
Start: Initiate 
Request to Post or 
Position Request

Review Request and 
Submit to TES

Review Request –
Post Position or 

Approve Position 
Request for Direct 

Hire. 

Reviews 
Applications, 

Completes 
Interviews and 
Selects Finalist

(move finalist application 
status to ‘Recommend for 

Hire’)

DIRECT HIRE

End: Fill/Close 
Position

Workflow State: Draft 
(Owner-Initiator)

Workflow State: HR 
Liaison (Owner-HR 

Liaison)

Workflow State: 
Temporary 

Employment Services 
(Owner-TES)

Workflow State: 
Open, Not Posted 
(Owner-Initiator)

Initiator sends 
posting link to 

applicant 

Workflow State: 
Posted (Owner-

Initiator)

RECRUITMENT

Workflow State: Draft 
(Owner-Initiator)

TES orders 
background check 
(background cannot be 

ordered until after
applicant completes 

information into portal)

Workflow State: HR 
Liaison (Owner-HR 

Liaison)

Workflow Status email 
generated to Initiator and 
HRL with posting link for 

direct hire

Workflow State: 
Background Check 

(Owner-TES)

Email generated to 
Applicant with 

instructions on completing 
background check

Workflow State: 
Background Check 

Complete/Request for 
Offer Letter (Owner-

HR Liaison)

Workflow State: Offer 
Letter Signed/Offer 

Accepted (Owner-TES)

Offer Letters can be sent 
by Initiator or HRL

Send Offer LetterCreate Hiring 
Proposal on 

selected applicant

Review and submit 
to Background 

Check

Workflow State: 
Hiring Proposal 

Finalized (Owner-TES) 
– end of ATS workflow

NEW HIRE PROCESSING
• A hiring checklist no longer exists. 

The new Onboarding system 
replaced the manual checklist. Hires 
are required to go through this 
system to complete all required 
documents. 

• I9 Processing: TES completes all 
Section 2. 

• All TES hires are required to process 
through the TES office.

TES creates Banner ID and 
GID if needed. 

NOTE: Active employees 
with a request to add an 
additional job or obtain a 
new TES job are required 

to complete a partial 
background in accordance 

with AU Background 
Check Policy. 

TES assigns onboarding 
tasks for hire to complete 

prior to start date. 
Individual receives 

instructional email on 
completing tasks. 

TES enters into system 
once all required 

documents are complete

https://sites.auburn.edu/admin/universitypolicies/Policies/Policy%20on%20Background%20Checks.pdf

	Slide Number 1

