
SAMPLE – DRAFT WORKFLOW – New Hire, Rehire, Non Payroll SAP to Payroll SAP, Promotion (within Agency), Demotion (within Agency), Appointment change
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NO YES

RETURN
NO NO

Reviews to 

approve the hiring 

selection

Return form to HR 

Administrator
Processed 

timely within 

escalation 

period?

Halt Workflow.  Send Notification to HR Administrator

Is form 

approved?

Send Notification 

to HR 

Administrator
Are changes 

required of 

Previous 

Processor?

Processed 

timely within 

escalation 

period?

Halt Workflow.  Send Notification to 

Previous Role Processors

Return form to Agency 

Manager/Supervisor

Are changes 

required of 

Previous 

Processor?

Is form 

approved?

Send Notification 

to Previous Role 

Processors

TRIGGER:  Create 

Adobe Form

Complete form with Action and Reason in 

Planned Status with Applicant Name and 

other general information,  Address, 

Requested Salary, and Justification

Completes 

required 

information if 

applicable to 

continue process

Reviews for 

budget and 

finance 

requirements

Processed 

timely within 

escalation 

period?

Halt Workflow.  Send Notification to 

Previous Role Processors

Return form to Hiring Agency 

Manager/Supervisor

Are changes 

required of 

Previous 

Processor?

Is form 

approved?

Send Notification 

to Previous Role 

Processors

End Process

YES
RETURN

NO

NO

NO

YES
RETURN

NO NO

See Page 2 

Master Data 

Approver 1

NOTE: This workflow includes the salary approval process for the purpose of routing the form to various approvers.  It is 

anticipated that the workflow will be triggered by either a manager or HR Administrator.  This workflow draft starts with the HR 

Administrator.  If the Agency Manager/Supervisor role triggers the process, that role would be assigned to the first “swim lane” 

instead of the second lane, and the form would route to the HR Administrator, then so forth as outlined. 

The workflow has been drafted with the option for OHR to route the form to an Approver, depending on their business 

requirements of processing agency requests (if there is a need for the Central Master Data Approver to sign off on “Approved” 

and “Denied” requests, this may be included as well.
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SAMPLE – DRAFT WORKFLOW – New Hire, Rehire, Non Payroll SAP to Payroll SAP, Promotion (within Agency), Demotion (within Agency), Appointment change
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Halt Workflow.  Send Notification to 

Central Master Data Approver

Is form 

approved?

Processed timely 

within escalation 

period?Processes for 

required 

consideration 

NO

NO

YES

Is form 

approved?

Send Notification to HR Director or 

Master Data Approver – Halt 

WorkflowProcesses for 

required 

consideration 

Processed timely 

within escalation 

period?

Route form to HR Master Data Approver  

Halt Workflow.  Send Notification to 

Central HR Director

NO

YES

YES
Make Changes if needed  

and Send Notification to 

Previous Processors

Processed timely 

within escalation 

period?

Send Notification to HR Director – Halt 

Workflow. Send Notification to 

Previous Role Processors.  HR 

Director has option to key directly into 

ECC with PA40 or route to OHR if 

needed

Processes for review 

to approve or 

disapprove salary or 

update system 

Is form 

approved?

Is OHR 

approval 

required
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Supervisor
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NO

Send Notification to 

Previous Role 

Processors 

NO

YES

NO

NO

NO

YES NO

Processes for 

purpose of agency 

notification Agency 

Manager/Supervisor 

Send Notification to 

Previous Role 

Processors 

Make Changes if needed  

and Send Notification to 

Previous Processors

Is form 

approved?

Processed timely 

within escalation 

period?

Send Notification to HR Director – Halt 

Workflow.  HR Director has option to 

key directly into ECC with PA40 or 

route to OHR if needed

Route form  to Hiring Agency 

Manager/Supervisor
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End Process

YES, unless Central Master Data Approver must review and approve
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SAMPLE 2 – DRAFT WORKFLOW – New Hire, Rehire, Non Payroll SAP to Payroll SAP, Promotion (within Agency), Demotion (within Agency), Appointment change
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RETURN
NO NO

NO

Return form to HR 

Administrator

Processed 

timely within 

escalation 

period?

Are changes required 

of Previous 

Processor?

Send Notification 

to Previous 

Agency Role 

Processors-Halt 

Workflow

Processes Time 

Infotypes??

Is form 

approved?

Route to HR Master Data 

Approver 

NO

YES
NO

Send Notification to Previous Agency 

Role Processors – Halt Workflow

Is form 

approved?

Processes for 

approval to approve 

salary or update 

system and to make 

correction to meet 

payroll deadline

Processed timely 

within escalation 

period?

Make Changes if needed  

and Send Notification to 

Previous Processors
End Process

Send Notification to HR Director – Halt 

Workflow.  HR Director has option to 

key directly into ECC with PA40

Is form 

approved?

Return form to Hiring Agency 

Manager/Supervisor

Route to HR Leave Administrator

Completes 

required employee 

information to 

process New Hire 

Action

Processed 

timely within 

escalation 

period?

Are changes 

required of 

Previous 

Processor?

Send Notification 

to Previous 

Agency Role 

Processors-Halt 

Workflow

Does applicant 

accept?

Send Notification to Master 

Data Approver 1, Master Data 

Approver 2

Approves form and routes to 

HR Administrator

NO

YES

YES

RETURN

NO

NO

NO

YES

YES

YES

Update ECC System with completed 

data and activate to Active Status.  

Send notification to Payroll 

Administrator and Retirement 

Administrator

YES

Receives approved 

form with approved 

salary

End Process


