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Need to hire Review finances.

HR Coordinator 
drafts the posting 

and submits 
requisition in 

Workday.

Prepare content 
for posting 

request; consult 
HRSS as needed.

HR Exec 
approves 

requisition in 
Workday.

Central HR 
approves 

requisition in 
Workday.

HR 
Coordinator 

submits 
posting action 
in Workday.

Applicants apply

Depart advertises 
using own 

sources; consults 
FAS HRSS if 

advertising via 
Graystone 

Advertising Group.

Department 
reviews and 

screens 
applicants.

Department or 
committee 

schedules and 
conducts 

interviews.

Department 
conducts 

reference checks.

Department 
is able to 

recommend a 
hire?

Department drafts 
and extends 

formal offer letter 
contingent on 

passing 
background check.

FAS HRSS 
launches 

background check 
for candidate.

Is background check 
clear?

HR Coordinator 
processes hire in 

Workday and 
informs 

department it has 
been processed.

Cost Center 
Manager 

approves hire 
process in 
Workday.

HR Exec 
approves hire 

process in 
Workday.

Central HR 
approves hire 

process in 
Workday.

Candidate signs 
and returns offer 

letter.

Hire is 
successfully 
completed in 

Workday.

Does the 
candidate’s 
application 

have a 
duplicate 
record?

Central HR 
resolves 
duplicate 

record in WD

Candidate 
enters info in 
Workday to 

resolve 
duplicate.

HR Coordinator 
requests Central 

HR resolve 
duplicate record 
and, if needed, 
asks candidate 
to enter info in 

Workday.

Candidate 
authorizes 
electronic 

background check.

Post

Department 
requests FAS 
HRSS unpost 

requisition.

HR 
Coordinator 

unposts 
requisition in 

Workday.

Candidate clears 
reference check?

Recruit: Source and Interview Select: Hire Request and Background Check

FAS HRSS 
advises of next 
steps (appeal, 
review, etc.).

Central HR 
coordinates with 

vendor Pre-
Employ for 

background check.

Hire

NONO

YES

YES

YES

HR determines 
candidate may be 

hired?

NO

Submit 
request to 

post in FAS 
HRSS 
Service 
Portal, 

including 
DocuSign 
Pay Action 

Form.

FAS HR 
Executive 

reviews and 
routes in 

DocuSign.

FAS Unit 
Director 

Approves.

Cost Center 
Manager 
approves.

AVP and SVP/
CFO approves if 

needed according 
to delegation of 

authority 
memorandum.

Dept submits hire 
request to HRSS

Offer letter will be 
issued via Workday?

HR Coordinator 
issues offer letter 

in Workday.

Hiring Manager 
signs offer letter in 

Workday.

YES

Job fairs, social 
media, department 
Indeed accounts, 

professional 

organizations, etc.

Job fairs, social 
media, department 
Indeed accounts, 

professional 

organizations, etc.

Out of state 

vendor 

checks take 

longer.

Out of state 

vendor 

checks take 

longer.

This may occur at an 

earlier step or may not 

occur if using an 

evergreen.

This may occur at an 

earlier step or may not 

occur if using an 

evergreen.

Cost Center Manager and 

HR Executive approvals on 

hire processes are just 

verification of correct data. 

Cost Center Manager and 

HR Executive approvals on 

hire processes are just 

verification of correct data. 

Department is expected to 
submit a fully developed 

request including all 
information that FAS 

HRSS is to include in the 

posting.

Department is expected to 
submit a fully developed 

request including all 
information that FAS 

HRSS is to include in the 

posting.

HRSS may make 
minor edits to 

posting content for 
clarity, grammar, 
and consistency 

with HR best 

practices.

HRSS may make 
minor edits to 

posting content for 
clarity, grammar, 
and consistency 

with HR best 

practices.

YES
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