
New Hire Orientation Flowchart
Dept. Submits 
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by NOON at least 2 

business days before 
Employee’s start date

HR Enters 
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2 Days
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New Hire 
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Nightly

HR Assigns 
Orientation 

Modules 
Nightly

Employee 
Completes 
Modules
self-paced

Employee 
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Benefits Forms
within 3 months of 

hire date
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(CIS) and changes 
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Employee with 
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(University ID)


