
Hiring Manager 
creates posting 

in HireTouch

Applicants 
apply via 
Hiretouch

Hiring Manager 
extends verbal offer  
to applicant (outside 

of HireTouch)

Hiring Manager 
completes an AHIF in 

HireTouch to initiate the 
electronic onboarding 

process 

When the AHIF is 
submitted, an email is sent 
to the Adjunct's personal 
email address advising 

them to login to HireTouch 
and complete online 
onboarding forms 

When the Adjunct 
completes all forms, a 

Banner ID and employee 
record is generated

Hiring Manager receives 
email notification that the 
855 has been assigned.

An IT ticket is created to 
generate an email 

address for the new 
Adjunct Faculty member

Hiring Managers 
must login to 

EmpForce to send 
I9 invitation and 
instructions via 
email to the new 
Adjunct Faculty 

member

Human Resources will initiate 
the background  screening 
process. The new Adjunct 

Faculty member will receive an 
email from DataScreening with 

instructions

Electronic Onboarding for new Adjunct Faculty

 Hiring Managers 
must assign  teaching 

course and credit 
compensation in FLM 

Adjunct requests ID card 
in WPconnect

https://wpconnect.wpunj.edu/facultyservices/prod_banner_course_scheduling/
https://nam11.safelinks.protection.outlook.com/?url=https%3A%2F%2Fdocs.google.com%2Fforms%2Fd%2Fe%2F1FAIpQLSfFmZTtz563rgPf9J-dZ1G79y8D_n4tLS5dYcLVtQxE1O9P1A%2Fviewform&data=05%7C01%7Cevansj24%40wpunj.edu%7Cd4fe8aa8d62f40632ab008da6febf91b%7C74540637643546cc87a46d38efb78538%7C0%7C0%7C637945356537933496%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C3000%7C%7C%7C&sdata=tE3Q9gZk8d85rb63kZTJNK06kD%2B3Mm3X7%2FMIcGPvnXo%3D&reserved=0
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