
Temp, Casual, Co-op, Per Diem, Stipend Hiring Workflow
New Hire or have not been employed by DU in the past year

Department selects employee
Department requests for employee 
to complete new hire paperwork 

and completes Authorization to Hire

Director/Budget Administrator 
approves and submits to HR

HRIS approves and enters into 
Banner within 2 business days

If all is complete and approved, 
employee is active and can 

now see job information in the 
Employees tab in DrexelOne

Authorization to Hire is submitted 
to Research or Provost 

for approval

Department submits Authorization 
to Hire to Director/Budget 
Administrator for approval

Rehire has been employed by DU within the past year

Department selects employee Department completes 
Authorization to Hire form

Director/Budget Administrator 
approves and submits to HR

HRIS approves and enters into 
Banner within 2 business days

If all is complete and approved, 
employee is active and can 

now see job information in the 
Employees tab in DrexelOne

Authorization to Hire is submitted 
to Research or Provost

for approval

Department submits Authorization 
to Hire to Director/Budget 
Adminstrator for approval

Foreign national employees need 
to contact ISSS and complete the

 Intl Tax Form and return with 
new hire  paper paperwork

HR will log paperwork for 
tracking and send to Compensation 

within 1 business day

TA will approve Authorization to 
Hire and submit to HRIS within 

1 business day

HR will log paperwork for 
tracking and send to Compensation 

within 1 business day

TA will approve Authorization to 
Hire and submit to HRIS within 

1 business day


