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HR Action Request: Hire a Student Employee   hraction.osu.edu 

Student candidate has been identified, background check has been approved, and hir-
ing checklist has been completed.   

1 Log in to HR Action Request  
 

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

2 Choose NEW HR Action Request   
 

  

3 Fill-in Department info and Choose Hire 
 
 
 
 
 

Complete  
Required  
Fields 
 
 

 
Choose Hire  
 
 
 
 
 
 
 
 
 

Click Next 

4 Complete Hire Detail 
 
Supply as much information as possible 
* Denotes required fields.  
 
 
 
 
 
 
 
 

 

 
 
 

0123456 

 

  

 
 
 

01234567 

43500 

Gee, E. Gordon Gee, E. Gordon 

614-292-6446 

gee.2@osu.edu  

Steinmetz, Joseph 

   Click “Current or Former OSU 
Employee/Student” checkbox, 

then use lookup link next to 
“Name” to find student.  

Employee home department 
defaults based on supervi-

sor home department.  
Home department should 

match funding Org. Change 
default if necessary. 
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HR Action Request: Hire a Student Employee Continued 

Candidate has accepted offer.  Includes new hires, rehires, transfers, and concurrent appointments.  

5 Supply Additional Info and Chartfield 
 

 

6 Attach Required Documents if applicable 
 

  

7 Choose SAVE AND CONTINUE 
 
 

This takes you to the next page to review in-
formation before submitting. 
 
 

 
 

 
 
 
 

 
 
 
 
 
 

 

4 Choose SUBMIT 

 
 
 
 
 
 
 
 

 

 

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

Provide ChartField information if known by ini-
tiator/supervisor. If unknown, an approver will 
be required to fill-in the ChartField before the 
HRA can be approved. 

Attach any necessary documents. 
 

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 
documents, 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.  


