
Hire Transfer Form 
 
General Instructions 

1. Many data elements on this form will be pre-populated from other forms completed by both the hiring 
department and the candidate.  You should not change the job code specific data. 

 
2. * Asterisks indicate required fields. 

 

3.  This box indicates the value entered must be selected from a drop down box.  
Click either the down arrow or the Selection details link to access the drop down list. 

 
4. Ethnic Group is a required field.  If the candidate did not self ID, then you should enter an observed 

Ethnic Group using your best judgment. 
 

5. The FLSA values for each Job Code are determined by federal guidelines.  Do not change this value.  
The system will verify the value against existing PeopleSoft tables for validity. 

 
6. The Supervisor ID field is extremely important.  This field is used to determine access to the Emory 

Recruiting System (ERS), to the Learning and Development module in Manager Self Service within 
PeopleSoft, and for various workflow emails from HR.  Supervisors will only appear in this list after 
their direct reports have been established in PeopleSoft.  
(Please Note:  In order for a supervisor to be automatically sent over to ERS for inclusion on the 
supervisor drop down list, the person must be listed on someone’s PeopleSoft Job record as their 
supervisor.  If the department has not completed the Supervisor ID field on the person’s direct reports 
then they will not be in the supervisor list in ERS.  The department should enter the Supervisor ID field 
for all direct reports on the Job records in PeopleSoft.  Departments can enter or update Supervisor IDs 
through HRWEB under Emory HRWEB>>General Update>>Reporting Change.  Supervisor data is 
visible in HRWEB on the Job Summary.  Completing the Supervisor ID fields will create an overnight 
feed to ERS updating the supervisor drop down list.  This will also give the supervisor the link in 
PeopleSoft Manager Self Service to access ERS.  If the new position will be the supervisor’s first direct 
report, please contact HR Technical Services to have him/her added.) 
 

7. Compensation Rate should be entered at the Hourly or Monthly rate based upon the employee’s job 
code.  You should not include dollar signs ($) in the field, nor try to indicate whether the amount is 
hourly or monthly.  There is a field called Rate Code directly below this field which asks you to identify 
the rate as Hourly or Monthly.  Do not enter the annual salary. 

 
8. This form is shared with Emory Healthcare.  There are certain fields that the university requires that 

healthcare does not.  Although these fields cannot be marked as required, you should provide the data 
for university employees.  They are Primary Department, and Paycheck Distribution Location #.  
 

 
9.  If a field has more than 100 options, you will see this field.  You cannot simply 

type the appropriate value in these fields.  You must select the correct entry from the list.  For example, 
to enter a FAS Earnings Distribution Account Code: 

• Click the    button to search and select an account number 
• Enter your value in the search box at top.  Click to indicate if the value ‘Starts’ with or 

‘Contains’ what you’ve entered.  Hit Search. 
• The value will be displayed on the left hand side under ‘Available fields’. Click to highlight the 

appropriate value.  It will immediately move to the right hand side under ‘Selected fields’. 

List>>



• Click OK to load the value to your form. 
You must follow these steps whenever the filed displays a List.  If you just type in the value and hit OK, 
without selecting it on the left to move it to the right, the value will not be loaded to your form and will 
not come over to PeopleSoft. 
 

10. Hit Save to complete the process.  Don’t forget to send the I-9, W-4, and G-4 to Data Services.  They 
cannot complete the Hire until these items are received.  Remember - No I-9, No 
Pay!



 

Remember an 
asterisk * indicates 
a required field. 

The List button indicates there are 
more than 100 valid values for a field.  
You must select the value from the 
‘list’ to properly save it to the form.  
Hit the List button and then Search for 
your value.  Select the item in the left 
hand column, move it to the right and 
then hit OK.

The candidate was given the opportunity to self 
indentify their Ethnic Group during the application 
process.  If these fields are blank, then they chose not 
to self ID.  This data is required to complete the hire 
into PeopleSoft.  Per EOP guidelines, please enter an 
observed Ethnic Group if fields are blank. 



 

 

Several fields will default values 
from the PeopleSoft Job Code table.  
You should not change data such as 
FLSA status.  If you enter such 
changes, you should be aware that 
they will revert to defined values 
upon the load to Job Data. 



 

Because this form is shared by Emory 
University and Healthcare, these fields are 
not marked required, but they must be 
completed for all university employees. 

For FAS Earnings Distribution Account 
Codes and Departments, you must use 
the List button to find and select the 
appropriate codes.  DO NOT type the 
numbers in and hit OK.  They will not be 
properly loaded and saved to your form. 



 

For CODA Sub and Level 3 accounts 
and Departments, you must use the List 
button to find and select the appropriate 
codes.  DO NOT type the numbers in 
and hit OK.  They will not be properly 
loaded and saved to your form. 



 
 

If you are completing this 
for a university position, 
make sure this section is 
blank.



 
 
 
 

 
 
Please contact Sherry Stodghill at (404) 727-6066 or Shan Baker at (404) 727-0227 with questions concerning 
this form. 

Don’t forget to hit Save 


