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Ontario Tech University – Docusign 
Administrative Support Job Aid 
Process workflow 

 
 

Purpose 
This new secure and confidential process is to enhance security when obtaining a new hire’s personal 
information. This job aid will provide you with a quick step by step on how to efficiently connect with your 
successful candidates.  

STEP ONE: Once your new hire has verbally accepted the offer to the vacant position. Please send the 
following email to request the personal information that is required to create the Banner ID. 
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STEP TWO: Once the successful new hire has clicked on the link provided in the email below 

 

They will be directed to the screen below, which provides an explanation of the requirements 
and how the information will be utilized. 
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STEP THREE: Your new hire will complete the form with their personal information and hiring 
details, as outlined in your initial email 

 
 
 
 
STEP FOUR: The new hire will have the opportunity to review all the information entered 
into the form before finalizing and submitting it 
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STEP FIVE: The new hire will need to check the box below in order to move forward with 
sign-off. 
 
 

 
 
 
 

 
 
STEP SIX: 

The new hire should review the information, make any necessary changes, then scroll 
to the bottom of the page and click the 'Sign' box. 
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STEP SEVEN: The new hire should enter their signature in the box below 
 
 
“Adopt & Sign” 

 
 
 
STEP EIGHT: Click Finish to submit 
 

 
 
New hire personal information form has successfully been submitted.  
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All Faculty/Unit Administrators will be provided with the below email from Limited Term, when 
the banner ID is created with a regular SIN (Canadian Citizen/Permanent Resident) 
 
The blue hi-lighted fields will be updated accordingly for each email.  
 

 

If a Banner ID is created with a SIN number beginning with a "9," the supporting Faculty/Unit 
administrator will need to ensure that a copy of the incumbent’s work permit is requested. 
This step is necessary to comply with work authorization requirements as set by Immigration 
Canada. 
 

 
 

Exemption – Incumbents who may receive a work permit at border services, 
please contact your Recruitment Specialist for further guidance.  

https://hr.ontariotechu.ca/contact-us.php
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