Special Payroll Workflow

Dept finds appropriate
search in “View My
Team Searches,” goes to
Notes/Documents and
emails URL to
Prospective Hire

Department selects
prospective hire’s
hyperlinked name and
selects the create offer
hyperlink

Dept updates
prospective hire
status to
Preliminary Offer
Decided.

Dept changes offer
to indicate Special
Payroll

“Search” already
exists

Prospective
Hire Applies

Once the hire
request is approved,
Dept changes
candidate status to
Make Online Offer.

Offer request is routed
through approval
workflow and is
completely approved

Dept completes all
applicable offer

Dept merges offer
letter and makes any
changes, if necessary

Dept submits
offer request for

fields approval

Candidate receives email, logs into
portal, accepts offer, and completes
New Hire Form.

Online background check begins

Onboarding
tasks begin

Dept submits SmartHR, where
most fields have been pre-
populated from Page-Up.

Does the Dept need to:
1.) hire this person again in the
same search?
2.) renew the person?
3.) enter a data change?

Dept updates
prospective hire
status to Next
Request.

Dept selects the person’s

hyperlinked name, a new

window opens, and they

select the hyperlink under
the offer heading

On the hire request,
Dept clicks the NEW
REQUEST button in the
history section.

YES

Dept completes all
applicable offer
fields

Dept merges offer
letter and makes any
changes, if necessary

Dept submits offer
request for approval

Offer request is routed
through approval
workflow and is
completely approved

Once the hire request is
approved, Dept changes
candidate status to
Make Online Offer.
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