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New Hire Workflow Project
Last updated: July 10, 2008

Goal of the project: 
Document and flowchart all stages of the hiring and new employee process that involve Computing Division actors and actions. Identify areas where there are holes, overlaps, and/or room for improvement. Provide requirements for an online implementation of the business process. 

Project team: 
Griselda Lopez (Project Lead), Fang Wang, Jack Schmidt
People we have talked to:

Mike Smith, Ruth Pordes, Phil Lutz, David Ritchie, Keith Coiley, Matt Arena, Marc Mengel, Lauri Carpenter, Linda Blomberg, John Bellendir
Current New Hire Workflow for Regular Employees

1. Requisition Process: 
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2. On-boarding Process: 
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Current New Hire Work Flow for Contractors
1. Requisition Process:
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2. On-boarding Process: 
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Current New Hire Work Flow for Visiting Scientists and Engineers
Note: Based on Griselda’s input, there are many different requisition scenarios involving visiting scientists/engineers. The following flowchart depicts one of the possibilities.
1. Requisition Process: 
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2. On-boarding Process: 
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Problems with the current Hiring process

1. No hiring/on-boarding process is formerly defined

2. Often times, people are not properly notified when a new hire comes on board

3. Hiring managers find it difficult to fill out contractor purchase record

4. Hiring managers have to fill out multiple forms to request for accounts for the new hire, which leads to delays and confusions

5. Hiring managers sometimes put wrong department code and task number in the HR requisition form which causes problems later on 

Proposed New Hire Workflow for Regular employees
1. Proposed Requisition Process: 
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2. Proposed On-boarding Process:
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Proposed New Hire Work Flow for Contractors

1. Proposed Requisition Process: 
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The Contractor Purchase Record Template is created and located at: https://appora.fnal.gov/pls/cert/miscomp.miser.html?action=clone&cd_req_number=CD105569
2. Proposed On-boarding Process:
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Proposed New Hire Work Flow for Visiting Scientists/Engineers

Note: Based on Griselda’s input, there are many different requisition scenarios involving visiting scientists/engineers. The following flowchart depicts one of the possibilities.
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2. Proposed On-boarding process:
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Technical Implementation

1. Create a Workflow using Microsoft SharePoint
Workflow

Microsoft SharePoint Designer is used to implement the workflow. 
Form 
Microsoft InfoPath is used to design the CD regular employee pre-requisition form and the CD contractor pre-requisition form. SharePoint Form Server needs to be set up so that the form could be filled and reviewed via the web interface. Al Lillianstrom and John Bellendir need to set up/enable the form server.
Remedy API

Remedy API will be used to automate helpdesk ticket generation. This is a joint effort between Linda Blomberg (in charge of remedy form design and ticket format) and us.
Miser
Alpha Flow implemented in Miser needs to be changed so that when Division Head approves a Contractor Purchase Record in Miser, Division HR will be notified via email. Right now, only the requester of the purchase record and gatekeepers (Jo-Ann Larson or her back up) receives email notifications. (This needs to be done by Matt’s INF team)
2. Create a Workflow using AlphaFlow 

Workflow

AlphaFlow is used to implement the workflow. 

Form 

CD regular employee pre-requisition form and CD contractor pre-requisition form need to be created via standard web programming. Coding is needed to insert/retrieve user input into/from database.
DB design
DB schema needs to be created. DB tables will serve the following purposes:

· Store digital signatures and workflow status

· Store who has assumed which role
Enterprise roles are stored in a table designed by Matt’s INF team. 
Remedy API

Remedy API will be used to automate helpdesk ticket generation. This is a joint effort between Linda Blomberg (in charge of remedy form design and ticket format) and us.

Miser

Alpha Flow implemented in Miser needs to be changed so that when Division Head approves a Contractor Purchase Record in Miser, Division HR will be notified via email. Right now, only the requester of the purchase record and gatekeepers (Jo-Ann Larson or her back up) receives email notifications. (This needs to be done by Matt’s INF team)

Appendix A:  
Computing Division Regular Employee Pre-Requisition Form

Hiring Manager Information
Fermilab ID: __________      
Name:  ___________    
Phone: _____________ 

Email: __________________

Phone/Desktop Requirements for the New Hire
Has the New Hire been assigned an office:   _ Yes   _No

If yes, specify office location:  _______________

Does the New Hire need a new computer:   _Yes  _No

Does the New Hire need a new phone:  _Yes   _No

If yes, choose phone type:  _Phone with Voicemail    _Two line phone

Headcount Authorization
Is this opening with Division/Section’s Approved Targeted Headcount?   _Yes    _No

Does Dept. Meet Diversity Goals for this EEO Job Group?  _Yes  _No

_Additional Position    _Replacement Position  Name of Employee Replaced: _______________

To be filled internally only?  _Yes    _No

Has Hiring Manager Completed Training? 

Managing Within the Law   _Yes   _No

Behavioral Interviewing      _Yes  _No

Position Status

_Full Time     _Part Time

_Regular       _Term     _Temp     _On-call

_Exempt      _Non-Exempt

Position ID

Job Title: ____________________

Division/Section: ________________

Department: ___________________

Project Number: ________________

Task Number: ____________________

Department ID#: (choose one):

Stock Room Authorization (choose one):  

Brief Position Description: __________________________________________________

Physical Activity / Requirements (keep everything in the Lab HR form)

Appendix B:  

Computing Division Contractor Pre-Requisition Form

Hiring Manager Information

Fermilab ID: __________      
Name:  ___________    
Phone: _____________ 

Email: __________________

Phone/Desktop Requirements for the New Hire
Has the New Hire been assigned an office:   _ Yes   _No

If yes, specify office location:  _______________

Does the New Hire need a new computer:   _Yes  _No

Does the New Hire need a new phone:  _Yes   _No

If yes, choose phone type:  _Phone with Voicemail    _Two line phone

New Hire Workflow Documentation, by Fang Wang


