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How Do I Get Access To This 
Power Point?



What is a HRS Hiring Verification 
Workflow?

I t is an electronic hiring verification process 
You input the information & the system searches 

to see if the person you are hiring:

A. Has worked here or is currently working here 
and has current paperwork

B. Has worked here but needs updated 
paperwork, or

C. Has never worked here and needs all new 
paperwork.



Information you will need :

1. M# also know as Banner ID #

2. T-org number and Home Department Org number for 
department they will be working for.

3. Personal email for potential employee.

4. Anticipated Hire Date



HR website for T-org codes



Log into Workflow via Pipeline

Select Workflow



Select My Processes



Select HR Hiring Verification



Select “Start Workflow”
• These fields do not have to be filled in. This step simply creates a new

workflow.

• Click OK



WARNING: YOU WILL BE ABLE TO SEE ALL 

HIRING CHECKS SUBMITTED ACROSS CAMPUS. 

IF YOU CLICK ON A HIRING CHECK OTHER THAN 

YOUR OWN, THAT PERSON WILL NO LONGER 

BE ABLE TO SEE IT IN WORKFLOW. IF THAT 

HAPPENS, OR IF YOU CANNOT FIND ONE OF 

YOURS, CONTACT HRS.

Select Worklist

• Click on Worklist. It may take a couple of minutes for 
the system to generate the information.



Select hiring check for…

• Click on your hiring check.



How to process when you have an M#:

1. M#
• No Spaces between the M 

and the characters
• 9 characters total
2. Anticipated Hire Date
3. T Org/Dept Home Org
• Needs to be correct to 

process workflow
4. Type of Employee
• Incorrect type of employee 

will cause error with 
contracts



TYPE OF EMPLOYEE

Student: someone taking classes at MTSU 

Temp Hourly: someone who is NOT taking 

classes at MTSU.

Adjunct: someone who is teaching classes but is not 

a full-time employee of MTSU.

GA: a student approved by Graduate Studies 

RA: a student (residential) assistant for Housing 

PS: Campus School Practium Supervisors



Select Worklist

• The Workflow will now go through the process of pulling 
up the M# for the originator to verify.

• It may take a couple of minutes for the system to 
generate the information.



Select Hiring Check for “employee”



Select Hiring Check for “employee”

For Graduate Assistant Employees – you will have an additional 

selection. You must select the type of GA you are hiring:

• Once selected, click “complete”



• Verify that the information in this screen is correct. If 
the employee has another email that is preferable, you 
can change it.

• Click on Complete.

• You are finished!



Hiring a person who does not 
have an M#

Must b

Must have a 

valid

T-org #

Default is Student Worker, click radio button 
for correct type.

IT IS IMPERATIVE THAT THIS IS DONE 
CORRECTLY!! TEMP HOURLY EPAF 
CONTRACTS WILL NOT PROCESS IF YOU DO 
NOT SELECT TEMPORARY HOURLY.



Select Worklist

• Anytime the M# is left blank, no employee can be 
identified and therefore you will always get the message 
that this individual must complete ALL hiring paperwork.

• It may take a couple of minutes for the system to 
generate the information.



Select your Workflow for “Not Found”



Make sure when adding your employee’s information, you 
enter their personal email address.



Workflow Errors
• Under Activity, your workflow should state 

“Ready”

• Any other activity needs to be corrected or your 
workflow will not process



To check all Workflows
1. Go to Workflow Status Search

2. Business Process Name: HR Hiring Verification

3. Use % before and after the name as a “wildcard”



NOTIFICATIONS:
I f no updated paperw ork is needed from the employee; the 
originator will receive an email with permission to proceed with the PAF. 

NOTE: If this person has other current jobs, they will be listed in this email.



I f updated paperw ork is needed from the employee; the employee 
and the originator will receive an email stating what paperwork is 
needed.



If the employee has either never worked for the university, it will 

request a complete New Hire Packet.



Once the requested paperwork has been received and entered into 
Banner by HRS, the originator will receive an email with permission 
to proceed with the PAF.

If this person did not have an M#, HR would create one 
and you will receive it in this email.



Authorization Card

Once a New Hire Packet has been submitted, we give the new 

employee an authorization card. These are not meant to 

replace the email notification, just a means to let you know that 

this person is valid to begin working as of that date. PLEASE 

wait for the email notification before starting an EPAF or 

submitting a paper contract.



How Do I Get Access To HR 
Workflow and EPAF?

• You are doing it!

• You must attend a training session before 
you can receive access and the roster you 
signed today gives us all the information 
needed to get you set-up



➢QUESTIONS?

➢ Hiring Verification Workflows: 
Please contact Tara Oliver at 
x7627 or tara.oliver@mtsu.edu
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