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Home - Workday 18 Steps

STEP 1

Type "hire student" in the search bar and click on the Hire Student report.
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STEP 2

Type the student's name you wish to hire.

STEP 3

Verify you have the correct Supervisory Organization and click on OK.
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STEP 4

Click on Hire

STEP 5

Enter the hire date in the Hire Date 6eld. 
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STEP F

Rrom the ,eason menu> choose Student 7 Student Worker

STEP J

Rrom the 8ob Pro6le menu> choose with Work-Study 7 Student Worker
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STEP L

Rrom the (ocation menu> search or type the location the student will be
 working in )typically the name of your building9.

STEP 0

Change Scheduled Weekly Hours from 4x to 2x.
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STEP 1x

EApand on Idditional Qnformation

STEP 11

Type the End Employment Date
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STEP 12

Click on Submit

STEP 13

Rrom the pop-up menu> click on Open.
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STEP 14

Click the pencil icon to edit the Hourly compensation panel and change the
 amount to the amount you will pay the student per hour. 

STEP 15

Click on Submit
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STEP 1F

Rrom the pop-up menu> click on Complete >uestionnaire.

STEP 1J

,ed the description and enter the appropriate information. 
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STEP 1L

Click on Submit
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