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Hiring NEW Non-Benefited Part Time Contractors (NBPTC)  
In Interview Exchange Job Aid - Managers 

 
Open positions are posted on Interview Exchange (applicant tracking software).  Once hiring managers decide 
whom to hire, they move the applicant(s) to the Hired folder in Interview Exchange, (to move applicants to the 
Hired folder click on the box beside the applicant’s name, select Hired from the drop down menu then click 
Submit.   
 
Email Human Resources (humanresources@fitchburgstate.edu) that the search is closed and that you will be 
launching the onboarding packet. 
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Open the applicant’s profile by clicking on their name, click Onboard 
 

 
 
The following screen will be prepopulated with the title, name & department.  Under template select the 
appropriate packet (either Non-Benefited Contractors or Non-Benefited Contractors – Multiple Contracts) from 
the drop down, then click Create. 
 
***If you need to hire a contractor over two fiscal years (summer), select the template Non-Benefited 
Contractors – Multiple Contracts. 
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Fill in Start Date (minimally use seven (7) business days from the date the packet is created to provide the 
contactor and supervisor enough time to complete the Form I-9 and Payroll to hire the contractor); Click on 
Unassigned under Hiring Manager Verification/Contract Completion add your name then Click Publish 
 
***Contractors cannot start working until all Phases are complete*** 
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Contractor receives an email instructing them to log into the onboarding system (the same system used to apply 
for the position): 

 
 
Employee clicks on Phase I. 

 

 
 
 
 



1/29/2025 – Page 5 
 

 
Employee completes Phase I paperwork (Electronic Communication, New Hire Form, CORI/SORI and Form I-
9) then clicks Save & Submit.  Employee must contact the supervisor to schedule an appointment to present 
original acceptable documents.  If contractors do not contact the supervisor, you should reach out to set up 
an appointment to keep the process moving.  Documents must be originals and not expired. 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

https://www.uscis.gov/i-9-central/form-i-9-acceptable-documents
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Once the employee clicks Save & Submit this message appears and a check mark by Phase 

 

 

 
 

 
Once Phase I is completed, the supervisor receives an email instructing them to log into the onboarding system 
to complete the Supervisor section. 
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Click Complete Task 

 
 

Click on Blue Arrow 
 

 
 
Supervisors click on the name of each form to open, complete, save and continue.  Supervisors complete Section 
2 of the Form I-9.  Employees must present original documents (one document from list A – establishing both 
identity and employment authorization, or one document from List B – establish identity, and one from List C – 
establish employment authorization.  The document from List B must be a photo ID, due to Fitchburg State 
University is an E-Verify employer.  
 
Once supervisors completes the Form I-9 and CORI/SORI, they should scan the original documents to Payroll 
by using the Hiring Documentation button on the copier. You are able to name your supporting document file on 
the copier/scanner. Please name your file the employee’s last name, then first name - Example: Smith, John.  If 
you do not have this option, please reach out to Stephanie LeBlanc, slebla27@fitchburgstate.edu, in Payroll to 
be added.  Please check before trying to hire employees 
 
***Remember to complete the Form I-9 and CORI/SORI before scanning the documents.  Once you scan 
the documents you will not be able to retrieve them.  Only Payroll will be able to retrieve the documents.  
Do not make copies of these documents. 

 

mailto:slebla27@fitchburgstate.edu
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Overview of Completing the Form I-9 
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***Employee’s first day of employment is the first day they are being paid a wage 
for working. 
 
***Today’s date is the day the hiring manager is completing the form and 
verifying the documents. 
 
***Remember, employees are not to work until the paperwork is completed and 
you receive an email that the process is completed. 
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https://www.uscis.gov/i-9-central/form-i-9-acceptable-documents 
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Once the supervisor completes their section the employee receives an email to log back into the onboarding 
system to complete the Phase II of the hiring process. 
 

 
Click on blue arrow Phase II 
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Once the employee completes all the forms in Phase II, click Save & Submit.  Check marks will appear next to 
Phase II. 

 

 
 
 
 

 
The next step will be for Payroll to do the OBRA verification and final verification.  Once this is completed, you 
will receive an email and the employee may start working.  
 

Payroll questions - payhelp@fitchburgstate.edu or 978-665-3177 
Human Resources questions - humanresources@fitchburgstate.edu or 978-665-3172 

mailto:payhelp@fitchburgstate.edu
mailto:humanresources@fitchburgstate.edu

