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Load Graduate Assistant Pre-
Hires

Banner Integration

Automatic

Generate Graduate Assistant
Letter: Graduate Assistant
Appointment and Certification

(GAAQ)
HR Partner
My Tasks

Onboarding
Graduate Assistant
My Tasks

Hire

Graduate Assistant
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Initiate Employee Hire

(Hiring) Manager, HR Partner
Hire Employee (Task)

Reset Workday Account *if
necessary
Workday

Automatic

Start a Background Check
Background Check Coordinator
My Tasks

Propose Compensation Hire
HR Partner
My Tasks

Change Organization
Assignments

HR Partner
My Tasks

Create Workday Account *if
necessary
Workday

Automatic

Complete Form |-9 Section 3

1-9 Coordinator
My Tasks

Select Background Check Overall
Status

Background Check Coordinator
My Tasks

Request One-Time Payment
HR Partner
My Tasks

Review and Acknowledge
Graduate Assistant Letter:
Graduate Assistant Appointment
and Certification (GAAC)

Graduate Assistant
My Tasks

*|
K
*|
K

Onboarding Setup
(Hiring) Manager, HR Partner
My Tasks

|
|
|
|

|

Grad School Review/Approval
Graduate Assistant Coordinator
My Tasks

|

Assign Pay Group *if necessary
Payroll Administrator
My Tasks

|

Assign Costing Allocation for Hire
Employee
HR Partner
My Tasks

Edit Additional Data: Employee
Information

HR Partner
My Tasks
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Initiation
(Hiring) Manager, HR Partner
My Tasks > Onboarding Setup

Receive NetID
Graduate Assistant
Outside of Workday

Edit Government IDs

Graduate Assistant
My Tasks

Change My Name
Pronunciation *if necessary

Graduate Assistant
My Tasks

Change Veteran Status
Identification *if necessary

Graduate Assistant
My Tasks

4 )

Update Contact and Personal
Information

Graduate Assistant
My Tasks

4 )

State and Local Withholding
Election Approval *if necessary

Payroll Partner
My Tasks

g
-
Change My Photo
Graduate Assistant
My Tasks
.
-
Change Emergency Contacts
Graduate Assistant
My Tasks
.

Review Documents for
Onboarding

Graduate Assistant
My Tasks

Manage Payment Elections

Onboarding

Graduate Assistant
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Graduate Assistant
My Tasks

Complete State and Local
Withholding Elections *if

applicable
Graduate Assistant
My Tasks
g J
4 )\

Complete Form 1-9

Graduate Assistant
My Tasks

4 N\
Employee Home Address State
Change
Payroll Partner
My Tasks
. J
4 N

State Tax Election for Home
Contact Change
Graduate Assistant

My Tasks

Vs

~N

State and Local Withholding
Election Approval *if necessary

Payroll Partner
My Tasks

Vs

~N

Complete Federal Withholding
Elections *if applicable

Graduate Assistant
My Tasks
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Initiate Job Change

HR Partner, Manager

Change Job (Task), Request
Transfer (Task)

-

Update Time Off Requests *if
applicable
Absence Administrator

My Tasks

~N

Review and Approval *if
necessary
Current Manager

My Tasks

-

Maintain Time Off Plan Transfer

Balance
Current Absence Partner
My Tasks

~N

Assign Pay Group
Payroll Administrator

My Tasks

Review and Approval *if
necessary
Proposed Manager

My Tasks

-

*This step will
almost always
auto-complete

—

Manage Business Process for
Worker *if necessary

HR Partner
My Tasks

Generate Document (Graduate

Assistant Appointment
Certification Form)

HR Partner
My Tasks

~

Change Job

Graduate Assistant

Review Documents

Graduate Assistant
My Tasks

Review and Approval

Proposed HR Partner (not
initiator)
My Tasks

-

Automated Accrual Adjustment
Workday

Automatic

~

4 N
Change Organization
Assignments *if applicable
HR Partner
My Tasks
. J
4 N\

Propose Compensation Change

Proposed Compensation
Partner

My Tasks
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Request Compensation
Change

SSSSSSSSSSSSSSSSSSSSSSSSSSSSSS



4 N

\_

Initiation

Compensation
Partner/Administrator, HR
Partner/Administrator, Business
Officer

Request Compensation Change
(Task)

)

e COLOR

Review and Approve
Compensation Change

Compensation Partner (not
initiator)

My Tasks

.

Notify Business Officer and
Manager

Workday

Notifications

Request Compensation Change

Graduate Assistant
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/

Generate Document for Request

~

Compensation Change

Compensation Partner
My Tasks

Review Document for
Compensation Change and
Provide Acknowledgment *if

applicable
Graduate Assistant

My Tasks
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Initiate Add Job

Proposed HR Partner,
Proposed Manager

Add Job (Task)

Switch Primary Job

Proposed HR Partner
My Tasks

/

Review and Approve Add
Additional Job

Proposed HR Partner (not

\

\
Review and Approval
Proposed Manager (not
initiator)
My Tasks
J
4 )

Propose Compensation Hire

initiator)
My Tasks
o )
4 I
Assign Pay Group *if
applicable
Payroll Administrator
— 4y Tasks
*This step will
almost always Y,

auto-complete

Review FTE
HR Partner
My Tasks

\ J
&) Add Additional Job
B T = e

Proposed HR Partner
My Tasks

Review and Approval

Graduate Assistant
Coordinator (not Initiator)

My Tasks

Change Organization
Assignments *if necessary

Proposed HR Partner
My Tasks




Add Additional Job

Graduate Assistant




s
Initiate Add Job
Proposed HR Partner,
Proposed Manager
Add Job (Task)
-

Review and Approval

Proposed Manager (not
initiator)

My Tasks

Review and Approval

Graduate Assistant
Coordinator (not Initiator)

My Tasks

Review FTE
HR Partner
My Tasks

Add Additional Job

® COLORADO STATE UNIVERSITY SYSTEM

- J

Assign Pay Group *if
applicable
Payroll Administrator

*This step will

4 )

Change Organization
Assignments *if necessary

Proposed HR Partner
My Tasks

almost always

\ auto-complete )

4 )

Propose Compensation
Hire

Proposed HR Partner
My Tasks
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