
RECRUITING, HIRING &
ONBOARDING WORKFLOW

HR

= HR

= Hiring Manager

= Employee (ee)

Day 1 of Employment & Post-Hire Checklist in Paycom

Supervisor and employee complete post-hire checklist together
while the new team member is on the clock

Live Scan and References 
Hiring manager provides support to EE during Live Scan process and

conducts reference checks

Job Requisition

Candidate Review

Verbal Offer

Acknowledgment of Offer Letter and MVR

Offer Letter Review and Delivery
HR

Offer Letter Submission

HR reviews onboarding forms. If approved, the new hire checklist is triggered.
Once complete, HR adds an hour of time to the employee’s timesheet. 

HM

HM

HM

HM

HM

EE acknowledges offer letter and MVR

HR reviews the offer letter. If approved, HR sends it to the candidate 

Upon approval of above items, the hiring manager submits
offer letter for approval

Review of Self-Onboarding
HR

Candidate remotely completes self-onboarding in Paycom (waiver,
handbook, I9, etc). 

Self-Onboarding 

EE

Hiring manager identifies a need and creates a requisition

Requisition Approval & Job Posting
HR reviews the requisition. If approved, the job is posted

Hiring manager performs phone screening and interviews 

Hiring manager extends a verbal, contingent offer to the candidate
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The new team member receives a welcome email from
Paycom with information on how to get started

Welcome Email

EE

EE HM&

EE

Remember that
throughout the
process, the New Hire
Queue can be utilized
for a progress update!

Review of Offer letter and MVR
HR checks for completion of offer letter and MVR. If approved,

onboarding documents are triggered.
HR

The supervisor receives a confirmation
email from Paycom

Confirmation Email

HM
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