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UAccess Employee Manager Self Service 

New Hire Process – Graduate Student, Notice of Appointment (NOA) 

Hire/Rehire Request 

form (signed Offer 

Letter must be 

attached)

Approvals by 

Department (additional 

approvals by College 

and HR if applicable)

Systems Control 

creates a person 

record

Self Service – New 

Employee Work 

Center available for 

pending hire use*

Systems Control 

creates a job record 

and processes final 

approval

Pending employee 

becomes official 

employee

HR Department 

Approvers/College 

notified to generate 

Contract(s)

Approvals by 

Department and 

College

Self Service – Notice 

of Appointment/

ReAppointmentGRD

available for Graduate 

employee to accept 

Contract(s)*

*Note: Bolded processes denote steps completed by employee
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