[image: image13.jpg]


[image: image13.jpg]

Hire Process
During the Hiring Process always ADD RELATIONSHIP never SAVE. 
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Click [image: image2.png]Add the Relationship




If you receive a Warning select [image: image3.png]cancel



 and go back and correct.

If you selected [image: image4.png]


 you will receive the following Warning
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ALWAYS SELECT [image: image6.png]Cancel



 
This will take you back so you can select the [image: image7.png]Add the Relationship



 and complete the Job Data component of the Hire process.

If you want to review the personal information, to verify your data entries, you must review prior to Clicking the button [image: image8.png]Add the Relationship



.
Once you select [image: image9.png]Add the Relationship



 you can complete the Job Data component of the Hire process.

In the event you did save the Personal Information prior to completing the Job Data component following these instructions.
Can’t find the employee or Job record to complete the hire process

Navigation:  Workforce Administration > Personal Information > Organizational Relationships > New Employment Instance
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EmplID – Enter the empl id and TAB out

Empl Rcd Nbr – should always equal -0. If different STOP and contact OSF Help Desk
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Verify the Organizational Relationship is “EMP” and Empl Rcd # is “0” and complete the Hire.
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