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We have implemented a New Hire eForm process to 
streamline the rehire/transfer process.  
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There are two new links in Hire eForm. 
1. Update a Hire form. This is used to adjust, resubmit, 

or withdraw the form. 
2. Evaluate a Hire form. This is used to approve, deny, 

or recycle the form.   
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Rehire or Transfer  
Enter Employee ID/Edison Number or Social Security Number (SSN) 

Click Search   
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The Green Check means employee is still active in Edison. 
 You can still enter them in system, this just means that the 

form will now route for approval. 

Click the ID Number 
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Update any information  
and or complete any 

field that has an  
asterisk. 

 
Click Save & Next  
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If you receive this message and you know the address is correct 
select No. 

Select Yes if you need to correct part of the address.   
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Enter Job Data 
information  

and complete any field 
that has an  

asterisk. 
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Remember All TBR and STOLA agencies are required to enter 
the employee’s annual Comp Rate.  

Click Submit 
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Select Yes 
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Notice 

Notice 

1. You will see the normal “Congratulations, you’ve done it!” message. 
 

2. You will see the eForm is in a Pending status and the eForm has 
been sent to the losing agency for approval of the term date.  
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This following is an example of the email the losing agency ABCs will receive. 

Click the blue hyperlink.  You will need to log into Edison. 
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After clicking the hyperlink this window will appear and  
the eForm ID will automatically populate. 

Notice 

Click Search 
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Click Next 
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Notice 

Notice 

Notice 

You have four options to select from 
 to process this Hire eForm. 

Last Day of Coverage shows an end of the month date.  
The gaining agency will start benefits the very next day. 
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Notice 

You have three Department Action  
options to select from. 
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You have six Reason Code  
options to select from. 

Notice 
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Example of Agree – Use Proposed Date 
Click the Approve button.  
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Example of Employee Not Losing Coverage. 
Click the Approve button.  
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Example of Override Last Day of Coverage. 
Ensure you enter a comment and the last day of coverage from your 
agency. Notice that this changes the calculated term date and date 

of hire for the new agency based on the date you select. 
Click the Approve button.  
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Click the Yes button to approve this form.   
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1. You will see that the form has been finalized and authorized. 
2. You will see the eForm in an Approved status. 

3. A email was sent to the gaining agency notifying them that the 
form has been approved.  

Notice 
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This following is an example of the email the gaining agency ABC’s will receive for a  
Agree –Use Proposed Date. 

Click the blue hyperlink.  You will need to log in or be logged in Edison. 

Notice the Hire Date Request and Used 
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In this example, we used the Override Last Day of Coverage. 
Instead of 09/30/2016 we elected 10/31/2016 and enter a comment. 

We click the Approve button.  
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Click the Yes button to approve this form.   
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1. You will see that the form has been finalized and authorized. 
2. You will see the eForm in an Approved status. 

3. A email was sent to the gaining agency notifying them that the 
form has been approved and what the hire date change was 

changed to.  

Notice 

Notice 
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This following is an example of the email the gaining agency ABC’s will receive for a  
Override Last Day of Coverage. 

Notice the Hire Date Request and the one used.  
With this hire date the benefits will start on 2016-11-01 

If you wish to enter the benefits now. 
Click the blue hyperlink.  You will need to log in or be logged in Edison. 
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Questions 


