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Home - Workday 19 Steps

STEP 1

In the search bar, type "hire student" and select it
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https://impl.workday.com/ulsselu5/d/home.htmld
https://impl.workday.com/ulsselu5/d/inst/autocompletesearch/10089$1559.htmld#TABINDEX=0&SUBTABINDEX=0


STEP 2

From the pop-up window, type in the name of the student you wish to 
hire and verify that you have the correct Supervisory Organization. NOTE: 
Graduate Assistants DO NOT go in the JM Sup Org.

STEP 3

When you have veriKed everything is correct, click O4. 
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https://impl.workday.com/ulsselu5/d/task/2998$30253.htmld#TABINDEX=0&SUBTABINDEX=0


STEP C

5lick on Hire

STEP 6

Enter the Hire Date
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https://impl.workday.com/ulsselu5/d/gateway.htmld?reloadToken=b44eb1afbe100a7c447bd7371b3d58b992ba17806e9fe3375a05a7439c7ed882


STEP R

5lick on 7eason

STEP 8

5lick on Student and select the appropriate reason. NOTE: If this is a
 brand-new Graduate Assistant, select Graduate Assistant. If this is a rehire
 for a new semester, select New Semester Appointment.
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STEP …

5lick on Position9

STEP q

From the drop-down menu, select Positions without Job 7e0uisitions and
 then select the position you are hiring the student into.

6 of 12



STEP 1U

xpdate the Scheduled Weekly Hours to 2U 

STEP 11

E(pand Additional Information
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STEP 12

Enter the End Employment Date

STEP 13

5lick on Submit
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STEP 1C

From the pop-up window, click on Open

STEP 16

The compensation of the last Graduate Assistant in this position will be
 defaulted. Press the pencil icon if you need to make changes. 
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https://impl.workday.com/ulsselu5/d/gateway.htmld?reloadToken=b44eb1afbe100a7c447bd7371b3d58b992ba17806e9fe3375a05a7439c7ed882&refresh=true&ref=%2Fulsselu5%2Fgateway%2Ehtmld


STEP 1R

Once you have made changes to compensation )if applicableQ, click on
 Submit

STEP 18

From the pop-up, click on 5omplete Auestionnaire
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STEP 1…

Follow the prompt on the screen to indicate where the Graduate Assistant
 will be paid from. 

STEP 1q

When complete, click on Submit
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