
Request an Incoming 
Employee Harvard 
Sponsored Role (HSR) 

Submit a request in the 
Harvard Sponsored Role 
Portal. Be sure to 
include the HUID 
generated by Aurora on 
the form. 

Deliver I-9

Deliver completed 
I-9 form to Central 
Payroll (1033 Mass 
Ave.)

DEPT MAILBOX/ 
CALENDAR

ID CARD

NETWORK PRINTER

APPLICATIONS

SYSTEM ACCESS

Initiating a Staff New Hire
Two Paths to be Up and Running on Day One

Can the 
employee 
complete an I-9 
at least three 
business days 
before their 
first day?

Submit a New Hire 
action in Aurora

Once fully approved 
and submitted in 
PeopleSoft the 
Employee Role will feed 
to MIDAS overnight

Initiate a New Hire 
action in Aurora

Complete the process 
to generate a new 
HUID and save the New 
Hire action as Draft. 
(Remember to Submit 
the action after the I-9 
is complete.) 

EMAIL ADDRESS

Request System 
Access

Complete 
appropriate access 
request forms 
available on the FAS 
Finance website.  

VPN

Request a Computer 
and User Account

Submit the IT Setup 
Request for New 
Employees in FAS
form on the IT Help 
site

If Yes

If No

Prepare Phone

Submit Request 
Phone Service form 
on the IT Help site to 
request a new phone 
line or a User Change 
to an existing line

SHARED DRIVECOMPUTER

TELEPHONE

https://huit.harvard.edu/harvard-sponsored-role-portal
https://finance.fas.harvard.edu/pages/system-access
https://harvard.service-now.com/ithelp?id=sc_cat_item&sys_id=319021d11b519c105b1d3333cc4bcbbc
https://harvard.service-now.com/ithelp?id=sc_cat_item&sys_id=23c30b9adbd1b2002c397ee5bf9619a2
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