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Internet Explorer is the only 1. Save form to your computer

browser that supports this 2. Open saved form

form. If not using Internet 3. Complete form

Explorer, then see #1. 4. Click Submit via Email
button to send form

Type of Hire: *Red fields are required

Non-Benefit Eligible Hire Form

(Includes Grads, Students, Work Study, Temps, Lecturers)

Instructions to Complete the Form

Hiring Department

Choose from the drop-down menu

Hire Status:

Choose from the drop-down menu

Employee Information
First Name:

Middle Name or Initial: (optional)

Last Name:
| |

WSU ID: (if available)

Email: Non-wSU email

Personal Phone Number:

Position Information

Org Number:

Position Number:

First Day of Work:
| |

End Date: (All Temps, Lecturers & Grads)

Clear Employee Fields

Clear ALL Fields

Department Contact: Provide the name of the person in
the department to notify when the Onboard paperwork has been
emailed to the employee, and when the employee has
completed the paperwork.

Department Contact Email

Name and WSU ID of Person Completing Form:

US Export Compliance Requirement: Does this
position require validation based on a need for US
Person or US Citizen? Click the link below for
additional information and to determine if export
validation is needed for the position:

Export Compliance Information

Position Requirements:

Choose from the drop down menu

Background Check Required?
Choose reason for background check

Background Check Billing Org:

Background Check Billing Fund:

Will this employee be working remotely?

Select One

Comments:

Rev. 03/07/2019


https://www.wichita.edu/services/humanresources/documents/Import_Export_Compliance_Checklist_Hiring_.pdf
https://www.wichita.edu/services/humanresources/documents/Import_Export_Compliance_Checklist_Hiring_.pdf
https://www.wichita.edu/services/humanresources/Hiring/Search_Process/Non-Benefit_Eligible_Hire_Form_Instructions.php
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