Blue links available in each section for easier access to forms. Click link and “Control” key simultaneously. 


HIRING PROCESS – Budgeted Staff
This guide should be followed for all budgeted positions for 4.5 months or more and 50% effort or higher.
	Employee Name:
	Employee UIN 
NOTE:  You will also need the Social Security Number
	Employee Email Address:
	PIN: 

	Hire Date:
	Title:
	Title Code:
	FTE Rate (Hourly/Monthly):
	Source of Funding (Account/Project):

	

	Date 
Completed
	STEP
	Date Completed
	STEP

	
	Step 1-Position Description 
	
	Step 12-Check-In with IFSS-Foreign Nationals only

	
	Step 2-Vacancy Notice
	
	Step 13-Glacier- Foreign Nationals only

	
	Step 3-Applicant Review/Interviews/Hiring Matrix
	
	Step 14-iBenefits

	
	Step 4-Applicant Status Changes/New Hire Form/Attach Required Documents
	
	Step 15-New Employee Orientation/ 
Email to Employee / In-Processing
(Faculty and Staff Orientation)

	
	Step 5-Salary Approval
	
	Step 16-Form I-9 and E-Verify

	
	Step 6-Hiring Request (a.k.a. Hiring Certificate) 
	
	Step 17-EPA (Employee Payroll Action)

	
	Step 7-Offer of Employment (with contingencies)
	
	Step 18-Upload Docs to Sharepoint Record

	
	Step 8-Complete Posting in Online System
	
	Step 19-Shred Original Hiring Packet

(when confirmed employee is on payroll)

	
	Step 9-Initiation to Hire (I2H)-employee completes the Prospective Hire Form and Engineering Human Resources conducts a background check and degree verification
	
	Step 20-TimeTraq (for employees to be paid     biweekly only)

	
	Step 10-Skeleton Record in Sharepoint
	
	Step 21-LeaveTraq

	
	Step 11-Dual Employment—for employees currently employed with any TAMUS member(s)
	
	Step 22-Position Description and Personnel File

	
	
	
	

	Notes:
	


If you are aware that the prospective hire is actively working in an EPIN, please refer to the Transfer Hiring Process guide after Step 10.

NOTE:  “Active” status for a biweekly employee means the employee has NOT missed more than 2 consecutive pay periods of not working (to determine no break in service).
STEP 1:  Position Description
1. Determine if a vacant PIN is available.
2. If a vacant PIN is available review Position Description-update duties/responsibilities as necessary in EPIK and submit request. Refer to process steps on “How to Process Position Requests and PD updates in EPIK”.

3. If a vacant PIN is NOT available, a “new position” will need to be created in EPIK. Access the process steps at Engineering Human Resources Classification and Compensation and click on How to Process Position Requests and PD updates in EPIK under Processes and Guides.
A) When creating a new position in EPIK please complete the PIN Assignment in EPIK.  Steps for process are at:  Engineering Human Resources Classification and Compensation and click on PIN Assignment under Processes and Guides.

NOTE: The vacancy posting information is pulled directly from the PD summary section.
STEP 2:  Vacancy Notice
Vacancy postings for budgeted staff positions are initiated through the Online Employment System which can be accessed via Single Sign-On (SSO).
1. Create a user account at https://www.tamuengineeringjobs.com/hr . Once the account is approved, access the TAMU Engineering On-line Employment System via Single Sign-On (SSO). Click on the “Engineering Jobs” button and this will direct you to the site.
2. A “user account” is required for individuals who will hold the role of Supervisor, Division Designee, or Division Director for the posting.
NOTE: Supervisor roles are required to take on-line training PRIOR to gaining access to the Online Employment System site.  Contact Ann Perez at 458-7692 or arperez@tamu.edu to set up this training.
A) The Division Designee will initiate/create the posting.
B) The hiring department will identify the “Supervisor” when the posting is created.  Drop down menu will list all supervisors within your department.  If not listed, please contact Ann Perez at arperez@tamu.edu
C) Refer to the Online Employment Site User’s Guide for the posting process.  The guide can be found on the Engineering Human Resources website under Hiring Process & Requirements at EHR Hiring Process & Requirements, click on Division HR Staff and Approver’s User Guide under Employment Site User Access.
D) For further assistance contact: Ann Perez at 458-7692 or arperez@tamu.edu
STEP 3:  Applicant Review/Interviews/Hiring Matrix 
Positions must be posted for 5 days.  After 5 days, the posting may be closed. 
1. To close the position contact Engineering HR via email to arperez@tamu.edu
2. Hiring supervisor reviews applications and selects candidates for interviews.  Include all applicants in the active pool. 
3. Applicant Review Process
Review applications and determine if the applicant will/will not be interviewed or considered for the position. 
While reviewing applications, complete the hiring matrix. 
Hiring Matrix 
A Blank matrix and instructions are located in the Employment site. The paragraph located under the blue tabs directs you to a blank matrix form and instructions on how to complete the form.  Save a copy of the matrix on your desktop to complete.  

You can also locate a blank matrix form on our Engineering HR website at: http://tees.tamu.edu/personnel/forms/, under “Hiring” forms.

(A Matrix is not required if only 1 applicant is in the active pool.)
4. Selection of Applicants to Interview 
A) Under column O of the matrix, Applicants with the highest “Application Score”, NOT their “Total Score”, should be interviewed.
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B) Look at the Application Score of all the applicants who will be interviewed.  If any other applicant has that same Application Score or higher, they too must be interviewed.
NOTE:  If there is a specific reason why a highly scored applicant is not interviewed, make note in the designated area at the bottom of the matrix.  This note should match the applicant’s status in the employment site. 
C) For candidates who will be interviewed, change the status to “Interviewing” in the employment site.  After interviewing and determining they will not be considered, change the status to “Interviewed-Not Hired” and indicate a reason why.
D) When conducting interviews, each applicant should be asked the same questions and responses should be documented.  Interview notes for all interviewed applicants are required and will be attached under the “hiring documents” section in the employment site.  (Sample questions are available in Staffing Guide. http://engrportal.tamu.edu/ TEES Administration / Personnel / Staffing Guide.)
STEP 4:  Applicant Status Changes/New Hire Form/Attach Required Documents
1. As it is determined which candidates will NOT be considered for the position, change the status within the online employment system to “Not Hired” and indicate the reason why. 
2. Upon determination of final candidate to hire, the applicant status needs to be changed to “hiring pending”.  This will automatically populate the final candidate’s name in the New Hire form.
3. Conduct reference checks on final candidate ONLY. (Reference check form & questions are available in the Staffing Guide (http://engrportal.tamu.edu/ TEES Administration/ Personnel/ Staffing Guide) or from the “Forms” page of the website under the Interview & Selection Documentation) 

4. The Supervisor will need to locate the New Hire Form tab in the employment site and complete the form.
5. Upload and attach ONLY the required documents under the “hiring documents” section of this posting. 
Required docs are:
A) Hiring matrix (Signature required in top left box of form)
B) Interview notes for ALL applicants interviewed.

C) Reference checks – on the final applicant ONLY.
NO OTHER DOUCMENTS OR ATTACHMENTS ARE NEEDED AT THIS POINT.

6. Once New Hire form is completed and documents are attached, route the posting for Engineering HR for review.
NOTE:  If salary is more than 10% above the starting minimum salary, then see Step 5 for approval process.
STEP 5:  Salary Approval
1. If an applicant is being offered a salary greater than 10% above the beginning hiring rate a salary approval MUST be obtained and approved by Engineering Human Resources prior to an offer being extended.
2. Title information is available from the “Compensation” section of the Engineering HR website: Engineering Human Resources Classification and Compensation
3. “Hire above range” requests must be submitted to Engineering HR via EPIK or memo for a budgeted PIN.

	Memorandum should route:
	Memorandum should include:

	TO:  Damon Slaydon, Director

        Engineering Human Resources
	Justification – basis of requested rate 

	THROUGH: Department/Division Head
	Salary (desired amount)

	From:   Supervisor 
	Funding—Account(s)/Project(s)

	
	Effective Date


4. For any research position that is funded by TAMU funds at any percentage, a Research Personnel Action (RPA) Form is required.  Submit to Chantale Deuel c-deuel@tamu.edu.  The RPA Form can be found on our Engineering HR website under Forms under “Hiring”.
STEP 6:  Hiring Request (a.k.a. Hiring Certificate) 
1. A Hiring Request will be issued if all documents and approvals are in place.

NOTE:  A hiring request (aka hiring certificate) cannot be issued until salary is approved.
2. Engineering Human Resources will review the New Hire Form request to verify the candidate meets the minimum qualifications for the position and approve accordingly.
3. You may begin the Initiation Hire (I2H) process.  Refer to Step 9.    The Initiation to Hire form will be submitted for the background check and degree verification process.  Do not submit a Confidential Release or DPS form via Sharepoint.    
STEP 7:  Offer of Employment (with Contingencies) 
1. A contingent verbal or written offer of employment may be extended to your prospective hire.  See Sample Offer Letters http://engrportal.tamu.edu/ TEES Administration/ Personnel/ Staffing Guide. 
2. The prospective hire should be informed that the offer is contingent upon the successful completion of the degree verification, the clearance of a background check, and work authorization verification.  
3. If you have not already done so, you may proceed with Onboarding by completing the “Initiation to Hire” form.  (This new process incorporates the background check and degree verification so please do not upload paper forms in SharePoint.) See Step 9.
4. The prospective employee should NOT begin working for your department until all contingencies of the offer have been completed.  The offer should include those contingencies whether the offer extended is verbal and/or written.
5. Engineering HR will process the Prospective Hire form to provide the department confirmation of the background check clearance and degree verification, see Step 9.  Therefore you MUST receive the email from engineering onboarding that the employee has been cleared to begin employment.
6. Work authorization verification will be completed via the Form I-9.  Refer to Step 16.
STEP 8:  Complete Posting in Online Employment System
Upon acceptance of the final candidate:

A) Email a copy of the signed offer letter to Ann Perez (arperez@tamu.edu) which will confirm the offer has been accepted.  

B) Engineering Human Resources will confirm all documents are attached to the posting and HR will change the status of the FINAL candidate to “Hired, and will then “Fill” the posting. This will complete the process.

C) Employment documentation includes:  Application, cover letter, Resume, degree verification, and/or any other documents provided for this position.  The hiring request (aka hiring certificate) and signed offer letter must be retained in the department in the HIRED applicant’s Personnel file.

D) Selection employment documents include:  interview notes, hiring matrix, and reference check documentation for the HIRED applicant and should be retained in the department but separately, perhaps in a position file.
These documents being retained in the department are considered the originals and should be retained per the retention schedule AC+5, five years after employment terms. 
STEP 9:  Initiation to Hire (I2H)
1. A contingent offer of employment may NOT be made until you have received a Hiring Request (a.k.a. Hiring Certificate).  In addition, the employee should NOT begin working until your department has received the email that the employee is cleared to begin employment (from engineering onboarding) and if necessary, the work authorization verification is documented via the completion of the Form I-9.  See  Step 16.   
2. The Initiation to Hire form is located at http://tees.tamu.edu/personnel.  Click the ONBOARDING button (in the middle of the page) then Click the Hiring Division Onboarding Information link.  At the bottom of this page the I2H form is located under Links, Instructions, and Sample – Initiation to Hire Link 
3. The I2H form will require the following information:
A) Prospective Hire’s Last Name and First Name

B) Prospective Hire’s Preferred Email Address 

C) Hiring Department

D) Adloc

E) Full Title of Prospective Hire (do not use acronyms)

F) Position Type – Faculty, Staff, Student, and Postdoctoral Research Associate
NOTE:  TEES Research Professor titles will fall under the Staff category; Research Professor (TAMU) titles will fall under the Faculty category.
Please select Postdoctoral Research Associate under the Position Type when the title is Postdoctoral Research Associate. 

G) Hire Date

H) Department Contact Name and Email

4. Submission of the I2H form triggers an email to the prospective hire, with a copy to the hiring department, and provides a link to the secure pre-onboarding site where the prospective hire will complete the Prospective Hire form which will provide the information needed to complete (as applicable) the background check, UIN set up, degree verification, and initiate the remote login for the Form I-9 completion of Section 1.     

5. An email will be sent to the department contact listed from engineering onboarding when the individual has completed the Prospective Hire form (email subject: Pre-onboarding Process for XXXX).   Engineering HR will review this form and complete the necessary steps.
6. An email will be sent to the department contact listed to inform them that the employee has been cleared to begin employment.  This email will also include the temporary Social Security Number, if applicable.  Employee will also receive an email from Perfect Compliance to complete Section 1 of the Form I-9.  Remember that the employee will also need to be given the temporary SSN so that he/she can complete some of the onboarding steps.  
REMINDER:   If a temporary Social Security number was assigned, the employee is responsible for submitting a copy to you of the Social Security Card when received.  Please make sure to check with the employee and remind them to submit to you.  You can submit a pdf copy of the Social Security Card by uploading into the UIN Requests library in Sharepoint (https://collaborate.tamu.edu/tees/hr/SitePages/Home.aspx) Click add document under the UIN requests library and upload pdf copy of SS card then click OK. 
STEP 10:  Skeleton Record in Sharepoint
1. The department will create a skeleton record in the Sharepoint Hiring Packets List at:
https://collaborate.tamu.edu/tees/hr/SitePages/Home.aspx (Texas A&M Engineering - Onboarding)

A) Users should use NetID@tamu.edu as their username (replace NetID with your CIS NetID) and your NetID password. Note- logging in with accounts @tees.tamus.edu, @pe.tamu.edu, etc. will not work. For assistance with your NetID, go to http://gateway.tamu.edu or contact support@tees.tamus.edu
B) You will click  Add new item at the bottom of the Hiring Packets List 
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C) The following form will appear:
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Department will complete the form items.   Please DO NOT check the Transfer within EPINs item as this will only be applicable when transferring within EPINs, not for new hires/rehires.

Then click SAVE.

D) The department will be responsible for uploading the EPA and other applicable documentation when received.  Refer to Step 11.
NOTE:  Steps 11 – 14 are all part of the hiring review process that you will need to complete.  Please ensure that you do review/complete these steps as applicable.   

Once you have received the email that this employee is eligible to begin employment, refer to Step 15 for onboarding steps the employee will need to be notified to complete.
STEP 11:  Dual Employment
Dual Employment occurs when a department/division wants to hire an individual into an “E” Workstation PIN who is currently employed within the Texas A&M University System. 

To confirm if any an employee falls under dual employment:

1. Search for employee in Canopy (by UIN or SSN)

Is employee “active” in Canopy?

· No- Proceed to Step 12
· Yes- Is employee currently employed with another COE/TEES department?

· No- If current position(s) in non-Engineering workstation will continue, a dual employment situation is involved and the Dual Employment MOA (Engineering HR Forms page under Hiring) must be completed and signed by both hiring departments.  Submit to Engineering Human Resources Proceed to Step 12.

· Yes- Have they worked in the past month?

· No- Have employee contact the department(s) to terminate his/her employment. Then proceed to Step 12. 

· Yes- The EPA (submitted as a “rehire”) will need to include a statement that he/she will be dual employed and include the department/division and PIN of the “current” position.  Dual Employment MOA (Engineering HR Forms page under Hiring) must be completed and signed by both hiring departments. Submit to Engineering Human Resources. (No orientation paperwork is needed.) 

STEP 12:  Check-In with IFSS (Mandatory for J-1’s only)
1. Prior to beginning employment, a foreign national on a J-1 visa must check in with International Faculty and Scholars Services (IFSS)

2. For any other visa type (i.e. H-1B, O-1, etc.) email a copy of the I-94, visa, the employee’s local address and email address to ifss@tamu.edu 

3. Have employee return original I-797 Approval Notices to Jamie Patterson at Engineering Human Resources

Note: For Faculty, return original I-797 Approval Notices to IFSS

Contact IFSS (http://ifss.tamu.edu/) or Jamie Patterson (jamiep@tamu.edu) if you have further questions regarding procedures/approvals of employment visas for foreign national employees.
STEP 13:  GLACIER (applies to Foreign Nationals only)
1. Registering employee for Glacier (online tax questionnaire): 
· http://www.arcticintl.com.
· Click client login (upper right-hand corner) and enter your UserID and Password.
· Click Submit.
· Select Add New Individual Record.
2. If employee already has a TEES Glacier Record, he/she should review and edit their information.
A) No changes needed: Submit Tax Summary Report with W-4 Form.
B) Record Update/Change: Submit Tax Summary Report with all required forms and documents.
C) TEES employees MUST submit Glacier Tax Summary Report for TEES, not TAMU.
3. If you are notified that a Duplicate Individual Record(s) exist:

A) Do NOT click <Create New Individual Record>, click <Admin Activities Menu> which will take you back to the main menu.
B) Employee will still need to complete the required paperwork.
C) Contact Ruth Rios at ruthrios@tamu.edu. She will email the employee his/her Glacier access information.
4. Remind employee NOT to forward the Tax Summary Report and required forms and documents to the Engineering Budgets and Payroll Office, these required items should be uploaded to the skeleton record in Sharepoint.  See Step 18.
STEP 14:  iBenefits
Applies to budgeted staff/faculty equivalent positions employed 4.5 months or longer, at 50% effort or higher.

1. Enroll benefit eligible employees in iBenefits via Single Sign On at: (https://sso.tamus.edu/) *Click on the iBenefits tab to begin.
2. It is important to enroll the employee in iBenefits before they arrive to assure they have the option to logon and select benefits as soon as possible. They must be enrolled within 14 days of hire date.
3. Employee has 60 days from hire date, or initial eligibility date to enroll or waive benefits or they will be placed in the default A&M Care Plan, and their tobacco status will be defaulted to “Yes” with an additional $30.00 premium, beginning on their employer contribution date.
4. If employee chooses to have benefits begin on their first day of employment they must be entered into iBenefits and enroll prior to or on their first day of employment. The employee will be responsible for full premiums until their State GIP date. 
5. SGIP Dates available from “Benefits” section of web under “New Employees”
The employee has a 60-day waiting period for the state contribution for health insurance premiums, beginning from the date of hire.
6. Employees who transfer to your division with benefits and no break in service do not need to be enrolled in iBenefits. 
Contact Katherine Cates at katherinecates@tees.tamus.edu or 458-7693 with questions regarding benefit eligibility or breaks in service.

STEP 15:  New Employee Orientation/ Email to Employee /In-Processing
1. Once the department has received the email that the individual has been cleared to begin employment, the department is responsible for sending notification to the employee regarding the next onboarding steps.  Engineering HR has an email attachment document available to assist you with composition of this email.  The document is located at http://tees.tamu.edu/personnel.  Click the ONBOARDING button (in the middle of the page) then Click the Hiring Division Onboarding Information link.  At the bottom of this page located under Links, Instructions, and Sample click Email Attachment.
2. Department will refer employee to Online Orientation: 

· http://tees.tamu.edu/personnel/new-employee/    

· Employee will complete the Faculty and Staff Orientation 
· On the last slide of the Faculty and Staff Orientation, the individual will be directed to the TAME website to complete Payroll Forms. 

· Once the individual clicks the SUBMIT button on the TAME website the employee will see a notification that employee onboarding is completed and the paperwork has been automatically forwarded to Engineering Human Resources.

3. When the employee completes the Payroll Forms through the TAME website, Engineering Human Resources receives these documents electronically.  Engineering Human Resources will attach the orientation paperwork to the employee’s Sharepoint skeleton record.  Reference Steps 10 and 18 for instructions for the Sharepoint record. 
4. Engineering Human Resources will send the department an email notification that the orientation paperwork has been received.    
5. Refer to Engineering Human Resources Forms page under Hiring for In-Processing Checklist and prepare for employee to join division.
STEP 16:  Form I-9 & E-Verify
Employment Eligibility Verification on Form I-9 & E-Verify 
1. As part of Step 9, Initiation to Hire, a remote login request will be set up and an email will be sent from Perfect Compliance to the employee to complete Section 1 of the Form I-9.  Once the employee completes Section 1, an email is sent to the department from Perfect Compliance as a notification to complete Section 2 which includes the date Section 2 must be completed.
A) If individual is currently employed within the COE/TEES the Form I-9 will NOT need to be completed.  It is possible, depending on the position, that updated work authorization may be needed.  Be sure to ask the individual if he/she has had any changes in status since his/her initial hire.  If yes, you may need to reverify his/her work authorization.
For example, if the employee graduated from an MS program and he/she will enter into a PhD program, an updated Form I-9 will be required since his/her current work authorization will have expired on the date of graduation.

B) If individual is NOT currently employed within the COE/TEES, then a Form I-9 will be required, proceed to #2 below.
NOTE: Completion of Sections 1 and 2 of the Form I-9 prior to an employee’s start date may only be done when an offer has been extended and accepted (i.e. the background check must be cleared prior to completion of the I-9).
2. Employee must complete Section 1 by Close of Business on the 1st Day of Work for Pay.
A) Federal requirements mandate that the Section 1 of the Form I-9, Employment Eligibility Verification, MUST be completed on or before the first day of employment.  If an employee DOES NOT complete Section 1 of the Form I-9 prior to or on the first day of employment, YOU WILL NEED to include a Case Note to meet the non-compliant requirement.  This is NOT nor should become a standard of practice, there should be few instances (if any) in which a late completion should occur.   

B) To add a Case Note, click OnDocs.  Then click Add Case Note and select Note in the Activity Type.  Input in Subject line:  Late Submission.  In Notes input the justification for the delay.  Click Update Info or Update and Go Back.
3. Employer must complete Section 2 within 3 business days from employee’s 1st Day of Work.  (For example, if employee begins work on Monday, you must complete Section 2 by Thursday.)
A) If an employee presents one of the following documents, YOU MUST upload a copy into Guardian when completing Section 2 of the Form I-9:

a. Permanent Resident Card (Form I-551)—front and back of card (See NOTE below)

b. Employment Authorization Document  (Form I-766)—front and back of card 

c. US Passport

d. US Passport Card
B) Federal requirements mandate that Section 2 of the Form I-9, Employment Eligibility Verification, MUST be completed within 3 business days of the employee’s first day of employment.  If you as the employer DO NOT complete Section 2 of the Form I-9 within 3 business days, YOU WILL NEED to include a Case Note to meet the non-compliant requirement.  This is NOT nor should become a standard of practice, there should be few instances (if any) in which a late completion should occur.

C) To add a Case Note, click OnDocs.  Then click Add Case Note and select Note in the Activity Type.  Input in Subject line:  Late Submission.  In Notes input the justification for the delay.  Click Update Info or Update and Go Back.

PLEASE NOTE:  

The hire date (in Section 2) should be the date the employee begins work.  This means that the hire date can change (and should) if the employee began working on a different date than the hire date indicated on the Initiation to Hire form or Hiring Request.   

4. Employer is responsible for ensuring both Section 1 and Section 2 are completed correctly and timely.

I9 assistance and training materials available at: Form I-9 and E-Verify
Engineering HR through Guardian initiates E-Verify Query on employee within 3 Federal Business Days of Hire.
5. Employee will not be placed on Payroll until a Form I-9 has been completed and approved.
6. For questions regarding the Form I-9, please contact Engineering HR at engineeringhr@tamu.edu or 458-7696.

NOTE:  if individual is a Permanent Resident he/she will need to provide a copy (front and back) of his/her PR CARD FOR SHAREPOINT, refer to Step 18
STEP 17:  EPA (Employee Payroll Action)

1. You will create an EPA via Canopy to place the employee on payroll.

2. Contact Engineering Payroll or refer to EPA Manual and EPA Comments guideline in the Payroll section of the Engineering Portal for questions.
3. Print copy of EPA and attach to the Sharepoint skeleton record created in Step 10.  Refer to Step 18 for instructions.
STEP 18:  Upload Docs to Sharepoint Record
1. Engineering HR will upload into the skeleton record the TAME orientation paperwork which includes: 
A) Employee Personal Data

B) Direct Deposit Authorization

C) W-4 Form

D) Employee Confidentiality Agreement

E) Employee Acknowledgement (use of TAME materials)

F) Workers’ Compensation Insurance Notice

G) TAME Onboarding Acknowledgement

H) Social Security Card (if submitted during the Pre-Onboarding process)

The pdf file Engineering HR uploads is named: Last Name, First Name OP  

For assistance and full submission instructions see the “Orientation” section of web
2. The department will be responsible for uploading the following, as applicable:

A) Copy of EPA

B) Glacier Tax Summary and supporting documentation

C) Permanent Resident Card (front and back of card)

D) Social Security Card (if NOT submitted during the Pre-Onboarding process)

3. To upload to the Sharepoint skeleton record any needed documents the department will go to the TEXAS A& M Engineering Onboarding Sharepoint website at https://collaborate.tamu.edu/tees/hr/SitePages/Home.aspx 

4. Users should use NetID@tamu.edu as their username (replace NetID with your CIS NetID) and your NetID password. Note- logging in with accounts @tees.tamus.edu, @pe.tamu.edu, etc. will not work. For assistance with your NetID, go to http://gateway.tamu.edu or contact support@tees.tamus.edu  
5. Once you have logged in you will go to the Hiring Packets List on the Sharepoint TAME Onboarding website and under the Title Column you will click on the name of the employee.



6. On the form that appears, the department will click Edit Item: [image: image3.png]Edt

Tem

i Mert Me

X Destertem

Cose

wanage Cose

Ready for Payroll
Transfer within EPINS
Last name

First name

un

Dept/Division
Monthly/Biweekly

Effective Date/Hire Date

For Payroll Office Use Only
o

Test
Cathleen
123004567
Engineering HR
Biweekly

3/12/2015





Department will complete the form items.   Please DO NOT check the Transfer within EPINs item as this will only be applicable when transferring within EPINs, not for new hires/rehires.
7. To upload additional documents scroll down to Attachments and select Click here to attach a file, locate file and then ATTACH
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If there are any comments from Engineering Payroll regarding missing documents, be sure to indicate in the comments that you have added any missing documents and the date the missing documents were uploaded.  Examples:  11/15/YY uploaded Glacier or 11/15/YY uploaded EPA. 
Once you have uploaded the documents you will need to click SAVE. 

8. Department will be responsible for checking the Sharepoint Onboarding site periodically to see if there are any comments indicating missing paperwork and uploading any documents needed, as applicable.  As a reminder, Engineering HR will send the department an email notification that the orientation paperwork has been received (and in turn uploaded to Sharepoint).
9. Employees will not be placed on payroll or paid until the hiring packet has been received and checked by Engineering Payroll. 
REMINDER:   If a temporary Social Security number was assigned, the employee is responsible for submitting a copy to you of the Social Security Card when received.  Please make sure to check with the employee and remind them to submit to you.  You can submit a pdf copy of the Social Security Card by uploading into the UIN Requests library in Sharepoint (https://collaborate.tamu.edu/tees/hr/SitePages/Home.aspx) Click add document under the UIN requests library and upload pdf copy of SS card then click OK.
STEP 19:  Shred Original Hiring Paperwork
1. Once the employee is confirmed to be on payroll any hiring paperwork should be shredded and any electronic version deleted.  You should not retain any copies of documents received.
Step 20:  TimeTraq (for employees to be paid biweekly only)
1. Assign TimeTraq approving manager(s) for biweekly paid employees
2. If EPA has completed and employee does not appear in TimeTraq via Single Sign On, you can activate the employee as follows:

· Click the Activation button on the TimeTraq menu.
· Enter UIN/PIN/Effective Date—Note that the effective date should be the employee’s hire date (TimeTraq always defaults to current date on this screen).
· Click Activate Job button.
· Click RP Review button on the TimeTraq menu.
· At “Match” select All Jobs.
· Locate employee and click Create on right hand side of screen.
· Click Employees button on the TimeTraq menu.
· Select employee and Manage Employee Relationships in SSO to assign approving manager(s) for employee.
NOTES: 
· Budgeted biweekly employees must have work schedules and TEES holiday schedule

· Managers are to be assigned according to LeaveTraq hierarchy

· Please contact Engineering Budgets and Payroll for assistance regarding TimeTraq.

Step 21:  LeaveTraq 
1. The system will automatically create a LeaveTraq record for an eligible employee when an EPA has been completed and the system has updated overnight.  A LeaveTraq Manager(s) will need to be assigned for the employee and update any accruals if not posted. 

2. To assign a Manager(s) to an employee, logon to Single Sign On:

· Click the Dept Admin button on the upper right-hand side. Select correct adloc.
· Click the blue Select Employee button and search for employee (make sure you are in the correct adloc), click the blue Search button.
· Click the blue Select button to select the employee.
· At the next screen select Employee’s Managers (under the Single Sign On logo).
· Click Add Manager and complete the requested items then click the blue Add button.
3. To post Sick and Vacation accruals for an employee, logon to Single Sign On:
· Click the LeaveTraq button under the SSO Menu.
· Change Role to Dept. Admin.
· Select Transaction Entry and input the required data for Sick Leave then click the blue Save button.  The date of accrual should be the employee’s hire date and the accrual rate based on the correct percent effort.

· Repeat Transaction Entry for Vacation Leave.  The date of accrual should be the employee’s hire date and the accrual rate should be based on the correct percent effort and months of state service.  Please note that if the employee has prior state service, verification will need to be completed to determine the correct service months.  This is conducted through the Engineering Budgets and Payroll office via the submission of the Previous State of Texas Service form included in the new hire orientation paperwork.
NOTE: Review the employee’s leave record. If employee was previously employed within the A&M System confirm that balances reflected on the record are accurate.  
For example, an employee may have a balance of Sick Leave if he/she returned to TAMUS within a 12-month period, or if an employee was employed with another state agency, you will want to be sure the correct accrual rate for vacation leave is posted.
Step 22:  Position Description and Personnel File 

1. Employee and supervisor should review the position description (PD) to assure employee is aware of job responsibilities and expectations. Both should sign the Position Description and then place in personnel file.

2. Set up employee personnel file.  Refer to Staffing Guide for guidance. http://engrportal.tamu.edu/ TEES Administration/ Personnel/ Staffing Guide.
*Training Reminder— All employees of the A&M System have 30 days from their date of hire to complete the required and state mandated training. (Courses may be accessed via HRConnect through SSO.)
This guide is intended to serve as a reference tool and to provide general information and is not to be considered official policy.  If any conflicts arise between the information in this guide and the applicable official policy, the official policy shall prevail.  [image: image5.png]
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