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Temporary and Student Onboarding Flowchart 
System Human Resources 

Hiring Official provides 
HR with the following: 
• position number 
• start date 
• employee(s) name 
• cost center 
• pay rate 

Hiring Official: 
Is this a new or 

exisiting position? 
Existing 

New 

HR will work with Comp 
to generate a position 

number. 

Hiring Official provides 
HR with the following: 
• start date 
• employee(s) name 
• cost center 
• pay rate 

Notify HR that you 
have the need for a 

new student position. 

• UT Tower Badge Form 
• PBA Parking Contract 
• Personal Data Form 
• I-9 online completion 
• Background Check Form 

Background check needed 
for UT Tower badge access 

HR Contacts Hiring 
Official with the neccessary 

hiring paperwork for 
the new employee. 

HR enters the new 
employee into IRIS. 

Hiring Official 
collects and sends new 

employee paperwork 
to HR for IRIS entry. 

Hiring Official 
connects with new 
employee to ensure 
a successful first day. 
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