
   
 

 
 

Express Hire and HireRight  
User Guide   

  
Introduction   
  
The Express Hire process allows departments to input minimal data on any type of new* 
employee until all paperwork is complete and information can be fully entered into the Banner 
system.  Express Hire data is used for a variety of service and security purposes including:   
• On-line information access, including benefits and orientation information    
• Verification, issuance, and cancellation of the VCUCard   
• Building and systems access    
• Assignment of eID and e-mail accounts   
• Parking  
• Training registration   

  
Note: After personnel data on a new employee is entered into Express Hire, it may take up to five 
days for this information to transfer to other University systems for assignment of e-mail accounts and 
for other purposes.      

 
Using the Express Hire process does not permit new employees to be paid; all paperwork and 
hiring authorizations must be completed and paperwork submitted to VCU Human Resources 
(HR) to complete the new hire and payroll record.   
 

Note:  If your new employee has not yet received a Social Security Number (SSN), you must still enter 
his/her data into Express Hire. Follow the instructions in this guide carefully.  You will need to leave 
the SSN field blank – do not use all 8s as the SSN.  Once Express Hire has been completed, call 
HR Operations at 827-1770 to let us know that the employee needs a temporary SSN in Banner. We 
will generate this information for you so the Express Hire data will update to the VCUCard office and 
other areas of the University. 

  
The HireRight process allows departments to input data on employees so that a criminal history 
background check and the I-9 form can be processed.  This action is required before a PAF can 
be entered into Banner. 
 
The Employee Class Change process allows departments to enter minimal information into 
Banner to alert HR, the VCUCard office, and other University offices of a change in employee 
class.  This action is especially important when benefits eligibility is affected by the change (i.e., 
adjunct to faculty).  
 
___________________ 
 

* Faculty new hires can be put into Express Hire prior to signing their contracts.  



 

 
   
 

Responsibility   
  
It is the responsibility of the hiring department to input Express Hire and HireRight data on all 
new* employees, including new employees who do not yet have a Social Security number.   
 
It also is the department's responsibility to provide HR with all paperwork for decentralized hires 
in a timely manner so that data entry can be completed and the employee placed on the payroll.   
 
For both centralized and decentralized hiring, HR is responsible for completing data entry and 
placing the new employee on the payroll.   
 
Access   
 

• Express Hire is accessed through Internet Native Banner (INB).   
• HireRight is accessed at https://www.hireright.com/login.html. To obtain access to 

HireRight, you must be a Personnel Administrator (PA) or have your supervisor request 
access for you. Contact VCU Human Resources Office of Learning and Development for 
more information about access. 
 

For Assistance   
 
Contact your HR Consultant or HR Administrator with questions regarding the Express Hire or 
HireRight processes.   
 
 

Express Hire Codes and Field Definitions   
  

Field Definition of Fields   
ID - Identification Number in Banner  
Matching Source - Validation of fields to search against (Express Hire)  
NAME - Last name, first name, middle initial, suffix, prefix of the new employee  
Address Type - Type of Address identified  
Address - Address Identified  
Start Date – Effective Date of the new hire (MM/DD/CCYY)  
SSN/SIN/TIN - Social Security Number or Tax Identification Number of the new employee  
Birth Date - Date of Birth  
Gender - Male or Female  
 
___________________ 
 

*Faculty new hires can be put into Express Hire prior to signing their contracts.

https://www.hireright.com/login.html


 

 
   
 

Email Type - Type of Email Address identified  
Email - Email Address identified  
Telephone Type - Type of Phone Number identified  
Telephone - Phone Number identified  
Code - Code for Express Hire Information  
Comment - Information for Express Hire  
  
Express Hire Codes  
SD = Start Date (MM/DD/CCYY)**  
ORG = Home Organization Number  
 

C1 Classified FT – Non Exempt  A1 Admin Faculty 12 month FT  M1 Clinical MD Faculty 12 
month FT 

C2 Classified FT – Exempt  A2 Admin Faculty 9/10 month FT  M2 Clinical MD Faculty 9/10 
month FT 

C3 Classified ≥80 – Non Exempt  A3 Admin Faculty 12 month PT  M3 Clinical MD Faculty 12 
month PT – 50<79 

C4 Classified ≥ 80 – Exempt  A4 Admin Faculty 9/10 month PT 
50<79  M4 Clinical MD Faculty 9/10 

month PT – 50<79 

C5 Classified 50<79 – Non 
Exempt  A5 Admin Faculty PT 12≥80  M5 Clinical MD Faculty 12 

month PT – 12≥80) 

C6 Classified 50<79 Exempt  A6 Admin Faculty 9/10 month PT ≥80  M6 Clinical MD Faculty 9/10 
month PT ≥80 

LE Law Enforcement Officers FT  P1 Prof Faculty 12 month FT  O1 Clinical Other Faculty 12 
month – FT 

F1 Teaching & Research Faculty 
12 month FT  P2 Prof Faculty 9/10 FT  O2 Clinical Other Faculty 9/10 

month FT 

F2 Teaching & Research Faculty 
9/10 month FT  P3 Prof Faculty 12 month PT 50<79  O3 Clinical Other Faculty 12 

month PT – 50<79 

F3 Teaching & Research 12 
month PT 50<79  P4 Prof Faculty 9/10 month PT 50<70  O4 Clinical Other Faculty 9/10 

month PT 50<79 

F4 Teaching & Research 9/10 
month PT 50<79  P5 Prof Faculty 12 month PT 12≥80  O5 Clinical Other Faculty 12 

month PT 12≥80 

F5 Teaching & Research 12 
month PT 12≥80)  P6 Prof Faculty 9/10 month PT ≥80  O6 Clinical Other Faculty 9/10 

month ≥80 

F6 Teaching & Research 9/10 
month ≥80  G9 G9 Graduate Asst 9 month  H1 Hourly 

VQ Qatar Faculty FT  GA GA Graduate Asst 12 month  SW Student Worker 
AJ Adjunct Faculty  PD Post-Doctoral Fellow  WS Work-Study 
      AF Affiliates 

 
 
Employee Class = Code used to identify the employee’s classification and benefits eligibility  
 
 
 
 
 
 
 
 
___________________ 
 

**In order for Express Hire to process correctly, you must enter the date in the correct format.  
 



 

 
   
 

- Quick Reference Guide -  
Express Hire  

  
What is Express Hire?  
Express Hire is the process that allows departments to input minimal data on any type of new employee 
until all paperwork is complete and information can be fully entered into the Banner system.   
  
Instructions  
 
1. Log into Banner with your username and password.  
2. In the Go To… box, type EXPHIRE and hit Enter.   
3. Click the Generate ID icon.  This action should enter the word GENERATED in the box next to ID.   
4. Click on the down arrow key next to the box that says Matching Source.  
• Select the matching source that says EXPRESS HIRE from the box that pops up.  

5. On the menu bar, click on Block and then click Next.  
6. Enter all of the information you have for the new employee.  You must enter the following:  
• First name  
• Last name  
• SSN/Tax ID (leave blank if the employee does not yet have a SSN and call HR at 827-1770 after 

completing Express Hire to let us know the employee needs a temporary SSN; DO NOT use all 
8s; see the “Introduction” section for more details)   

• Date of Birth (which includes birth date day, birth date month, and birth date year -  providing 
additional match fields) 

• Gender 
• Current permanent mailing address (street address, city, state, and zip code)  

7. When finished, click Duplicate Check Icon.  (This action will allow you to see if you are trying to 
create a record that already exists in Banner).  Duplicate record?  
• If Yes, click on the record of the person you want. Then click Select ID. 
• If Not Sure, contact HR at 827-1770.  
• If No, click the Create New icon to create the new record and then click OK.  

 
VERY IMPORTANT!  Make sure this person does not exist in the system already.  You could get some 
potential matches or a match, but that does not mean the record is the same person.  Once you click 
Create New, the record is in the system and cannot be undone.  IF YOU ARE UNSURE OF POTENTIAL 
MATCHES, CALL HR AT 827-1770 FOR VERIFICATION!    
 
8. Click the X at the end of the toolbar.  This action should open another form called Comment 

(PPACMNT).   
9. On the menu bar, click on Block and then click Next.  

10. If a box pops up that says “Query caused no records to be retrieved,” click OK.   
11. Click the down arrow key next to the box that says “Code.”  
12. Select the Employee Class and click OK.  
13. Hit the down arrow key, on the keyboard, to move to the next empty line. 
14. In the box next to “Code,” type ORG and then hit tab. It should say Home Organization Number.  
15. In the comment box, type in your Home Organization Number.  
 a. Hint:  Home Organization number is four digits.  



 

 
   
 

16. Hit the down arrow key on the keyboard to move to the next empty line.  
17. In the box next to “Code,” type SD and then hit tab. It should say Start Date.  
18. In the comment box, type the Start Date (format should be MM/DD/CCYY). 
19. Hit the down arrow key on the keyboard to move to the next empty line. 
20. Select the Administrative Level, if applicable. NOTE:  Not all employees have an Administrative 

Level. For more information, refer to the Administrative Level Quick Reference Guide located at 
http://www.hr.vcu.edu/media/hr/documents/AdministrativeLevel.pdf. 

21. On the menu bar, click on File and then click Save.*** 
___________________ 
 

***Free–Form Comment Field can be used to provide additional information, such as 
     address changes or new hire packet delivery instructions. 
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Exact and Potential Matches 
 

 
 

http://www.hr.vcu.edu/media/hr/documents/AdministrativeLevel.pdf
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This Banner Form is used in the initial establishment of an employee in Banner as well as for Employee 
Class Changes.   For Employee Class Changes, ALL fields must be updated. 

 



 

 
   
 

- Quick Reference Guide -  
Updating Employee Class Data****  

 
Instructions  

1. Log into Banner with your username and password.  
2. In the Go To… Box, type ECLSCHANGE and hit Enter.   
3. Type in the Banner ID for the employee.  
      Note:  If unable to access an employee, call HR at 827-1770 to have the 
                 employee’s Home ORG updated in Banner. 
4. On the menu bar click on Block and then click Next. 

Note:  If a box pops up that says “Query caused no records to be retrieved,” click OK. 
• If information for the employee already exists, all fields must be 

updated with new information (see page 7). 
5. Click the down arrow key next to the box that says “Code.” 
6. Select the new Employee Class and click OK.  
7. Hit the down arrow key on the keyboard to move to the next empty line. 
8. In the box next to “Code,” type ORG and then hit tab. It should say Home 

Organization Number.  
9. In the comment box, type in your Home Organization Number.  

a. Hint:  Home Organization number is four digits.  
10. Hit the down arrow key on the keyboard to move to the next empty line.  
11. In the box next to “Code,” type SD and then hit tab. Field will say Start Date.  
12. In the comment box, type the Start Date in the format MM/DD/CCY. 
13. On the menu bar, click on File and then click Save.  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
___________________ 
 

****It is important to update a person’s Employee Class because it may affect benefits 
      eligibility and security access. 

 



 

 
   
 

- Quick Reference Guide -  
HireRight Background Checks 

 
As an eJobs PA, you will be provided a login and password from HireRight.  
 
• Go to https://www.hireright.com/login.html. 
• Enter “VCU” as the Company ID. 
• Enter your provided username and password. 
• Click “Login.” 
• The system will prompt you to change your password the first time you log in. 
 
 
 

•  
 

 
 
 

 
 
 

https://www.hireright.com/login.html


 

 
   
 

How to Submit a Criminal Background Request 
 
1. Click on “New Order.” 
 

  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

1. 



 

 
   
 

2. Select the Package of services you want to order and click Next. 
 

 
 
 

 

2. 



 

 
   
 

3. Click the "Email applicant…" checkbox. 
4. Enter the applicant's name and email information. 

- You can invite up to 5 applicants at a time.  Simply click the Add 
Applicant link. 

5. Choose the specific email message you want to send from the drop-down menu 
and click Next.  An email invitation is sent to the applicant. 

 
 

 
 
 
 

4. 

5. 

3. 



 

 
   
 

6. The request immediately appears in the Screening Manager dashboard in the 
Invitations tab, with a Status of Sent to Applicant. 

 
 

 
 
Checking the status of the employee’s eConsent:  

 
• Click on the various Tabs to locate the individuals for whom you’ve requested 

background checks: 
o Invitations – Employee has not yet completed the eConsent process.   
o Not submitted – Employee has begun the eConsent process but has 

not completed or submitted it. 
 Remind employee to submit eConsent.  The PAF and new 

hire paperwork cannot be processed until eConsent has 
been completed. 

o In Progress – Employee has completed eConsent and HireRight is 
conducting the investigation.  Check is not yet completed. 

o Pending Adjudication - Check has been completed and is being 
reviewed by HR Compliance for any criminal history. 

o Completed – HR Compliance has completed the review. 
 Status will be either “Meets Company Standards” or “Does Not 

Meet Company Standards.” 
 HR Compliance will discuss with the department any criminal 

history that does not meet company standards, prior to 
selecting this status. 



 

 
   
 

HireRight Electronic Form I-9 and E-Verify 
 
• Go to https://www.hireright.com/login.html. 
• Enter “VCU” as the Company ID. 
• Enter your username and password. 
• Click “Login.” 

• The system will automatically log you into the Background Check 
Dashboard. 

• To switch over to the Form I-9 Dashboard, go to the Select Account: 
drop down menu located in the top right corner of the screen 

• Select “Virginia Commonwealth University – I-9 Account.”  This will 
automatically take you over to the Form I-9 Dashboard. 

 

 

 

https://www.hireright.com/login.html


 

 
   
 

• In order to Create New Requests, View Folders, and check the status of 
pending Form I-9 and E-Verify requests, you must first click on I-9 Forms and 
then Manage I-9 Forms. 

 

 

 

• Detailed instructions for how to Create New Requests, View Folders, and 
check the status of pending Form I-9 and E-Verify requests are located in the 
next section:  HireRight Form I-9 Guide for Personnel Administrators.   

 

Note: If you do not have PA access and you need access to HireRight, contact 
HR Security at 827-0495 for instructions on obtaining a HireRight 
username and password. 



 

 
   
 

HireRight Form I-9 Guide for Personnel Administrators 

 



 

 
   
 

 



 

 
   
 

 



 

 
   
 

 



 

 
   
 

 



 

 
   
 

 



 

 
   
 

 



 

 
   
 

 



 

 
   
 

 


