
Employee Hiring Checklist  

 Criminal Background check completed and notice of success is sent to the department.  

 Letter of Offer (Templates available at http://hr.unl.edu/employment/toolbox) was completed by 
the hiring department, forwarded to the Dean’s Office for approval and signatures.  

  Offer letter provided to the successful candidate, and Letter of Acceptance received from 
successful candidate. 

 Requisition moved to the status of “Closed” (Removes the posting from the web site listing of 
open positions.) 

 Verify that all not hired Applicants moved to the status of “Not Hired” with appropriate reason 
selected.  Hired applicant moved to the status of “Hired”. 

 Letters were sent by the department to all unsuccessful candidates who were interviewed.  

 Post Hire Details completed in PeopleAdmin.  

 Requisition moved to the status of “Filled” 

 New Hire paperwork completed with the candidate.  You should complete these documents 
immediately, once an offer has been accepted.  All documents are forwarded to Dean’s office for 
approval and routing to payroll.  (Access through: SAPPHIRE ->Business Forms -> UNL Business 
Forms -> Human Resources -> Forms (blank) -> New Hire Packet UNL-Faculty/Staff).   

 IMPORTANT- Once Payroll has entered this individual into SAP, an NU ID will be created.  
This number is necessary to claim a My.UNL account, TrueYou account, to set up e-mail and 
computer services, to request keys and door access, Blackboard, get an N Card, etc.  Therefore, it 
is recommended that you complete the New Hire Paperwork with the candidate as soon as 
possible.  If you have any questions or need assistance with the paperwork, please contact the 
CoE HR Office.   

 Discuss and determine office/work space.  Ensure there is a desk, phone, computer, office 
supplies  

 Contact CoE IT Services to set up computer and notify them of new employee.  

 Contact Department Key Manager to request a key  

 Contact Human Resources and request a complimentary 30 day permit.  Instruct the candidate on 
how to purchase a year-long parking permit.  Additional information is available 
http://parking.unl.edu/permit-types-facultystaff  

 Order business cards, name badges and name plate  

 Contact UNL HR to request a benefit packet for the employee. 

 Determine who will be available to greet the new employee and work with them their first day.   

 Request appropriate computer systems access- SAP, My Red, NUGRANT, etc.  

 Assist the new employee in scheduling an appointment with the UNL Benefits office.  (402) 472-
2600.  They have 30 days from their date of hire to enroll in all insurance programs.  All 



associated benefit forms and detailed benefit information may be accessed online at 
http://www.nebraska.edu/faculty-and-staff/benefits.html  

 Instruct the new employee to go to the N Card office and get their N Card.   

 Inform the new employee of the New Employee Orientation: http://events.unl.edu/hr/upcoming/  

 Plan and inform the employee of necessary SAP training etc. they may need to sign up for.   

 Send new hire info such as title, dept, office, phone, etc. to Dean’s Office (Krista Eis) to update 
the CoE Phone List 

 Assist the employee in accessing Employee Self Service ”ESS” the first time and show them 
where to access paycheck stubs, access benefit information, W-4 tax withholding information 

 We strongly encourage supervisors to send a new hire announcement to internal staff and perhaps 
expand the list to others on campus as appropriate. Something similar to “Please join me in 
welcoming John Doe to the College of Engineering.  John will be joining the Electrical 
Engineering department as an Accounting Assistant on January 15, 2014. John comes to us from 
Disney where he was a friend of Mickey’s.  John has a BA degree in Musical Theater and 
Accounting and is excited to join the Electrical Engineering department. “ 
 

  


