workday.

Work Study Hiring Process

1. Create aJob Requisition.

Upon logging into Workday you will need click on the blue box with three lines, just to _,_ A Aot e

the right of search bar in upper left hand corner, then select “My Team”.
.'11 My Team @
(U My Workday 2.0

. ‘ashboards
Select the Hiring Icon, then Create Job Requisition. B2 Destbomts >

No approvals are needed to create a requisition. £, Sitemap
W Favorites
My Team £ Audit

A W:Drive

>
e

Hiring Manager Process Status My Team
Training
Actions View
Create Job Requisition @ My Gpen Job Requisitions
Hire (Create Applicant) My Recent Job Requisitions
Enter Interview Resulls Open Positions
Set Hiring Restrictions Staffing & Compensation
Edit Hiring Restrictions Pasition Restrictions

Create Headcount
Close Position

Create Job Requisition
Close Job Requisition
Edit Job Requisition

First Screen

Create Job Requisition

Please make sure that the Job Posting Title matches the Job Profile Title. If you are hiring a Student, please also add their department to the end of their Title.
IL.E. Student Position Title = Student Employee Level 1 (Human Resources)
If you are creating a requisition for a contingent worker, use the "Contingent Worker" Job Profile.

LIST OF EMPLOYEE TYPE DEFINITIONS

Staff — Regular — PT or FT staff (eligible for benefits)

Staff - Temporary - PT or FT staff expecied to work less than 8 months (not eligible for benefits)

Staff - Limited - PT or FT staff with a specific end date greater than & months (eligible for benefits)

Faculty — Instructional — PT or FT Faculty whose primary responsibility is teaching (eligible for benefits)

Faculty - Non-Instructional - PT or FT Faculty whose primary responsibility is administrative duties (eligible for benefits)
Faculty — Librarian — PT or FT Faculty whose primary responsibility is as a librarian (eligible for benefits)

Faculty — Temporary - PT or FT faculty expected fo work less than 8 months (not eligible for benefits)

Faculty — Limited - PT or FT faculty with a specific end date greater than & months (eligible for benefits) typically called Instructors
Adjunct — Part time faculty teaching less than a full load (currently not eligible for benefits — may change with new regs)
Student — non-work study underg students (not eligible for benefits)

Work Study Employees — Students awarded work study funds (not eligible for benefits)

Graduate Studeni Employees - non-work study graduate studenis (not eligible for benefits)

YOU CANNOT HIRE AN EMPLOYEE BEFORE THEIR TARGET HIRE DATE, CHOOSE 50 ACCORDINGLY.
Please make sure to Create New Position for every Job Requisition.

Supervisory Organization * “E Your SupeNiSDl’y
Organization will

®) Create New Position dE'FBUIt in here

For Existing Position &

‘Worker Type * | Employee v
i <

Information will automatically populate. Please verify three places below.
The Supervisory Organization is your supervisory organization.

You will always Create a New Position.

Worker type should read Employee.

Click OK.
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Second Screen - Top

Create Job Requisition
Department Name (Your Name)
Employee [}

Please make sure that the Job Posting Title matches the Job Profile Title. If you are hiring a Student, please also add their department to the end of their Title.
|.E. Student Position Title = S$tudent Employee Level 1 (Human Resources)

If you are creating a requisition for a contingent worker, use the "Contingent Worker" Job Profile.

LIST OF EMPLOYEE TYPE DEFINITIONS

Staff — Regular — PT or FT staff (eligible for benefits)

Staff — Temporary - PT or FT staff expected to work less than 8 months (not eligible for benefits)

Staff — Limited - PT or FT staff with a specific end date greater than 8 months (eligible for benefiis)

Faculty — Instructional — PT or FT Faculty whose primary respensibility is teaching (eligible for benefits)

Faculty - Non-Instructional - PT or FT Faculty whose primary responsibility is administrative duties (eligible for benefits)
Faculty — Librarian — PT or FT Faculty whose primary responsibility is as a librarian (eligible for benefits)

Faculty — Temporary - PT or FT faculty expecied to work less than 8 months (not eligible for benefits)

Faculty — Limited - PT or FT faculty with a specific end date greater than 8 months (eligible for benefits) typically called Instructors
Adjunct — Part time faculty teaching less than a full load (currently not eligible for benefits — may change with new regs)
Student Employees — non-work study undergraduate students (not eligible for benefits)

‘Work Study Employees — Students awarded work study funds (not eligible for benefits)

Graduate Student Employees - non-work study graduate students (not eligible for benefits)

YOU CANNOT HIRE AN EMPLOYEE BEFORE THEIR TARGET HIRE DATE, CHOOSE SO ACCORDINGLY.
Please make sure to Create New Position for every Job Requisition.

Create New Position v

Number of Openings 1

Reason * 3
Replacement for &£
Recruiting Instruction v

Job Posting Title *

Job Description

Justification
Number of Openings: Enter the number of positions you would like to create.
Reason: Select on the Menu to the right of the box (picture below).

In open Menu select “Create Job Requisition>New position”
Then select “New Position> New Position”

Reason * | ¢

Job Posting Title: This should match the job profile field and also include the department or type of work
at the end of the title. Example: Student Employee Level 1 (Finance) or Student
Employee Level 2 (Lawn Mowing)



Second Screen — Bottom

») Attachments

Hiring Requirements

Job Details

Job Profile *

Job Families for Job Profile

Worker Type » Employee

Worker Sub-Type

| @

Time Type
Compensation Grads
Frimary Location
Additional Locations
Scheduled Weeldy Hours 0
Work Shift

Recruiling Start Date

Target Hire Date *

Target End Date

| save for Later Cancel

Job Profile:

Worker Sub-Type:

Time Type:
Primary Location:

Scheduled Weekly Hours:
Recruiting Start date:
Target Hire Date:

Click Submit.

Do Not Hit Done.

Select on the Menu in the right of box. Search for “student employee” in all job profiles,
and then select the correct level for the position. (Some position may need to search
for Student Technician or Tutor).

Select on Menu in the right of box. Select on Worker Types, then select Work-Study
Employee or Student Employee.

Select on Menu in the right of box. Select Part Time.

Select on Menu in the right of box. Select the appropriate location (should be the main
office of the employee — typically the same as the supervisor’s location)

Please enter on average projected weekly hours

Today’s date (cannot be hired before this date)

Must be on or after the first day of classes (can start after this date, but cannot be hired
before this date).

Open “Change Organizational Assignments” in the upper left corner.

Up Next

r Name

Open <=

+) Details and Process




Company, Cost Center, Department will default in based on supervisor. Review and change if necessary.

Change Organization Assignments
Assign Organizations: Create Position: Student Employee Level 2 (Office Assistant)

Effective Date 012122014

Proposed Organizations 3

Organization Type Proposed Organization
Company a8
X Champlain College
Incorporated
Cost Center
Department

® Additional Information

‘ SaveforLaer | [ Cancel

Click Submit.
Do Not Hit Done.

Open “Request Default Compensation For Position Event” in upper left corner.

Success! Event submitted
Assign Organizations: Create Position: Student Employee Level 2 (Office Assistant) (-

Up Next
(¢} Your Name

Request Default Compensation for Position Event

Open <:

() Details and Process

Pay range under Compensation will default in proposed guidelines. The hourly plan will default in under Proposed.
Click on the third pencil, across from hourly to add the hourly amount.

Default Compensation Change
Student Employee Level 2 (Office Assistant) (1 Position Requested)
Your Department (Your Name)

Below you willses the associated range for this position. I this is not what you discussed prior wih HR, pleass reach out o Humen Resources
PLEASE DO NOT CHANGE THE RANGE or A SSIGN ANY COMPENSATION PLANS.

Please add n the budgeted andior anticipated amount paid for this position.

Please indicate the full budget number as well as if this is a new position or rep position in the
Compensation Current Proposed
EnecweDste mzIROT e
TotslBase Py 0.00 USD Housy
Fay Range Pay Ranga 820 -5.50 USD Hourl (1
o
* @
AssonmentDetais | PlanName | EMectve Date AssignmentDetsls  DODUSDHouy | PnName  Houny Plr o (%

EfeaneDate 01212014

Enter the amount, select Done.

yusp Compensation Plan
Hourly Plan
Total Base Pay
9.20 - 9.50 USD Hourty

Amount [ 9.20] x

Currency % | USD a8

50 Ug

Frequency % | Hourly &
poo (¥) Additional Details

Assignment Details
0.00 USD Hourly

Done

Click Approve.



2. Determine if you will be “Hiring” or “Adding a Job” for Student.

First, search the student’s name in the search bar to see if the student is active in Workday as an employee (will
also help if you ask the student if he/she already has a job on campus). You will need to select people in the

search categories.

= T

Categories
Common
Assets
Organization:
People
Processes
Procurement
Projects
Security
Staffing

All of Workday

Search Results 4 items

People

Samuel Champlain

Student Employee Level 2 | Miller Centey venue Campus

Samuel Champlain

If the students’ name comes up as an
employee and an applicant you will
need to do an “Add Job”. To do this
select on the student’s name that
reads employee and follow the steps
outlined below for “Adding a Job”

(page 9).

Roberto Champlain

g

Tip: ry selecting another category from the left to see other results

Alexis Champlain

If the student only comes up as an
applicant you will need to go through
the “Hire” process, outlined below

(page 5).

If you can’t find the student when you search there name or there is more than one student with the same
name please call Human Resources at 651-5800.

3. Hiring

Click on the blue box with three lines, just to the right of search bar in upper left hand corner, then select “My

Team”.

3 AnaboutMe

gL My Team <:

W My Workday 2.0

B Dashboards >

=]

Sy Sitemap
y Favorites

£ Audit

&y Whive

Select the Hiring Icon, then Hire (Create Applicant).

My Team




First Screen

Hire Employee

Annual Work Period and Disbursement Plan Period should only be completed for Adjunct, Faculty Ove
If you want to view more information on the requisition - click the blue i button and then click on the posi

For Work Study Positions you must select the Additional Information arrow, scroll to the bottom and fil
work-study job descriptions numbers that are provided to you on the K-Drive.

Supervisory Organization #

) Existing Applicant @

_ Create a New Applicant

\:I Cancel

Newver create a new applicant
when hiring a student.

Search for an existing applicant by entering the student’s last name in the box to the right of Existing Applicant.
Select on the correct student so that there name appears in the box.

NOTE: All students have been loaded into Workday as applicants. Please do not add a student as an applicant! If
you cannot find your student please call Human Resources at 802-651-5800.

Click OK.

Second Screen

Hire Employee

Student Name
Supervisory Organization

Annual Work Period and Disbursement Plan Period should only be completed for Adjunc
If you want to view more information on the requisition - click the blue i button and then cl

For Work Study Positions you

m elect the Additional Information arrow, scroll to the
standard work-study job descriptio mbers that are provided to you on the K-Drive.

Hire Date * 14

Reason

Job Details

Position *
Employee Type *
Job Profile *
Time Type *
Location *
‘Work Space

ate Type

(») Additional Information

Q
Top * Hire Employee
Hire Employee = New Hire

Hire Employee = Rehire

Hire Date:

Reason:

Position:

Enter the date you would like the student to begin working. Note: This date cannot be
prior to the first day of class and students can’t begin working until all of onboarding is
completed.

Open the Menu button to the left of the box, select if the person is a New Hire or Rehire
for your position.

Open the Menu button to the left of the box, select on the position for which you are
hiring.

Employee Type, Job Profile, Time Type, Location and Pay Rate Type will all populate based upon position. You do
not need to enter a Work Space.



Select the Additional Information (refer to previous page image for where this is located).
Pay Rate Type X Hourly 45

(= Additional Information

Job Title Student Employee Level 2
Business Title Student Employee Level 2
Location Weekly Hours 75

Default Weekly Hours 375

Scheduled Weekly Hours 5

FTE 13.33%

Annual Work Period 4=

‘Work Period Percent of Year

Disbursement Flan Period 4=
Job Classifications & - Student (EED-1 Classification)
Job Classification 4=
Company Insider Types <=
‘Workers' Compensation Code from Job Profile Q
Work Shift

First Day of Work 01/2172014 [

Time of Hire

Continuous Service Date 01/2172014 [

Probation Start Date i

Probation End Date i

Benefitzs Service Date _dfrm

Company Service Date [

You will need to complete the “Company insider Types” field with the student job description number. There will
be dropdown list you can select from.

You will get an error if you do not complete this field.

You can find all job descriptions and their numbers on the K-Drive in the Workstudy file..

Click Submit.

Do Not Hit Done.

Open “Change Organizational Assignments” in upper left corner.

You have submitted

Jab Requisiion: Student Empioyee Level 2 (Offce Assistant

Up Next
Your Name

anizalion Assignment

») Details and Process




Company, Cost Center, Department will default in based on supervisor. Review and change if necessary.

Change Organization Assignments
Assign Organizations: Create Position: Student Employee Level 2 (Office Assistant)

Effective Date 0112112014

Proposed Organizations 3 flems

Organization Type Proposed Organization
Company, a
X Champlain College:
Incorporated

Cost Center

Department

() Additional Information

(e saveforLater | | Cancal

Click Submit.

Do Not Hit Done.

Open “Default Compensation Change” in upper left corner.

Success! Event submitted

Assign Organizations: Create Position: Student Employee Level 2 (Office Assistant) --

Up Next
(¢ Your Name

Request Default Compensation for Position Event

Open <:

() Details and Process

Pay range under Compensation will default in the hourly rate entered on requisition. Verify the amount is correct,
if not open pencil to edit.

Default Compensation Change
Student Employee Level 2 (Office Assistant) (1 Position Requested)
Your Department (Your Name)

Belows you will s the associated range for ihis poson. 1 ths is not what you discussed prior wih HR, please reach out 1o Human Resources
PLEASE DO NOT CHANGE THE RANGE of ASSIGN ANY COMPENSATION PLANS

Please add in the budgeted and/or anticipated amount paid for this position.

Please indicate the full hudgel number as well as if this is a new pns\tlnn or rep pos\tlon inthe
Compensation Current Proposed
Eacve Date 01212004 It
Tt Bace Py Tota Base Py 0.0 USD Hously
Pay Range PayRangs 920950 USD Hourly 73
@
: o
AssinmentDetais | Flan Name Assinment Datals  0.0DUSO Houry | PlanName  Housy Pan o @

Effoctive Date 017212014

Click Submit.



4. “Adding a Job” (student already has a position in Workday)
Make sure the student’s employee profile is open (see step 2 on page 5).

First Screen

Student Name E2 A@IeActions Worker
Student -

Job Change Request Transfer

Add Job

Do) View Team Favorite

Work Address

() | IDX Student Life Center
262 South Willard Street
Burlington, VT 05401
United States of America

Job Details Professional |

— = Job

Job Details Organization
Organization Champlain College Business Title
Business Title Student - Student ¢ Location
Employee Type  Student Employee Time in Position
Location 1DX Student Life ¢

Once on student profile, select the three orange dots menu, hover over job change, then select Add Job.

Second Screen
9

Add Job

For Work Study Positions you must select the Additional
job descriptions numbers that are provided to you on the K-

Effective Date is the Start date of the position.

Supervisory Organization # |

@] @

Employee * |

E Cancel

Verify the Supervisory Organization is yours, and the employee is the employee you are hiring.
Click Ok.



Third Screen - Top

Add Job
Student Name
Supervisory Organization e

For Work Study Positions you must select the Additional Informati
job descriptions numbers that are provided to you on the K-Drive.

Effective Date is the Smn@f the position.

Effective Date % | _/ / [

Reason * | Add Additional Employee J{Z)

Job Details G
Position * =)
Employee Type *
Job Prefile *
Time Type * &
Location * L]
Work Space

Pay Rate Type @
gued Weekly Hours 0

() Additional Details

Third Screen — Bottom

Select the Additional Details.

Effective Date:

Reason:
Position:

Enter the date you would like the student to begin
working. Note: This date cannot be prior to the
first day of class and students can’t begin working
until all of onboarding is completed.

This will automatically populate for add job.

Open the Menu button to the left of the box,
select on the position for which you are hiring.

Employee Type, Job Profile, Time Type, Location and Pay Rate Type
will all populate based upon position. You do not need to enter a

Work Space.

You will need to complete the “Company insider Types” field
with the student job description number. There will be

dropdown list you can select from.

You will get an error if you do not complete this field.

You can find all job descriptions and their numbers on the K-

Drive in the Work-study file.
Click Submit.

Do Not Hit Done.

Pay Rale Type o Hourly i

=) Additional Details

Job Title Shedent Employes Lavel 2
Business Titke Shedent Employes Linvel 2
Liocation Wealkdy Mours 375

Drtaull Waslkly Hows s

Schedulad Waakly Hours 5

FTE 13.335

Anrual Work Period ,
Work Penod Percant of Yoar

Disbursemaent Flan Penod

Job Clarssificateons & - Student (EED-1 Classification

Job Clirsificaton =

Compary insidad Typat

Wiorkers' Compensalion Code from Job Frofile
Work Shift

First Dary of Work 0214
Tma of Hrg

Continuous Service Dale 0212014
Probation Sta Dale ! m
Probation End Date ! [ i

Barelts Senvice Date

Compary Seovice Date

10



Open “Change Organizational Assignments” in upper left corner.

You have submitted
Job Requisition: Student Empiayes Level 2 (Office Assistant) ===

Up Next
Your Name

Chiange Organizalion Assignments

+) Details and Process

Company, Cost Center, Department will default in based on supervisor. Review and change if necessary.

Change Organization Assignments
Assign Organizations: Create Position: Student Employee Level 2 (Office Assistant)

Effective Date 0172112014

Proposed Organizations

Organization Type Proposed Organization
Company =)
X Champlain College
Incorporated

Cost Center

Department

(® Additional Information

Save for Later Cancel

Click Submit.
Do Not Hit Done.

Open “Proposed Compensation Change” in upper left corner.

Success! Event submitted

Assign Organizations: Create Position: Student Employee Level 2 (Office Assistant) -

Up Next
(¢} Your Name

Request Default Compensation for Position Event

Open <:

(® Details and Process




Pay range under Compensation will default in the hourly rate entered on requisition. Verify the amount is correct,
if not open pencil to edit.

Default Compensation Change
Student Employee Level 2 (Office Assistant) (1 Position Requested)
Your Department (Your Name

postion. I i ot what you discussed prcr wih HR, please reach ol 1o Human Resources.
oNoTC RANGE of ASSIGN ANY COMPENSATION PLANS

dd in the budgeted and/or anticipated amount paid for this position.

Please indicate the full budget number as well as if this is a new position or

Plea:

P position in the

Compensation Current Proposed

EMective Date 0172112014

TotslBass Pay  0.00USD Hou

Pian Name  Hourly P S (7

Click Submit.
Remaining Steps Include:

Office of Financial Aid (Michelle Veladota) will need to approve.
Leslie Carew will assign Pay Group.
E-mail will be sent to student to complete OnBoarding and I-9.

Once student has completed onboarding, supervisor will receive an email stating the student may begin
working.

PN,

Note: No student may work until the supervisor has received this email. Supervisor’s departmental
budgets will be charged for any time worked by students prior to this email.

Student OnBoarding

e  Workday auto-sends the student an OnBoarding link. Completion of OnBoarding is required before student
can start working.

Student Work-Study Agreement (contract) is now signed electronically via OnBoarding. There is no longer a
hard copy of the contract or job description.

e  Student will verify I-9 documentation with ESC (Kate Pellegrini, Sarah Commins, Jennifer Greenough)

e  Final notification will be sent from Workday to Student, Supervisor, and the Office of Financial Aid that
student is eligible to start working.
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