a new hire, this field will need to be corrected by HR Operations staff.

	28. 
	Anniversary Date
	Enter the same date as Start Date Field.
	If not a new hire, this field will need to be corrected by HR Operations staff.

	29. 
	Seniority Date
	Enter the same date as Start Date Field.
	If not a new hire, this field will need to be corrected by HR Operations staff.

	30. 
	Position
	No action required.
	This field is auto-filled.  Correct this field, if necessary.

	31. 
	Job
	No action required.
	This field is auto-filled.  Correct this field, if necessary.

	32. 
	Organization Unit
	No action required.
	Leave field blank.

	33. 
	Location
	No action required.
	This field is auto-filled.  Correct this field, if necessary.

	34. 
	Work Schedule
	No action required.
	This field is auto-filled.  Correct this field, if necessary.

	35. 
	Shift
	No action required.
	1, 2, or 3

	36. 
	Pay Rate
	No action required.
	This field is auto-filled.  Correct this field, if necessary.

	37. 
	Pay Rate Currency
	Select USD.
	

	38. 
	Pay Rate Type
	No action required.
	This field is auto-filled.  Correct this field, if necessary.

	39. 
	Pay Frequency
	No action required.
	This field is auto-filled.  Correct this field, if necessary.

	40. 
	Full Time Equivalent
	No action required.
	This field is auto-filled. 

	41. 
	Full Time Annual Hours
	No action required.
	This field is auto-filled. 

	42. 
	Country 
	Select US.
	

	43. 
	Street Address
	No action required.
	This field is auto-filled.  Correct this field, if necessary.

	44. 
	City
	No action required.
	This field is auto-filled.  Correct this field, if necessary.

	45. 
	State/Province
	No action required.
	This field is auto-filled.  Correct this field, if necessary.

	46. 
	Post Code
	No action required.
	This field is auto-filled.  Correct this field, if necessary.

	47. 
	County/District
	No action required.
	This field is auto-filled.  Correct this field, if necessary.

	48. 
	Contact Email Address
	No action required.
	This field is auto-filled.  Correct this field, if necessary.

	49. 
	Preferred Email Contact
	Check the box to select this option.
	

	50. 
	Used As Work Email
	Check the box to select this option.
	If not applicable, leave blank.

	51. 
	Submit Button
	Click the Submit button.
	This action will trigger an email to your HRIS staff to complete the hire process.  Note:  If this is a new hire, the EIN is generated with this step.





You will receive a confirmation email that the hire was processed in Talent Successfully:
[image: ]

If you receive a different email about an error, please read the instructions on the error email to resolve. This may include if you entered the SS# instead of the EIN for a rehire. If an EIN exists for a candidate (rehire, transfer, etc.) you must enter the EIN instead of the SS# on the hire form. If there is no EIN for the candidate as they are a first time new hire, you must enter the SS#.
After the confirmation email is received,  the candidate is put in a holding file until the process flow runs to create the EIN. The EIN processes 4 times a day: 9 AM, 12 PM, 3 PM and 5 PM.
You (or your designated HRIS entry person) will receive another email when the EIN is created in HRIS. The email with the new EIN will look like the following:
[image: ]

The day after the EIN is created, the new hire packet will be sent to the candidate from Onboard AZ. You will need to notify the candidate that they will be receiving an email from Onboard AZ – you can do this at the time you make the offer to the candidate (or add it to your offer letter) and get their SS# (as needed for the hire action).

Below is a copy of the Onboard AZ email the candidate will receive:
[image: ]

As of today, Onboard AZ packets are only created when there is a new EIN- it isn’t generated for transfers, promotions or interagency transfers. You will need to create a manual packet on the Onboard AZ site for these candidates. 

Other Examples of emails you will receive depending on the type of hire action processed in Talent:
[image: ]
Job change email- You will receive this if the employee is active and in the same agency. You don’t need to know this when you enter the hire action, the system will compare the data between HRIS and Talent. No data is sent to HRIS for a job change from Talent- only an email to notify you. The Onboard AZ packet is not created for a job change automatically, you must create it manually if you would like to send one out.
[image: ]
Rehire email- You will receive this if the employee is terminated in HRIS, but was last employed with the same agency. You don’t need to know this when you enter the hire action, the system will compare the data between HRIS and Talent. No data is sent to HRIS for a rehire from Talent- only an email to notify you. The Onboard AZ packet is not created for a rehire automatically, you must create it manually.
[image: ]
Rehire email- You will receive this if the employee was last employed with a different agency than yours. You don’t need to know this when you enter the hire action, the system will compare the data between HRIS and Talent. No data is sent to HRIS for an interagency transfer from Talent- only an email to notify you. You still need to follow the existing process for Interagency Transfers (complete paperwork, etc.). 




[image: ]
Futurehire not processed email. If you enter a futurehire and the hire date is in the past, a futurehire will not be created in HRIS nor will an Onboard AZ packet get sent out. You will need to enter the new hire in HRIS ”the old way” and will need to go to Onboard AZ and manually create a packet.

Once the futurehire has been created in HRIS, you can go through the steps the hire the candidate using the HR Initiator manual on the HRIS website:
http://www.hr.az.gov/HRIS/HRIS_Lesson.asp
The lesson is “New Hire Training with Talent Acquisition” when the futurehire EIN has been created. 
If you need to enter board/commission members or enter a hire in HRIS without the EIN having been created yet ”the old way”, you can follow the lesson called “New Hire Training for Board/Commission members”.
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From: HreApproval@azdoa.gov

Tor Diler @azdes.gov

« Kimberly Adems

Subject: Confirmation of hire for 343026 - Eresto Espino
Dear DAVID MILLER,

Your request to hire candidate 343026 - Emesto Espino (Reguisition #16543 - LGL ASST 2) has been confirmed in Talent Acquisition:

Reason: Hire
Last Name: Espino

First Name: Ernesto
Home Phone: 7382281
EIN: Not Yet Established
Position #: SDE000013887
Hire Date: 07/06/2015
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From: FuturetireNotification @azdoa.gov

Tor Hiing Gateway Help
« HRISHelpDesk
Subject: Future Hire EIN 164804 Anna Nusenbaum is waiting to be hired

The following candidate has been successfully added as a future hire:

Futur

Desaription Value

ILTM Requisition Number([16347 - HUMAN SVCS SPCT 2
[Name |Anna Nusenbaum

[Home Phone 5749311

[EIN [164804

PProcess Level IDE2NO - DE-DDD-NORTH REGION|
Position [SDE000023748

[Future Hire Date )7/06/2015

Job Title [HUMAN SVCS SPCT 2

job Code JAUNO3715

You may continue the hire process on the XP52.1 at the appropriate time to process the remainder of the hire action.

Please click here to login into HRIS/ YES.
Please contact HRIS for any related information.

Thank you.
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Subject:  Your OnBoard Arizona New Hire Documents

Kimbedy Adams:

Welcome to the State of Arizona. We are delighted you are joining us. In advance of your first day of employment, we invite you to visit
OnBoard Arizona..a specialized web site to aid your transition to the State. This web site provides an introduction to our organization,
allows verification of key employment information, and gives you an option for completing your mandatory new hire paperwork online.
Here's how to get started:

Go to the: OnBoard Arizona Support Center

If you experience trouble with the hyperlink, you may copy and paste the following url into your browser's address bar
hitps:/hrxtest?.talx. com EmplovmentCenter/default aspxdivisionid=76

Use the following login id and password for authentication:
Login ID : kiadams28

Password : Last 4 digits of your Social Security Number

You should plan on spending approximately 3045 minutes with OnBoard Arizona to review the site and complete your new hire
documents. Please read the instructions at the top of each page carefully. You will read and electronically initial cach form, designating
that you have read and/or agree with each of the documents.

If you have any difficulty accessing OnBoard Arizona or have questions on the new hire documents, please contact us at
Iremp@azdoa gov or (602)542-5482. We look forward to secing you on your first day. Thank you!

Sincerely,

Human Resources
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From: FuturetireNotification@azdoa.gov.

Tor Hring Gateway Help

«

Subject Job Change159572-DAISY REVNOSO.

DAISY REYNOSO has been added to the XPS2 by Talent Acquisition. Please go to the XP52 to complete the Job Change actions.

Description Talent Value HRIS Value

[Process Leve|DES21 - DE-DERS ESA DISTRICT IDE521 - DE-DERS ESA DISTRICT
[Position __|SDE000021548 [SDE000016831

[Status cx b1

Please cick hereto logininto HRIS/ YES
Please contact RIS for any related information.
Thank you
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From: FuturereNotfication @azdoa.gov
Tor HRDATABRIDGES @AZDOT. GOV

Subject  Rehire -138021-£DIKA ZARBROUDI

‘EDIKA ZARBROUDI has been added as a rehire by Talent Acquisition. Please go to the XPS2 to complete the Rehire actions.

Description Talent Value HRIS Value

[Process Leve|DT710 - DT-HWYS DEVELOPMENT & ADMINIDT730 - DT-HWYS CONSTRUCTION|
[Position __|SDT000009096 lDT013707AIN

[Status cx r2

Please cick hereto logininto HRIS/ YES
Please contact RIS for any related information.
Thank you
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From: FuturereNotfication @azdoa.gov

Tor HRDATABRIDGES @AZDOT. GOV

«

Subject  Interagency Transfer -163520-AMY LIN

Aninteragency transfer s waiting to be processed on the XPS2. Please coordinate the interagency transfer with the appropriate parties.

Description Talent Value HRIS Value

[Process Leve|DT710 - DT-HWYS DEVELOPMENT & ADMINIGF200 - GF-SPECIAL SERVICES DIVISION]
[Position __|SDT000009096 [SGF000000705

[Status cx b2

Please cick hereto logininto HRIS/ YES
Please contact RIS for any related information.
Thank you
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The following candidate's future hire action was NOT processed because the hire date is before today's date.
appropriate effective dates.

Desaription Value

[LTM Requisition Number[10303 - HABLN TECH 2

[Name |Amanda Pefu

[Home Phone

[EIN

PProcess Level [DE2AO - DE-DDD-ATP-COOLIDGE|
Position [SDE000000340

[Future Hire Date 6/22/2015

Job Title [HABLN TECH 2

job Code |AUN08260

‘Please take the necessary steps (f any) at the earkest

Please cick hereto loginnto HRIS/ YES.
Thank you.
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b - Adding Notes To Title Enter Mr Mrs., Vis., orleave
4 Routing Requistions. blank if unknown.
s First Name No action required. This field is auto-filled
Triggering Events: ‘Middle Name No action required. This field is auto-filled.
Prerequisites:
— ‘State of Arizona - Process Instucions Fage 38
4 Process a Pending Rea,
Triggering Events:
Prerequisites:
Instructions / Gu
- Adding Questions
Post Re.
T 1| Last Name No action required This field s auto-filed
2| Suffix Tnput Suffixif known, orleave
- Example of email blank
3. | Professional No action required Teave field biank
Review Applicants for Designation
4. | Preferred First Name | No action required. This field s auto-filed. Correct
Emailto Hiring Manag. ths field, if necessary.
4 Route Selected Candid. 5. | Preforred Last Name | No action required. “This field s auto-filed. Correct
~Example of email this field, if necessary
= 16| Home Country Click the arrow L choose US.,
and then click the Select button. B
[ completngthe Reaue..| 7. | Relationship to No action required This field s auto-filed.
Organization
18_| Relationship Status o action required Toave field biank
Cresting An Appiictio 9. | Work Type 'No action required This field s auto-filed. Correct
19 An ApP! this field, if necessary.
Email Denial Letterto 20| Working Remotely Ciick the check box f the TFnot applicable, leave check
candidate is working remotely. box unchecked
21| Source No action required “This field s auto-filed. Correct d
this field, if necessary
22| Specific Source No action required Leave field blank. °
Referrina_Source No action required Leave field blank 5
Page; 400147 | Words:5095 | B | [y m—)





