
Students 
...A Hire Journey 

Hark! students in the wild! 
 
you will follow this hire journey If you are: 
 Hiring An hourly student 
 Hiring a salaried student like a GSA 
 Working with a  fellowship/traineeship Scenario 

BEGIN 

 

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

1. HR Partner 

2. Work Study Office Partner (as needed) 

3. The ISC 

Approvers 

Student is already in 
workday. Go straight 

to Workday! 

Student is not in 
Workday yet. 

 

Search 
Use the hire wizard to: 
1. Check that the student is 

eligible for hire. 
2. Determine if the student is 

already in workday. 

 

Determine 
Determine the appropriate 
action below. 

Student will be 
working two or 
more jobs at uw. 

Student will be 
moving to a new job 

at UW. No break in 
service. 

Student left job at 
uw, there was a 

break in service, is 
now returning. 

Student Is not 
employed at UW 

currently. 

 

Hire 
Get the relevant 

hiring Information from 
the hiring manager 

and initiate hire in 
workday with pre-hire 
created by hire wizard. 

 

CHANGE JOB 

initiate a change job: 
Lateral (within unit) or 
transfer  (from another 

unit) in workday. 

 

Add Job 
Initiate an Add Job in 

Workday. If  the 
“primary“ job will need 

to be changed, the ISC 
will do this. 

 

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

EMPLOYEE 

 

Send (only press once!) 
Use the hire wizard to Send the 

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

button . 

HCM Initiate 2, 
HR Partner, 

Or Academic Partner 

 

Re-Hire 

Get the relevant 
hiring information from 

the hiring manager 
and initiate a hire in 

Workday. 

Yes 

No 
 

determine 
Does the JM Student supervisory 

organization you need to put this person 
in already exist? 

 

Request 
Submit a ticket using the form 

below to create your supervisory 
organization. 

HCM Initiate 2, 
HR Partner, 

Or Academic Partner 

Click here for the 
Sup Org Change Request Form 

HR Partner 
Or Academic Partner 

Hire starts here 

Inside of Workday 

outside of Workday 

https://isc.uw.edu/user-guides/hire_stu/
https://isc.uw.edu/user-guides/change_job_stu/
https://isc.uw.edu/user-guides/add_additional_job_stu/
https://isc.uw.edu/user-guides/hire_wizard/
https://isc.uw.edu/user-guides/hire_stu/
https://isc.uw.edu/admin-corner/supervisory-organizations/

