
Responsible/Process Prior to Start Date Once employee reports to work

HR2.30E-A New Employee – V2.0 DAS HRIS Project As-Is Process Model 

Manager, 
Supervisor

or
Appointing 
Authority

Agency HR 

Payroll 
Office 

Employee

Start

Provide required 
new hire 

information

Request 
network 

and 
application 
access 5+ 
business 
days prior 

to 
employee 
start date

Approve 
network 

and 
application 

access

Find 
workspace

Notify IT for 
computer set-

up

Obtain new 
employee 

packet 
from HR, 

set up date 
for 

employee 
orientation

Call 
Telephone 
Services to 
set up new 
employee 
telephone

Review new 
employee packet, 

job duties and 
expectations; 

introduce to other 
staff and tour the 

building

Discuss 
training 

plan 

Complete benefits 
and payroll-related 

forms 
(on-line or hard-

copy forms)

Assign any other 
communication 

equipment 
(pager, cell 
phone, etc)

Approve 
facilities 
access

Assign 
office key 
or request 
key card

Monitor 
trial 

service

Attend 
mandatory 

new 
employee 
training (if 
applicable)

Enroll 
employee 

in 
mandatory 

new 
employee 
training (if 
applicable)

New employee 
successfully 
complete trial 

service? 

HRSD01.05-A
Mass Changes 
(updates trial 

service to 
regular status)

HR3.30E-A 
Employee 

Separations

Does employee 
need ADA 

accommodation?

Find ADA-
compliant 
workspace

Yes

No

Does 
employee  

need a 
computer?

Locate/
purchase 

computer and 
request set-up 
for employee

Yes

No

Read employee 
materials and 

policies and sign 
acknowledgement 
(on intranet or at 

employee 
orientation

Receive paperwork, verify 
forms are complete

Manager verifies 
labor cost 

allocation codes 

Maintain 
communication 
regarding job 
expectations

Sent personnel 
action request 
form and all 

paperwork to HR

Does agency 
process into 

PPDB?

Send paperwork 
to DAS HRSD 

for input 

No

Yes

Notify employee that 
benefit/payroll forms 
need to be complete

PA01.00
Appointments

PA03.00
Employee Data 

Changes
No

Yes

END

Process forms 

Create new employee file or 
request official personnel file 
from previous state agency  

Return hard-copy 
benefit/payroll 
forms to HR or 

payroll 

Forward 
information to 

payroll

Inputs
Personnel Action form 
I-9 Form 
Employee Questionnaire for Voluntary Self identification (EEQ/AA)
Original, signed Employment application 
Completed W-4 form 
New Employee Orientation checklist
New Employee Orientation Acknowledgement form 
Driving Records (if applicable)
Conditions of Employment form
Limited Duration Agreement (if applicable) 
Underfill Agreement (if applicable) 
Records and Privacy Expectations 
PEBB.Benefits /Hard-Copy Benefits Forms

Outputs
Network ID 
Email Account 
Employee personnel record created/updated 
Employee Information Number (EIN) record 
created/updated 
Payroll 

Customers
Employees 
Managers/Supervisors/Appointing Authority
Agency HR 
Facilities
IT Purchasing and Asset Management 
Payroll
Telephone Services 

Systems/Interfaces
MS Outlook, GroupWise
Active Directory 
Computer Security Request
Facilities
Intranet 
PEBB.Benefits
Position Personnel Data Base (PPDB)
Oregon State Payroll System (OSPS)l
Applicant/Certification System (APPL/CERT)

If licenses/certifications are 
tracked in an Access database 

or spreadsheet update with 
new employee’s licenses/
certifications information

If equipment is tracked in an  
Access database or 

spreadsheet update if 
employee is being assigned 

equipment
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