
Accounting / Finance
General Ledger Transactions ‐ Chart of Account (CoA) Maintenance
FUTURE

De
pa
rt
m
en

t/
Br
an
ch
es

Fi
na
nc
ia
l S
er
vi
ce
s

Start

Add/update new account 
information

Fin Staff ERP

Notify department of new 
account number

Fin Staff Workflow

Department identifies 
need to create or modify 

account/project

Staff ERP

Review request, consult 
department

Fin Staff ERP/
Manual

Project 
Tracking

End

Project 
Tracking

Provide/upload 
supporting 

documentation

Staff ERP

DRAFT



Accounting / Finance
General Ledger Transactions ‐ Journal Entries
FUTURE

De
pa
rt
m
en

t/
Br
an
ch
es

Fi
na
nc
ia
l S
er
vi
ce
s

Start

Review entry and 
documentation for 

accuracy 

Fin Staff/
Fin Dir ERP

Post journal entry

Fin Staff 
Fin Dir ERP

Submit JE with supporting 
documentation 

(via entry or upload)

Staff ERP

Submit JE (or recurring) 
with supporting 

documentation (via entry 
or upload)

Fin Staff ERP

Start Approve? Yes

No

No

Department 
reviews status in 

system

Staff ERP

End

Internal 
Service 
Charges

Auto notification 
upon posting

Auto ERP DRAFT



Finance
Internal Services Charges
FUTURE

Fi
na
nc
ia
l S
er
vi
ce
s

De
pa
rt
m
en

ts
 

Process monthly 
journal entry for 

allocations

Staff ERP

Journal 
Entries

Develop internal 
service changes/

allocations

Staff ERP, Excel

Inform 
departments of 
allocations

Staff ERP 
notific

Create journal 
entry to charge 
departments

Staff ERP

Operating 
Budget

Start

Import data (fuel, 
work orders, 
utilities, other 

services) 
(Interface)

Staff TPS

Process 
departmental 

service (inventory 
requisitions, mail, 

print, etc.)Staff ERP

Determine 
calculations for 
department 
charges

Staff Excel/ERP

DRAFT



Accounting / Finance
Project Tracking
FUTURE

De
pa
rt
m
en

ts
/B
ra
nc
he

s
Fi
na
nc
ia
l S
er
vi
ce
s

Start

Review projects at 
year end for 
completion

Staff ERP

Determine asset 
value/CIP

Staff ERP

Close project

Staff ERP

Identify need to 
create/modify 

project

Staff Manual

Track project budget 
and costs (multi‐year) 
(Includes AR invoices 

and expenses)

Staff ERP

Project 
complete?

Yes

No

Create/update 
asset value

Staff ERP

CoA

Asset 
Tracking

This would include any necessary interfaces to third‐party time 
entry, payroll, or work order systems to capture labor costsGrant 

Application

Obtain labor costs 
through payroll 

process

Staff ERP (or TPS)

Receive 
reimbursements 
against project 

account

Staff Various / 
ERP

Cash Receipt

Add project/grant 
information.  (start, end, 

funding sources)

Staff ERP

DRAFT



Accounting / Finance
Grant Administration/ Tracking
FUTURE

De
pa
rt
m
en

ts
/B
ra
nc
he

s
Fi
na
nc
ia
l S
er
vi
ce
s

Start

Budget 
Adjustments

Request/receive 
reimbursement for 

grant activity

Staff Various

Apply/document 
grant application

Staff ERP

Update grant info 
in system

Staff ERP

Obtain labor costs 
through payroll 

process

Staff ERP (or 
TPS)

Monitor grant 
progress/status

Staff ERP

Payroll

Complete?

Update asset 
information for 
grant‐purchased 

asset (If Applicable) 

Staff ERP

End

Asset 
Tracking

Yes

Accounts 
Receivable

No

Check budget 
availability, verify 
funds (matching 

funds)

Staff ERP

CoA

Close grant 

Staff ERP

Review / Approve 

Staff Manual

Identify grant

Staff Manual

Create grant in ERP

Staff ERP

DRAFT

CoA



Accounting / Finance
Financial Reporting
FUTURE

De
pa
rt
m
en

ts
/

Br
an
ch
es

Fi
na
nc
ia
l 

Se
rv
ic
es

Start

Run Trial Balance, B/S, 
Object and Revenue 

Reports

Fin staff ERP

Export

Fin staff Excel/PDF

Create/Edit/Adjust 
Other Exhibits

Fin staff Manual

Provide Necessary 
Info/Data from TPS 

(If necessary)

Various  Manual

End

DRAFT



Budget
Operating Budget Development
FUTURE

De
pa
rt
m
en

t
CF
O

Bo
ar
d

Start
Enter budget requests 
(budget, mid‐year)

Chiefs ERP

Enable budget development in 
the system (last years actual, 
last years adopted, etc.)

CFO ERP

Prepare guidelines, 
instructions 

CFO/Fin Manual/
ERP

Capital

Capital

Develop budget assumptions/
estimates (revenue, benefits, 

planned ‐+, etc.)

CFO Manual/ERP

Evaluate/review budget 
estimates/submissions 
during dev process

Staff Manual/ERP

Finalize adopted budget

CFO ERP

Update (as needed)

CFO ERP

Review, edit, approve

BOS ERP/Manual

Publish budget book 
(Website, Newspaper, etc.)

BUD Mgr. Misc

Adjustments?

Yes

No

Develop, review 
what‐if’s and 
forecasts

Staff ERP

Create budget book

Finance Manual/ERP

Develop projections, 
and forecasted 

expenses

Auto ERP End 

Develop, review 
what‐if’s and 
forecasts 

(at the Dept. level)

Chief ERP

DRAFT



Budget
Budget Adjustments
FUTURE

De
pa
rt
m
en

t
Fi
na
nc
ia
l S
er
vi
ce
s

Bo
ar
d

Start

Submit adjustment 
request (with approvals)

Dept. Staff ERP

Review / Approve

CFO ERP

Make adjustment in the 
system

CFO ERP

Notify Dept. of 
adjustment

Auto ERP 

End

Approve? Yes
Approve

Board ERP

No

Route request 
(per threshold)

Auto ERP

DRAFT



Budget
Capital Budget Development
FUTURE

De
pa
rt
m
en

ts
Fi
na
nc
ia
l S
er
vi
ce
s

OperatingSend departments existing CIP

CFO ERP/Manual

Determine CIP needs / new 
projects

Dept. Staff Manual

Prioritize projects (with 
Budget / Finance)

Dept. Staff Manual/ERP

Review and compile projects 
for current year

CFO Manual

Prioritize based on available 
funds

CFO ERP

Assign project number (if 
new)

CFO ERP

CoA

Notify departments of 
funded projects

Auto ERP/Manual

CIP

DRAFT



Budget
Capital Improvement Plan (CIP) Development 
FUTURE

De
pa
rt
m
en

t
Fi
na
nc
ia
l S
er
vi
ce
s

Bo
ar
d

Start 

Department discuss what new 
projects/capital items are 

needed (internally)

Various Manual

Review / Approve 

Various ERP

Add  proposed projects through 
the Budget/CIP module within 

the ERP system 

Various ERP

Score/rank projects based on 
community priorities

CFO, Depts, 
Chiefs Manual/ERP

Add to 10 year Capital 
Improvement Plan (CIP)

CFO ERP

Notify Department

CFO Email/ERP

Capital

Identify/propose funding sources

Dept, CFO, 
other Manual/ERP

Updated CIP (remove completed/
approved projects)

CFP ERP

DRAFT



Procure to Pay
Vendor File
FUTURE  

Pr
oc
ur
em

en
t

De
pa
rt
m
en

ts
/B
ra
nc
he

s
Ve

nd
or

Vendor registers to be 
notified of solicitations

Various VSS‐ERP

Instruct vendor to contact 
purchasing

Dept. Staff Manual

Start

Notified of vendor of 
registration

Proc Staff ERP

Direct vendor to register

Proc Staff Manual

Review solicitations 
(by commodity code, other)

Various VSS‐ERP

PO
Approve Vendor and move to 

official vendor list 

Proc Staff ERP

End

Update vendor information 
as necessary

Vendor  VSS‐ERP

Updates needed? Yes

Review / Approve Updates 

Proc Man ERP 

NoRFP

DRAFT



Procure to Pay
Purchase Requisition / PO’s
FUTURE 

Pr
oc
ur
em

en
t

De
pa
rt
m
en

ts
/B
ra
nc
he

s
Fi
na
nc
ia
l 

Se
rv
ic
es

Ve
nd

or
Le
ga
l

Start

Department identifies need 
to purchase supplies or 

services

Staff Manual

Review PO, review account 
codes, send to Finance for 

final approval

Proc Man ERP

Review, Generate PO

Fin. Staff ERP

Budget Check 

Auto ERP

Obtain departmental 
approvals (review funding/

account codes)

Approver ERP/
Workflow

Yes

Receive PO electronically (or 
notified)

Vendor ERP/VSS

Receive notice that PO is 
active

Dept. Staff ERP

Receiving
/AP

Create Purchase Requisition, 
include back‐up 

documentation (including 
quote data)

Staff ERP

Assign Appropriate Charge 
Codes

Auto ERP

End

DRAFT

Review.  Need 
Legal?

No

Yes

Determine if 
agreement needs 
to be drafted

Legal Dir Manual

Draft agreement

Legal Dir Manual

Share agreement 
draft with 
department

Legal Dir Manual

Oversee 
negotiations

Legal Dir Manual

Gather signaures

Misc Manual

Release Req/PO

Proc Man ERP

Update PO/
contract with $, 

dates, etc.

Proc Man ERP



Procure to Pay
Formal Solicitation
FUTURE 

Pr
oc
ur
em

en
t

Ve
nd

or
 

Answer questions

Proc/Dept 
Rep Manual

Release RFP or 
distribute

Proc Misc

Submit Bid

Vendor ERP

Notified of Bid

Vendor Various

Submit Questions

Vendor ERP/Various

Selection process

Vendor/
Dept/Legal ERP

Contract

Req
Draft and approve 
RFP/RFQ/RFI/etc

Proc ERP

GFOA recommends that all purchases, including those that will require formal solicitation, go through the requisition process. This will help users to keep track of where in 
the cycle the requisition may be. 

DRAFT



Procure to Pay
Informal Quote
FUTURE 

De
pa
rt
m
en

ts
, B

ra
nc
he

s,
 

Pr
oc
ur
em

en
t

Ve
nd

or
 

Within informal 
quote threshhold?

Develop and submit quote

Vendor ERP/Email

Enter informal quote and 
supporting docs

Dept ERP

Select lowest quote

Dept ERP

Notify dept of selected 
vendor

Dept ERP

Informal quotes.  Departments obtain number of quotes dictated 
by procurement policy. The lowest quote wins, then department 

creates a Requisition.  

Req

Request quotes from 
appropriate number of 

vendors

Dept ERP/Manual

PO

DRAFT



Procure to Pay
Change Order
FUTURE 

Pr
oc
ur
em

en
t

De
pa
rt
m
en

ts
/B
ra
nc
he

s

PO
Update PO with change order 

information

Dept. Staff ERP

Approve changes to PO

Proc Man ERP

End
Notify Dept. of changes

Auto ERP

Above threshold?

Get any needed department‐
level approvals

Dept. Staff ERP/
Workflow

Budget Check

Auto ERP

Yes

No

DRAFT
No need to have approvals for 
shipping changes for example.  

When do you need to approve change 
orders?



Procure to Pay
Receiving / AP
FUTURE 

De
pa
rt
m
en

ts
/B
ra
nc
he

s/
St
oc
k 
Ro

om
Ac
co
un

tin
g/
Fi
na
nc
e

Receive goods and inspect

Dept. Staff Manual

PO

Match packing slip, PO

Staff ERP/Manual

Update system with what 
was received (quantity)

Staff ERP

Receive Invoice from vendor

AP Clerk Manual

Apply charge/account codes

Fin Admin/
Staff ERP

Input payments

Acct Spec ERP

Run Outstanding Check 
Report

Acct Spec ERP

Review for errors

Acct Spec ERP

Process check run

Acct Spec ERP

Set up printer and print 
checks

Acct Spec ERP

Process wire/ACH when 
occurs

Acct Spec Bank

Stuff envelopes and mail

Acct Spec ERP

End

End

Scan packing slip into ERP

Dept. Staff ERP

Conduct two, three, four 
way‐match inside of the 

system

Acct Spec ERP

DRAFT

Start
Receive Invoice

Staff Manual

Scan into system

Staff ERP

Indicate if damaged

Role ERP



Procure to Pay
Purchasing Cards (P‐Cards)
FUTURE 

AP
De

pa
rt
m
en

ts
Ba

nk

Start

Department identify need to 
purchase supplies or services 
(under a given threshold)

Staff Manual

A threshold should be set by the PIT Crew for 
P‐Card use, and should be CPL‐Wide for all 

card holders DRAFT

Receipts are 
collected

Staff Manual/
Misc

Store receipts at 
department (per 

policy)

Staff Manual/
ERP

Update P‐Card module 
with purchase 

information (receipts, 
account, vendor, etc.)

Staff ERP

Approve transactions 
(weekly/b‐weekly)

Approver ERP

End
Process payment

AP ERP

Bank file with 
transaction detail 

received in system (as 
frequently as possible)

Huntingto
n ERP

Start



Procure to Pay
Inventory
FUTURE

De
pa
rt
m
en

ts
St
oc
k 
Ro

om

Start
Receiving

Update inventory 
module with what 

was received

Staff ERP

Req/Pick 
ticket

Employee makes 
determination to 
order inventory

Staff Manual

System prompts user 
it is time to reorder 
based on min/max 

settings
Auto or Run 

report ERP

End

DRAFT

Review pick tickets, 
print and pick

Role System

Post ticket / 
quantities (update 

inventory)

Role Munis

Deliver

Role Manual

Run inventory 
report for ordering

Auto Munis

Order stock items

Role System

Req



Procure to Pay
Sirsi
FUTURE 

Te
ch
ni
ca
l S
er
vi
ce
s /

 S
irs
i

Br
an
ch
es

Fi
na
nc
e 
/ E

RP

Start

Department identifies need 
to purchase supplies or 

services

Staff Vendor Website / 
Manual

Complete gridding (assign 
fund and location of order)

Staff Vendor 
website

Notify Technical Services 
order is ready to be placed

Staff Email

DRAFT

Download and transmit EDI 
file 

(Summary info only – Qty, 
title, total amount?)

Auto FTP server

EDI file creates purchase 
requisition

Auto ERP

Review and approve

Staff ERP

Review and approve

Staff ERP

PO created

Auto ERP

Receive notification of PO 
creation and PO number

Staff ERP

Update Sirsi with PO number

Staff Manual / 
Sirsi

Existing 
Ordering & 
Receiving 
Process

Receive invoice from vendor

Staff Manual?

Attach invoice to PO

Staff ERP

Complete change order on 
PO to match invoice amount

Staff ERP

AP

Thresholds TBD



Capital Asset Management
Acquisition
FUTURE

De
pa
rt
m
en

t
Fi
na
nc
ia
l S
er
vi
ce
s

Depreciation

Track project costs

Dept. Staff ERP

Asset purchase meets 
capitalization threshold

Dept. Staff ERP

Close project

Dept. Staff ERP

Project complete? Yes

Determine asset value / 
CIP

Fin. Staff ERP

Review projects at year 
end for completion

Fin. Staff ERP

No

Create Asset 
(or modify existing)

Fin. Staff ERP

Project 
Tracking

Request asset addition 
(asset received from 
external agency)

Dept. Staff ERP

Purchase 
Order

Capitalize all cost (Time, 
Materials, etc.)

Dept. Staff ERP

Notify Department

Fin. Staff ERP

Generate Asset Number

Auto ERP

Tag low dollar high value 
assets

Fin. Staff Manual

DRAFT



Capital Asset Management
Asset Lifecycle 
FUTURE

De
pa
rt
m
en

t
Fi
na
nc
ia
l S
er
vi
ce
s

Start

Pull list of assets by  
Department 

(department inventory) 

Fin. Staff ERP

Compare physical 
asset(s) to list

Dept. 
Staff

Manual/
ERP

Update asset list 
(additions, transfers, 

deposals)

Dept. Staff Manual/ERP

Update asset value, 
status, location, etc.

Fin. Staff ERP

Review changes

Fin. Staff ERP

End

Prepare year‐end 
reports

Fin. Staff ERP/Excel

Disposal

Update Assets 
Condition

Dept. Staff ERP

Send list of assets to 
Department for review

Fin. Staff ERP

DRAFT



Capital Asset Management
Depreciation 
FUTURE

Fi
na
nc
e

Run depreciation in the system

Auto ERP

End
Acquisition

Determine depreciation 
schedule date and frequency

Fin. Staff Manual/ERP

Prepare year‐end reports 

Fin. Staff ERP/Excel

Review / Approve 

FIN Staff ERP

Disposal DRAFT



Capital Asset Management
Disposal 
FUTURE

De
pa
rt
m
en

t
Fi
na
nc
e

Notify Finance of 
disposal, salvage or 
replacement plan

Staff Email/ERP

Update asset file 
with transfer/

disposal information

Fin. Staff ERP

Close asset file

Dept. Staff ERP

Salvage value?
Depreciation

Notification of full 
depreciation.

Auto ERP

End
Sale asset at auction

Dept. Staff Manual

Yes

No

DRAFT



Human Resources
New Position
FUTURE

Hu
m
an

 R
es
ou

rc
es

De
pa
rt
m
en

ts
/

Br
an
ch
es

Fi
na
nc
e

Start 
Identify need for 
new position

Dept Manual

Review / Approve

Chiefs Manual 

Create new position 
in ERP

HR ERP

Budget 
Development 

Work with Dept. to 
build‐out position 

description and duties

Dept. Staff Manual

 Identify pay
(Comp Study/Other) 

Dept. Dir. Manual 

DRAFT
Create initial 
position

Dept ERP



Human Resources
Employee File
FUTURE

Pa
yr
ol
l

Em
pl
oy
ee

HR
‐ B

en
ef
its

HR

Start Start

Initiate Change in Employee 
Self‐Service

Various ESS‐ERP

Workflow 
Review / Approval

HR Staff ERP

Initiate Change in HR

Various ERP

Workflow 
Review

Various ERP

Workflow 
Review / Approval

Various ERP

Make other changes to other 
systems (If needed)

Various ERP

End

DRAFT



Human Resources 
Personnel Evaluations
FUTURE

HR
 

Em
pl
oy
ee

De
pa
rt
m
en

t

Track anniversary date 
or CPL‐Wide 

evaluation date  

Auto ERP

Notify employee 
and supervisor 
(in advance)

Auto ERP

Review / Approve

HR Dir. ERP

Complete/edit 
supervisor draft 

Supervisor ERP

Complete/edit 
employee draft

Various ERP

Merge/Edit

Supervisor ERP

Meet and discuss 

Super/
Employee manual

Sign Final Evaluation

Various ERP

Start DRAFT

PAF/
Payroll

PIP



Human Resources
Training/Certification Tracking
FUTURE

De
pa
rt
m
en

ts
Hu

m
an

 R
es
ou

rc
es

Process TBD – Depends on ERP modules purchased.  Many ERP systems offer training management 
modules where employee training can be tracked directly.  Some ERP systems  also have learning 
management functionality where employees can initiate self‐paced learning courses/training plans.  At a 
minimum, the CPL should ensure that all trainings and certifications are recorded in the primary employee 
file in a future solution. 

DRAFT

Start

Update 
certification docs/

other

Employee ESS

Start
Take required 

training

Employee InPerson/
Webinar

Register/Enroll

Employee ESS

Take safety course

Safety Manual

Add Safety course 
to ESS

Safety Man Munis

Review, approve 
(employee record 

updated)

HR ERP

PAPImpact pay?

HR ERP



Human Resources
Separation
FUTURE

De
pa
rt
m
en

t
Hu

m
an

 R
es
ou

rc
es

Enter separation with 
date and reason

Employee ERP

Enter separation with 
date and reason

Manager ERP

Voluntary

Term/Involuntary

Enter separation type 
with date and reason 
(termination, other)

Manager/HR ERP

Notified, and 
acknowledge

Manager ERP

Other departments 
notified

Auto ERP

Review and approve 
separation (update 

dates, etc.)

HR ERP

Pay

Offboarding checklist 
initiated

Dept super ERP

Departments notified 
of separation 

Dept super ERP

Department complete 
(acknowledge) checklist item 

(return laptop, turn off 
network access, collect assets, 

etc.)

Dept rep ERP

Review status of 
offboarding checklit

HR ERP

DRAFT



Human Resources
Disciplinary Process
FUTURE

De
pa
rt
m
en

t
Hu

m
an

 R
es
ou

rc
es

Em
pl
oy
ee

Unresolved

Resolved

Type of Discipline?

Other End

Grievance

Suspension

End

NoEnd Accept?Yes

Informal coaching document 
provided to employee

Various manual

Investigation occurs

Various Manual

Completion of investigation; 
notification of involved 

parties

Various ERP/Manual

Completion of investigation; 
compile any needed 
documentation

Various ERP / 
Manual

Notify employee of 
suspension

Various Manual

Record findings in employee 
record 

Various ERP

Rebuttal/disciplinary action 
stored in employee record in 

ERP

Various ERP

Start

DRAFT



Human Resources
Benefit Enrollment
FUTURE

Hu
m
an

 R
es
ou

rc
es

Em
pl
oy
ee

W
el
ln
es
s P

oi
nt

Update benefit selections 
through open enrollment 
process or for life event

Employee ERP

Upload supporting 
documentation

Employee ERP

Employee 
File

Complete benefit 
enrollment

Employee ERP Interface benefit to 
TPA/or Portal

Employee ERP

Start

Open enrollment to 
employees in ERP/ESS 

HR ERP

Complete pre‐
enrollment activates 
(benefit provider 
changes, etc.)

HR Manual/
ERP

Review / approve 
employee benefit 

selections

HR  ERP

DRAFTAnnual Wellness 
Survey

Provide health 
information to 

wellness provider

Employee System

Evaluate health 
information

Provider System

Calculate health score 
and send to HR

Provider Email, Excel

Receive list from 
Wellness TPA of Pts 
earned by employee

HR Manual

Determine $ coverage 
based on points 

earned

HR Manual

Update employee benefit 
rate (upload file) Updates 

rates on points

HR ERP

Payroll

Wellness rating saved in 
employee (point rating 
included for employee at 

open enrollment)
Role System
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Employee Manual

Incident report is 
completed

Dept. Mgr. ERP/Manual

Report is sent HR

Dept. Mgr. ERP

Incident file is 
created 

Risk Mgr. Manual/ERP

Recovery is tracked

Risk Clerk ERP

Payroll is updated 
based on file 

Payroll Clerk ERP

Hours are entered 
by Dept. Supervisor

Supervisor ERP

TPA is updated 
(as needed)

Risk Mgr. ERP

End
Employee cleared to 

return to work

Risk Mgr. Manual
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Start

Notify Department 
and Employee

ERP / Email

Note: Depending on the type of 
personnel action, the workflow approval 

path could be different

Enter PAF into ERP

Various ERP

Attach 
documentation

Various ERP

Review / Approve

Various ERP

Enter PAF Into ERP

Various ERP

Workflow Approval

Various ERP

Review / Approval

PAY Mgr. ERP

Review / Approval

BEN Mgr. ERP

End
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Recruitment
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Start

Identify the need to 
fill a position

Dept. Staff Manual

Submit new hire 
requisition 

Dept. Staff ERP

Select existing 
position from list

Dept. Staff ERP

Determine Internal 
vs. External posting

Dept. Staff Manual

Review Approve 

HR Dir. ERP

Create Exam Plan 

Recruiter ERP

Assign Exam Plan to 
Dept./Position

Recruiter ERP

Crate the posting 
(Draft)

Recruiter ERP

Publish the Job 
Posting 

Recruiter CPL/Other 
job boards

Process 
applications as they 

are received 

Recruiter ERP.

Check for minimum 
qualification

Auto ERP.

Send notification to 
Dept. 

Auto  ERP.

Meets 
requirements?

Yes

Send thank you 
letter

Recruiter ERP/Manual

Select applicants to 
interview 

Dept. Staff Manual/ERP

Schedule and 
conduct interviews

Recruiter ERP

Updated applicant 
file of accepted job 

offer 

Recruiter ERP

Create a personnel 
action for 

onboarding in the 
ERP  

Auto ERP

New Hire

No

End

New Position? No

Work with FIN and HR 
to build‐out position 
description (duties, 

PCN, Etc.)
Dept. Staff Manual

Yes

Select an 
interviewee to hire 

Dept. Staff Email 

Make
job offer 

Dept. Staff ERP/Manual
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New Hire (Onboarding)
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End

Personnel Action Form 

Initiated by Department

Supervisor ERP

Division/hiring manager 

applies approval

Dept. Mgr. ERP

Submit PAF to HR

Workflow ERP

Review and validate PAF 

HR ERP

Initiate new hire checklist

HR ERP

Complete check list items

Workflow ERP/Manual

Use Self Service for Initial 
Benefits, and other forms, 

submissions

Various ERP

Complete check list items

Workflow ERP/Manual

Complete check list items

Workflow ERP/Manual

Complete check list items

Workflow ERP/Manual

Applicant 
Tracking

Complete Background Check 

New Hire Manual
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Salary Adjustment
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Start

Review / 
Approve

HR Staff  ERP

Payroll PAF 
changed/entered 

Dept. 
Manager ERP

Review /Approve 
by authorized 

person

Dept. Dir. ERP

End 

Make updates in 
payroll 

HR ERP

Mass change?

Yes

No

Auto notification 
sent to HR 

Auto ERP

Unload supporting 
documentation 
(If needed)

Dept. Dir. ERP

Notify Payroll

HR Staff ERP

Update title 
(If Applicable)

HR Staff ERP

Review / Approve 

Payroll ERP

Notify Supervisor 
& Employee

Payroll ERP

End 

Reconcile pay rates in the HR 
and Payroll     

HR Staff ERP

Make needed 
updated in payroll 

Payroll ERP

DRAFT
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