
Definition: Employee who is new to UCI or is transferring from a UC campus.

AFTER OFFER LETTER SIGNED WITHIN 1 WEEK PRIOR TO START DATE START DATE
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Coordinates first day, training, 

and remaining details with new 

hire.

Emails new hire and CC’s hiring manager 

to coordinate first day: 

Welcome to UCI! First Day Information

Emails new hire to schedule 

onboarding appointment.

Emails new hire and CC’s hiring 

manager: 

Welcome to UCI! Onboarding Process 

for DFA

Available to new hire on 

first day and/or following 

NEO to assist with 

documents or answer 

questions.

Emails hiring manager:

Supervisor Details for New Hire

Enters new hire into payroll 

system and emails new hire to 

activate UCInetID.

Emails new hire invitation to 

attend NEO.1

PROCESS TIME X business days

PROCESS TIME Within week of offer letter signed

PROCESS TIME N/A

PROCESS TIME X business days

PROCESS TIME Employee’s start date

PROCESS TIME Employee’s first week

PROCESS TIME Employee’s first weekPROCESS TIME Within employee’s first week

FTE New Hire: Swim Lane

Notes: 1NEO: New Employee Orientation, required for UCI new hires.
Last revised date: February 2025

DISCLAIMER: Process times for each step may vary.
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