
Hiring Process Workflow
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PeopleSoft
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Reviews CHR 
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with Clearance #

SmartPDF/Email

Submits Department 
Referral Response

JobAps

Makes Final Selection, 
Offer Letter to 
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Complete

Audits, Resolves 
Referral & if PCS, 

Processes Hire
JobAps

Submits 
Appointment 

Processing (AP) ESR  
Electronic Service 

Request
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Hire or Data Change

PeopleSoft
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as Completed

SmartPDF/Email 

For Data Change /
Current Employee

For New/Re-Hire

Prints for HSS & RET 
Sign Off, Signature of 
Appointing Officer & 

Appointee,  then Places 
in Empl. Personnel File

Begins Selection 
Process

= Applies to PCS Only

= Applies to Non-PCS Only

= Applies to All

If PBT, Conducts 
Exam & Requests 

List Adoption
JobAps

Completes List 
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Issues Referral

JobAps

Conducts Future 
Employment 
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PeopleSoft

If Non-PCS,
 Processes Hire

JobAps
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Re-Hire

Completes 
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List & 
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For Non-PCS

For PCS

If Approved, RAS will 
Create a Recruitment 
Planner and Assign the 
Dept. ID in JobAps

Attach Conviction 
History Form(s)

Attach Approved 
RTF ESR

Attach Separation 
Report

For Required Medical Exams, 
a Conditional Employment 
Offer Must be Made

Run Holdover List Report 
Prior to Issuing a Referral 

Current Employees 
Fingerprinted After March of 
2008 will Receive an Automatic 
Clearance Number 

Current Employees 
Receive a Confirmation 
of Fingerprint Number
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