
 

5 

 

HR Action Request: Hire a Non-Student Employee (after posting position)  

Position has been approved through HRA and posted.  Candidate has been identified, background 
check is approved and hiring checklist is complete.  Includes new hires, rehires, and transfers.  

1 Log in to HR Action Request  
 

https://hraction.osu.edu  
Log in using your name.# and Kerberos password 

2 Choose SEARCH from the Home Page 
 

  

4 Select READY TO HIRE Button at Bottom 

 
 
 
 
 
 
 
 
 

 

3 Enter Request Number from Previous HRA 

Position Posting 

 
 
  
 
 
 
 
 
 
 
 

 

 

Click the Search button to find original “fill existing po-
sition” or “create new position” posting. 

Open HRA, verify information is accurate, scroll to 
bottom of page and click “READY TO HIRE” button. 
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6 Supply Additional Info and Chartfield 
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HR Action Request: Hire a Non-Student Employee continued 

8 Choose SAVE AND CONTINUE, then SUBMIT 

 
 
 
 
 
 

 

 
 
 
 
 
 
Once you have clicked SUBMIT the workflow process  starts.  The 
HRA request is routed to pre-determined approvers within your 
department.  
 
Approvers have the ability to add information, attach docu-
ments, add comments, ad hoc other approvers , and approve 
the HRA.  
 
Once an HRA is approved at all levels it routes to the HR Service 
Center for processing.  The HRA is assigned to a member of the 
Service Center to complete the request.  

5 Complete Hire Detail 

 

 

7 Attach Required Documents if applicable 
 
 
 
 

Attach any information that the HR Service Center 
may need for processing. 

Provide additional information, i.e.: 
 
-Campus address and work phone number 
-Optional background checks required (i.e. credit check, 
educational verification, professional licensure, etc.) 
 
 

NOTE: Chartfield Information should auto-populate 
into HRA Hire.  If it does not, please supply this in-
formation before submitting. 

   Many fields will 
auto populate in 

from the approved 
position posted (i.e. 

Position Number, 
Job Title, Approver, 

etc.)  

 
 

0123456 

 

 
 
 

01234567 

43500 

Gee, E. Gordon Gee, E. Gordon 

614-292-6446 

gee.2@osu.edu  

Steinmetz, Joseph 

Some information defaults in. Supply as much additional 
information as possible. 

* Denotes required fields.  

Required Fields to Complete: 
*Name 

*Pay Rate 
*Start Date 

*Personal Email Address 


