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Use this 
screen for: 

Quickly assessing what hiring forms are pending, in process, or completed. 

Reminders • Only requisitions with a hired candidate will appear on this page. 
• Forms can be filled out anytime within 90 days of hiring an applicant. 
• Any HIRES user that has access to a particular requisition can save and submit forms for HR 

approval. This is unlike PeopleSoft, where only the user who creates a form can edit it. 
• Ensure that you have all supporting documentation (tax forms, I-9, etc.) prior to completing the 

appropriate form. 
• The New Hire Form transmits new employee data to PeopleSoft. Only HR Users can transmit 

forms to PeopleSoft. 
• The Transfer, Rehire, and Add Concurrent Job forms are “print only.” 
• Data will be keyed into PeopleSoft using upper and lower case; forms should be completed in the 

same way. Phone numbers will auto-format. You may add phone extensions. 
• If the employee is not a US citizen, complete and submit a Foreign National Information Form 

(FNIF). 

Section One: Requisitions With No Forms 
Section  Key Points Screen Shot 

 • Selecting Req. links to the requisition 
summary page. 

• On the Requisition Summary page, you 
can select the appropriate form button for 
your transaction. 

 
• Selecting Name links to the candidate 

information page. 
 

Section Two: Forms In Process 
 Key Points Screen Shot 

 • Selecting Form Type links to the form 
screen. 

• To change forms, select the Req. link and 
choose the appropriate form button on the 
Requisition Summary page. 

 
• Form Status shows the current state of 

process for a particular form. 
• Saved: Form has been started, but data 

is not validated and ready for HR user 
approval. 

• Submitted: Data has been validated 
through the system edits, and form is 
ready for HR user approval. 

• In Process: (New Hire Form Only) 
Transmittal of form to PeopleSoft has 
begun, but is not completed. Select the 
In Process link to read the messages 
from PeopleSoft and then  take the 
appropriate action. 

• Error: (New Hire form only) Transmittal 
of form to PeopleSoft has begun, but 
error messages have been returned. 
Select the Error link to read the 
messages from PeopleSoft and take the 
appropriate action. 
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Section Three: Completed Forms 

Section  Key Points Screen Shot 

 For a New Hire form: 
• Forms in this section have been 

successfully transmitted to PeopleSoft. 
• Selecting Successful links to the screen 

displaying the successful message from 
PeopleSoft. The employee’s HUID 
number can be found on this page. 

 
For a Transfer, Rehire, or Add Concurrent 
Job Form: 
• Successful indicates that an HR user has 

reviewed the form data and clicked the 
Complete button at the bottom of the 
form. At this point the form can be printed 
and sent to Payroll. 
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