
ACADEMIC 

...A Hire Journey 

BEGIN 
Official Recruitment of the Multi-Year/Indefinite 
academic personnel has taken place. 

Yes 

No 
 

determine 
Does the position that the appointee is 

going to fill already exist? 

 

Create Position 
Gather the details and create the 
position in the correct 
supervisory org in Workday: 
 Job Title? 
 Job profile? 

 Non-exempt or exempt? 
 Hourly or salary? 
 If Professor, Add the lowest 

level you may hire them in at 
(Assistant, for example) and 
all of the promotable profiles 
too (Associate, regular) 

 Worker Type/Sub-Type? 
 Base Location? 

 

Approve 
Approvals for the new position will need 
to go Through the following roles: 
1. Academic Partner 

2. Additional Approver 1 

3. The ISC 

4. Academic & Dean’s Chair/
Delegates 

Approvers 

Proceed down 
the magical lane 
of skipping all 
of that work 

over there →  

Inside of Workday 

outside of Workday 

HCM Initiate 2 
Or Academic Partner 

(Multi-Year/Indefinite) 

perfect 
candidate 

Appointee is not 
in Workday yet, 
but has a  previous 
affiliation with 
UW. 

 

Search 
Use the hire wizard to Determine if the 

appointee is  already in workday. 

 

Send (Only Press once!) 
Use the hire wizard to Send the 

candidate’s information to workday 
by selecting the “Submit to Workday” 

button. 

appointee is already in 
workday. Go straight 

to workday! 

HCM Initiate 2 
Or Academic Partner 

 

Approve 
Approvals for the hire will need to go through the following roles: 

1. HR/Academic Partner 

2. Academic Chair/Chair’s 
Delegate 
 

3. Academic Dean/Dean’s 
Delegate 

4. Academic HR 

5. The ISC 

Approvers 
 

End 
Employee Will complete onboarding to-do in 
inbox if they have new info to input. 

EMPLOYEE 

Add Academic 
Appointment User 

guide below: 

Appointee is not in 
Workday yet, AND has NO  

previous affiliation 
with UW 

 

Determine 
Determine the 
appropriate 
action below. 

Appointee will be 
working two or 
more jobs at uw. 

Appointee will be 
moving to a new job 

at UW. no break in 
service. 

Appointee left job 
at uw, there was a 
break in service, is 

now returning. 

Appointee Is not 
employed at UW 

currently. 

 

Hire 

initiate hire in 
workday. Academic 

Appointment is added 
during this step. 

 

CHANGE JOB 
initiate a change job: 

Lateral (within unit) or 
transfer  (from another 

unit) in workday. 
Academic Appointment is 

added during this step. 

 

Add Job 

Initiate an Add Job in 
Workday. Academic 

Appointment is added 
during this step.  

 

Re-Hire 

initiate a hire in 
Workday. Academic 

Appointment is added 
during this step. 

 

Create Pre-Hire 
Create a pre-Hire record for 
the Appointee in Workday. 

https://isc.uw.edu/user-guides/create_position_ap/
https://isc.uw.edu/wp-content/uploads/2018/03/Employee-Type-and-Subtype-Decision-Tree-UW-Funded-Faculty.pdf
https://isc.uw.edu/user-guides/hire_wizard/
https://isc.uw.edu/user-guides/add_academic_appointment_track/
https://isc.uw.edu/user-guides/hire_ap/
https://isc.uw.edu/user-guides/change_job_ap/
https://isc.uw.edu/user-guides/add_additional_job_ap/
https://isc.uw.edu/user-guides/hire_ap/

