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Initial steps for hiring department staff after a position has been offered and accepted: 
☐   Contact employee (Send Offer Letter): 
☐    Confirm start date, time, place, parking, dress code, etc. 
☐   Request TXST ID & NetID (toolkit) 
☐   Send employee NEW Welcome Letter 
☐   Using HireRight, initiate the electronic Form I-9 and E-Verify process before the employee’s first day. Note: Document verification for Form I-9 can now be completed virtually per DHS/USCIS guidelines. Please ensure that the I-9 is submitted for HRIS to process Personnel Change Requests (PCRs). 
☐   Send Personal Data Sheet to new employee. Request they complete the Data Sheet and return it to the Department PCR Initiator before the employee's first day. 
☐   Complete the hiring proposal in PeopleAdmin. 
☐   Submit Personnel Change Request (PCR) to set up employee record on payroll and attach Personal Data Sheet. 

Technology Access and Related:

☐   Order computer: 
☐   Place order using the Purchase Individual Departmental Funded Computer Workstations (DFP) form. 
☐   Work with ITAC to set up computers and necessary software. 
☐    Order Headset (TSUS Marketplace)
☐    Set up Teams Phone

New Hire Access: 

☐    Keys: Ingress Management – request made by the department key holder as an AIM	Ready Request  
☐    Share Drive/Server: Departmental share drive access should be automatically	granted. 
☐    Dynamic Forms: Granted by Jesus DeLeon (XIN10 - Sr Admin, Faculty Success) 
☐    Faculty Qualifications 
☐    Slate 
☐    Banner/TXST Self Service (SSB)/Banner Document Management (BDM)/ Degree	Works  
☐    SAP Security Authorization Form  
☐    SAP Central Office Security Form 
☐    Supervisor Change Request Form: To change the supervisor relationship in SAP on	positions. Form must be submitted to HRISteam@txstate.edu 
☐    Emails: (toolkit) 
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