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What an HR Partner Can Do

Create Position Request One -Time Payment
Edit Position Restrictions Period Activity Pay

Ready for Hire and Onboarding Compensation Changes
Contract/ End Contingent Worker Start Disciplinary Plan/ Start

Performance Improvement Plan

Hire Graduate Assistant

End Job / Termination

Add Job

Reporting Overview

Move Worker/ Transfer

Scheduling Reports

Job Change

Helpful Reports

Organizational Assignments

Costing Allocations
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What is an HR Partner?

A Workday HR Partner perform HR management functions for assigned Supervisory

9 e Organizations. Examples include creating and approving new positions, job assignments, and

'd managing the job profile framework. This role is the approval authority for HCM business
processes. HR Partners also have access to complete section 2 and reverificat®feriofs]

- In short, the eneto-end employee lifecycle, from hiring and onboarding, tracking performance

.(_* and job changes to employment separation.
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Core Purpose of the Role

The HR Receive and approve changes for New Positions, Job Assignments,
OneTime Payments, Period Activity Pay, and Job Change.
Partner

main
purposes

in the An HR Partner can create a position, change jobs, requesiiioee

payment or period activity pay, assign costing allocations, and
Workd ay terminate or end jobs.

system:
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How Is the Role Assigned

HR Partner is:
A position -based security role.
Assigned at the department or supervisory organization level.
Inherited by subordinate organizations.
Automatically transferred when a position is backfilled.

This design ensures continuity and reduce access risk during turnover.
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How HR Partner Works with Other Roles

An HR Partner works with the following security roles:

Compensation Partner  Vmanages and approves the
compensation

Finance Partner Vmanages the finances of payroll for an
employee
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What is a Supervisory Organization?

! ﬁ?l’[NCEW dr e« ACEFAACL' A/\doe Create Request R X
Workday is only created when a worker has
direct reports.  If a current employee who Request Type * | X Supervisory Organization (o) =

does not currently manage others (i.e., has no
direct reports) will now supervise a new

worker, a Sup Org must first be created via

the Create Request Task in Workday before
the department proceeds with creating the

new position (if position  -managed) and job “

requisition.

Workday supervisory organizations group employees under a manager to show reporting h
relationships, drive staffing and security assignments , and ensure that business processes
y like hiring, position changes, and approvals W route to the right people in the
\_ organization. Y,

® COLORADO STATE UNIVERSITY SYSTEM —



Two Types of Supervisory Organizations in Workday

There are two types of supervisory organizations
managed.

Position Managed

Used for:

Admin Pro, Faculty (not Adjunct),
State Classified, Post Docs

Requires:

Position

Example:

Supervisory Organization *| X PkijvXu"Ycvej " UV c g

Operations (John Snow)

k ¢ "

Fghg

in Workday: position managed and job

Job Managed

Used for:

Non -Student Hourly (NSH), Students,
Adjuncts, and Graduate Assistants

Requires:

No Position needed

Example:

P uSupervisory Organization k| PkijvXu"Ycvej" O%tevgik

Operations - JM (John Snow)

¥

ghgpug”
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Workday Reports

Real Time & Drillable Workday Reporting provides real time, drillable data where you can
Data have everything in one place.

Think: Blue is a Clue!

Historical Data Workday will maintain a history of data starting in January 2026.

Note: For data, prior to January 5, 2026, you can contact HR for
assistance in accessing historical data that you need access to.
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Workday Search

The Search bar on the Workday homepage, The Search and Generate Reports guide
allows you to access reports. Workday will provides steps on how to search for and
list the related tasks or reports as soon as generate reports in Workday.

you type in a few words.

Note: Standard reports automatically open
and custom reports allow you to add

A Find List of Reports additional features.

A View Spotlight Reports

A Run Specific Reports

A Leverage Tags and Prefixes
A Access Dashboards
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https://scribehow.com/viewer/Search_and_Generate_Reports__X3SmZHakTMWJrmnIVmfa-Q

Searching Workday for Specific Reports

From the Workday Search bar, you can also access specific and custom reports you would
like to run and view.

Q To Start VType the name of the specific report in the search field. For example, you
QAN r NXiemQn -P¥ogress Job Requisition Events X AADZ r NANOA At N &ENT

(Q view in progress ®>

View In-Progress Job Requisition Events
Report

View In-Progress Job Requisition Events

Report Prompts  VYou will then be navigated to a screen

View in-progress Create Job Requisition events. You can filter results by using 1 or more o

with multiple fields. These fields allow you to filter criteria
to your search and Supervisory Organization | Search =

. You can use these field to  customize vyour brimary Location | ;
report to match your i

Cost Center ‘

E@) Please Note: The available fields may vary from one report to another
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Filtering the Report Fields

To save the report fields, select the options from a field, for example, Organizations, enter a
Filter Name , and select Save . Next time you run the report select the option from the Saved
Filters dropdown menu and options will automatically populate for the field.

Workers Org Assignments and Costing Allocations x
L‘\-.- Effective as of Date HM/DDyYYYY [
Filter Mame o _
Organizations =
Marsge Filters Include Subordinate Organizations

Employe Type

Job Family Group

CsUID

i .
Cancel | Worket =
", A

1 Saved Filiery =

£ %
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Report Functionality Overview

When viewing a report, there are various reporting functionalities available in Workday. Each
functionality is displayed in the form of icons that represent various actions you can perform.

Download/Print

Change Selection

FDM Reference - Activity o

Turn off the new tables view
- Sort From Left to Right:
. T to Rig
9 items « Filter =] = L » Download/Print
—~ » Filter
e R — » View/Edit Grid Preferences
ctivity ctivity ivity . -
Hierarchy Hierarchy Hierarchy Toggle Full Screen View
Level 1 Level 2 Level 3 Activity Hierarchy Level 4

Reference ID Activity

AC00962 AC00962 SA-West Coast
Wahoos at UVA Law

Nl aleaa
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Change Selection

A Change Selection is used to reset, update, or FDM Reference - Activity =
change the prompt settings of the report.

A Selectthe Change Selection icon to change the
data displayed in your report. These fields allow you
to update or add any filter criteria. You can use
these prompts to  customize your report to match

FDM Reference - Activity -

your specific needs .
Starting Created Moment MM /DD/YYYY ﬁ
Ending Created Moment MM/DD/YYYY ﬁ

Please Note: The available fields will vary from
one report to another.

------------

Cancel
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Download / Print Report

A By selecting the  Download/Print Report icon
you can download a report into a PDF or an EIE'EI
excel format by selecting the appropriate icon.
Once the report is exported, you can print
directly from the document.

A To download and print document:

A Select the icon and then click Download
button to start downloading.

A Once finished, you can view the
downloaded document at the top right
corner of the screen.

A Open the downloaded document to view
and initiate printing.

PDF

Please Note: If you applied any filters to the report, this would not
appear in your downloaded report as any changes are only
applied to your current view in Workday.
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Filtering the Report

AfdAANEr OAA kKN ?2rNDZae t dDAN AAr DZAA 3—51:: y A oA
You can filter reports by selecting the Filter icon and then the :
Add button. [ et

A In the dropdown, select the appropriate column for which ,: ) -

you want to apply the filter to. From there you can indicate:
A Column: The column you want to apply the filter to.

A Filter Condition:  You can select the options, is, not equal
to, or is empty . These conditions identify the type of data
you want to contain (is), do not want to contain (not equal Add Filter
to), to contain no data (is empty). Cohumn
A Value: The specific information that drives your filter (i.e., Fier Condition *
specific data you want to directly filter in or out) N [ e

Please Note: If you applied any filters directly in the report, your
download would still include the original prompted dataset. To
download the filtered dataset, rerun the report with those selections
applied to filters. Once applied, these changes will be reflected in

your report.
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Toggle Full Screen View

A To view the reportin  full screen , click the Toggle

Fullscreen Viewing Mode icon. Turn off the new tables view (@D
A This will hide the Workday Toolbar, and .
other Workday functionality displayed above & = M| E
or below the report.
A To exit out of full screen mode, select the
Toggle Fullscreen Viewing Mode icon again.
A This will redisplay the Workday Toolbar and 3| = [ B

other Workday functionality displayed above
or below the report.
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View/Edit Grid Preferences

X=] |#] = OUo L' B

- — - Position for Column Preferences
x:] = uﬂ[lj" E Worker's .
I Y

Show/hide, freeze and reorder

Time Job
Family a
Group Frozen Columns inager
A Move to top x
Drop Columns here to freeze
A Move up

TheW+ A Sk 9RAG DNRAR v Move down Employee ID &%

t NBFS I\hI"ABt_Mrfhﬁbé/Q ¥ Move to bottom Worker ’
you to reorganize and hide

. Employee Type
data columns when viewing - it
Thi I | | Hide Column N .
reports. IS allows you to . Position for Worker's Time -
focus on the most important =
. | | Freeze Column
fields. -
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Sort + Filter Specific Report Columns

Timecards 2 I e
Start Date  04/01/2026 value * mation Technology - HR Officer (Toby Flenderson) (SUP-293176-PM)
} ¥ mation Technology - HR Officer-JM (Toby Flenderson) (SUP-293176-JM)
End Date 05/14/2026
68 items *:] = I]|]u E L =
a
Position for
Position for Pasition for Worker's
Position for Position for Worker's Worker's Time Job
Worker's Worker's Time Time KFS Time Family Primary Position Department
Worker Employee Type Time Department Account Manager Group Assigned Primary Position KFS Assigned Primary Position Manager
Alice Gundersen Student 1059 Division of Information CO 1352590INTRN VPIT Toby Flenderson
Technology Administration ik
4 Sort Ascending
Alimn Premdmcmnn AEA Miininn Af lnfmmntine M 19EAEANIKITON UNIT Tk Elamdnennm
Js Sort Descending
E
Select any Column Header in any report to sort column or Filter Condition *
specifically filter the column. s v
lue * i
Value
r YT
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Running Reports and Scheduling Reports

There are two main ways to run reports in Workday:

Running the Report manually:
Search for the Report or select from Reports worklet

Enter report parameters for which you want to run the report

Scheduling the Report:

Schedule the report to be delivered in your inbox at a specified time interval

® COLORADO STATE UNIVERSITY SYSTEM



Scheduling a Report

CQ schedule| @)
Search for the Schedule a Report  task T
Task
USIng the SearCh bar' Q[Fj Scheduled Future Processes
SpeC|fy the Report name and the Run ?:QfdulenutomaticStepl‘-'rogression
Frequency Of Wthh you Want |t ?chleduIeWithin Grade Increase Notification
scheduled.
4 L)
: Schedule a Report @
Report * =
Run Frequency * | Run Now v

Populate Default Prompt Values
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Scheduling a Report, continued

Specify the parameters for which you want the report to run. These are the same
parameters that you would enter if you were running the specific report manually. For
example, select Worker Type = Student.

Schedule a Report i

Request Name Worker Details by Department

Process Worker Details by Department

Run Frequency  Run Now b

Report Criteria Output

r
4

13 items

Field Value Type Value

Organizations by Type H
Specify Value

i
1

A Include Subordinate Organizations . —
Specify Value ]

3 Worker Types

® COLORADO STATE UNIVERSITY SYSTEM
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Scheduling a Report, continued

Specify the Frequency Details  for which

Recurrence Type * @) Recurs Every Weekday

the report will run.

Recurs Every x Day(s) 0
View Background Progress shows the e« BOEm _
progress of the reports' Time Zone % x GMT-05:00 Eastern Time (New =
= e 359535"5" Q  work study earnings ® Catch Up Behavior * X Run Once =

View Background Process ACN Audit Academic Units (=)
Range of Recurrence

ACN Audit A i i
Process CN Audit Academic Units L\r StartDate * | 84/11/2022 E
Request Name ACN Audit Academic Units
Status Processing End Date *| B4/28/2822 E
Percent Complete [ == 25.00%

Current Processing Time (hhemm:ss)  00:00:00

Average Processing Time (hh:mm:ss)  00:00:00

Process Info Output Files (0) Messages (0) Child Processes (1)

Process Type Report
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What is Catch Up Behavior?

Catch -up Behavior determines how the system Recurrence Type * @) Recurs Every Weekday
handles missed scheduled runs (e.g., during Recurs Every xDay(s) | o
outages or maintenance) to ensure critical — i -
processes are managed appropriately after N e

recovery. \
‘ Catch Up Behavior * X Run Once =

There are two options to select:

Run Once: One report runs after recovery. Range of Recurrence
Executes a single instance after the system Start Date * | 84/11/2022 [5)
IS restored. -

EndDate *| 84/28/2822

None: Missed reports are skipped.
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Scheduling a Report, continued

Reports delivered to you will show up in your Notifications

C ;
= MENU CSUSYSTEM Q  work study earnings ® @ § a

COLORADO STATE UNNERSITY

Notifications

Viewing: All . Sort By: Newest y . Document Available x:] ;EE AL

From Last 30 Days ;
1 minute(s) ago

Document Available
ACN Audit Academic Units 2026-02-17 10_38 MST.xlsx is

now available in My Reports

1 minute(s) ago Details

ACN Audit Academic Units 2026-02-17 10_38 MST.xlsx is now available in My Reports

- >

j_] ACN Audit Academic Units 2026-02-17 10_38 MST.xlsx

Allison Bergman replit
Allison Bergman replied

3 day(s) ago

Christine Hooks replie
Christine Hooks replied

3 day(s) ago
Absence Request: Bob Meehan

Time Off Request Approved

2 Aaulel ann
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Cancelling Scheduled Reports

In Workday, you can edit or cancel a scheduled report by using the Scheduled Future
Processes task. Please refertothe How to Suspend a Scheduled Report guide for the
step -by -step process.

Q scheduled D)

Scheduled Future Processes e

Fime Report E
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https://scribehow.com/viewer/How_to_Suspend_a_Scheduled_Report_in_Workday__OTdR905GR2aQ6vJ3X4nkUA

What an HR Partner Can Do
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What Is Create Position in Workday?

Create Position in Workday is the process used to establish a new, budgeted role within a
Position Managed (PM) supervisory organization before recruiting or hiring can begin.

A position defines the job details, such as job profile, worker type, time type, and reporting
structure, and serves as the foundation for creating a job requisition and ultimately hiring into
that role. This step ensures proper approvals, position control, and alignment with
organizational structure before any recruitment activity takes place.
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Who Can Create a Position?

HR Parther

RCan create a position in any supervisory organization they
support.

RCan create a position in their own supervisory organization.

RIf a manager creates a position, the position will route to
the HR Partner for review and approval before routing to
Classification and Compensation for final approval.
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How the Create a Position Process Works

At a high level, the Create a Position process The Create a Position  guide provides
includes: detailed steps on how to create a new

Selecting a PM supervisory organization position in Workday.

to house the new position

Initiating the Creation Process business Note: Once submitted, the request
process and filling in the position details automatically routes to HR Classification
Changing the Organization Assignments and Compensation* to review the position.
Vselect a KSF Account Once, approved, the position will appear in

g CVEE, BIE PEST y i
Submitting the newly created position ANt N BAANAT Neyr A?nNeEwdrec®E'

for review and approval

*If the position was created by a Manager, the business process
will route to the HR Partner before Classification and
Compensation.
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https://scribehow.com/viewer/How_to_Create_a_Position_in_Workday__Fl7KyaxqTpmhT5H5M9tLww

Important Considerations

Before creating a new position, determine the type of employee you are hiring. Administrative Professional (AP), Faculty (exc lud ing
Adjunct), State Classified, and Postdoctoral Fellow roles require a position and must be created in a Position Managed (PM)
supervisory organization before a job requisition and hiring process can begin.

ecdex Ae O&ENAAdAFT A ANR nerdadeAR &ENWINAR NidradA?f nerdadeAr delunilléedN r ? n |
position. Use reports suchas  CSUS View All Positions  and PM Job Requisitions  to avoid creating duplicate positions.

Position creation establishes the role structure (job profile, reporting relationship, worker type, etc.), but budget and hir ing approval
now occurs at the job requisition stage.

Employees hired into Job Managed (JM) supervisory organizations V such as Student Hourlies, Non  -Student Hourlies, Graduate
Assistants, and Adjuncts ¥V do not require positions. For these groups, proceed directly to Create Job Requisition or Hire Student
(Graduate Assistants only).

Take care when completing the position details, especially the Job Profile and Job Description. These fields drive classifica tion,
compensation, and downstream processes. Incomplete or incorrect entries may result in the position being returned for edits b y
Classification and Compensation (CCA).

Ensure the correct supervisory organization is selected, as this determines reporting structure, security roles, and approval routing.
Changes later can be complex and may require additional transactions.

Be mindful of position attributes such as time type (full -time vs. part -time), location, and worker subtype, as these impact ben efits
eligibility, recruiting setup, and compliance requirements.
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Create Position Q&A

I noticed a qualifications tab while (practice)  completing the first part of the form. When would those gualifications  questions need to be
answered?
CSU does not use the Qualifications tab so this may be ignored. The positions minimum qualifications should be entered into the Job

Description field as per step 11 of this guide: https://scribehow.com/o/uS -
xsZVRDWg94vUvVs5FQ/viewer/How to Create_a_ Position_in_Workday _FI7KyaxqTpmhT5H5M9tLww.

Can you clarify what best practices are for creating/editing position descriptions when we know that there will be overlap betwe enthe
incumbent and new hire? Should we be creating a second position to fill through the job requisition or using the original pos iti on that will
eventually be vacated by the incumbent and filled with the new hire?

Best practice is to reuse and modify the existing position rather than create a new position.

When a position is updated through Edit Position Restrictions, those changes do not automatically apply to the current incumb ent. The
incumbent remains seated in the original version of the position. As a result, the only way to seat someone into the updated ver sion of the
position is through a job requisition and hire process.

This is the same reason a Promotional Announcement requisition and application are required when modifying A Q? a&NAA Nposjtére " NNar
and moving them into the updated version. The updated position attributes only take effect once the employee is hired into th at modified

position.

Because of this functionality, position reuse works well for scenarios where the current incumbent is leaving, and areplacement  will be hired

into a modified version of the role.

Additionally, Workday does support position overlap, so if there is a need for a transition or training period, both the incu mbe nt and new hire
can temporarily occupy the position concurrently.
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What Is Edit Position Restrictions in Workday?

Edit Position Restrictions in Workday is the process used to update the details of an existing
position, such as job profile, compensation, title, or key attributes without immediately
impacting the current employee in that role. These updates define the future state of the
position.

To apply the changes to a current incumbent, a Promotional Announcement (PA) job
requisition must be created and completed. If the position is vacant, the updates will carry
forward to a future hire through the standard job requisition and hiring process. This approach
ensures proper review, approval, and documentation before any changes to job details or
compensation take effect.

® COLORADO STATE UNIVERSITY SYSTEM



Who Can Edit Position Restrictions?

HR Parther

RCan create a position in any supervisory organization they
support.

RCan create a position in their own supervisory
organization.

RIf a manager creates a position, the position will route to
the HR Partner for review and approval before routing to
Classification and Compensation for final approval.

® COLORADO STATE UNIVERSITY SYSTEM



How the Edit Position Restrictions Process Works

At a high level, the Edit Position Restrictions The Edit Position Restrictions guide
process includes: provides detailed steps on how to edit
position restrictions in Workday, specifically
for edits to a filled position, but those
changes are only in preparation for either a

Selecting the position that needs recruitment or a promotion that results into
modifications/changes a promotional posting.

Select the reason and make the
necessary edits.

Searching for Edit Position Restrictions
in the Workday search bar

Submit the request.
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Important Considerations

Updates made through Edit Position Restrictions define the future state of the position and do not
immediately impact the current incumbent.

To apply changes to a current employee, a Promotional Announcement (PA) job requisition must be created
AANDZ QeBnANANDZ Vyt N dAO?BKkNAA B?2raA AnnA&r AADZ kN BeWNDZAt ce?ft
(e.g., title, compensation, duties) to take effect.

If the position is vacant, the updated details will carry forward to the next hire through the standard job
requisition and hiring process.

Changes will not take effect until a job requisition is created and completed for the position. Simply editing the
position does not update the worker record.

Many fields and the approval workflow mirror the Create Position process , including review by Classification
and Compensation (CCA) where applicable.

Setthe AvailabiltyDate QA &GNR? KAr s ytdr rte?ADZA" nNdOQAKAT kN AeDAryr DAA
be able to create a job requisition for the position until that date is reached.

Be mindful of which fields you are updating (e.g., Job Profile, Worker Sub -Type, title), as these drive
downstream impacts such as pay, benefits eligibility, and reporting. For help with Job Profile selection, reach
out to Classification and Compensation.

® COLORADO STATE UNIVERSITY SYSTEM



Edit Position Restrictions Q&A

Is a promotional announcement appropriate even if there are no pay changes? For example, updating

language for a position that is outdated after a re -org?
If a position has been  modified via Edit Position Restrictions, the only way to ensure the current employee
Is seated into the updated version of the position is through a Promotional Announcement  job requisition
and application process. Because of this, departments should only modify positions when necessary to
avoid creating additional administrative work for both the department and employee.
For additional guidance on Promotional Announcements,
please see: https://hr.colostate.edu/promotional -announcements __ -in -workday/

If updating a current employee's position description with additional responsibilities and a title change
but no change to position classification/job family or salary, which WD function would be the most
appropriate to accomplish this: "Edit Position Description" or "Change Job" or "Promotion”

Edit Position Restrictions followed by a promotional announcement job req and job application. Once the
employee is moved to Ready for Hire within the job req, the department will select Change Job >
Promotion. A promotional announcement  job req and application are required.
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What is Ready for Hire and Onboarding in Workday?

Ready for Hire and Onboarding in Workday marks the transition from recruiting to

employment. For jobs requiring requisitions, the recruitment process concludes when the

selected candidate is moved to Ready for Hire , which triggers the appropriate downstream
process. If the candidate is not a current employee, the Hire business process begins
automatically, along with onboarding tasks (some steps may auto -complete). If the candidate is
an existing employee, either the Change Job or Add Job business process is selected during the
Ready for Hire step and then initiated automatically.

Ig':"\

' In limited cases, a requisition is not used V such as hiring Graduate Assistants (Hire Student) or
- adding an additional job for a current student employee ( Add Job ) within the same supervisory
‘lh organization. In these scenarios, the Hire or Add Job process can be initiated directly.
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Who Can Complete the Ready for Hire and Onboarding?

HR Partnecr Kicks off the Ready to Hire

HR Partner and ManagerOnboarding Setup

Employee; Onboarding Setup

HR Partner Generate Document for Hire (SSA 1945)

Employee; Onboarding Process

COLORADO STATE UNIVERSITY SYSTEM



How the Ready for Hire and Onboarding Process Works

At a high level, the Ready to Hire and The Ready for Hire and Onboarding guide
Onboarding includes: provides a walkthrough of the hiring and
onboarding process for a new employee in

Moving a Candidate to Ready for Hire

withing a job requisition. Workday.

Note: This example goes through the
process for a new faculty member; however,

Kicking off the Onboarding Setup

Generating Documents for Hire (if new

the process is generally the same for faculty,
employee)

AP, SC, and NSH. If the individual being

Employee Onboarding Steps hired is a current employee, the process will
differ, and either the Job Change or Start
Additional Job process is used.
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https://scribehow.com/viewer/Ready_to_Hire_and_Onboarding_Process__4cKTjtHyQoak6NBY43Ke2w

Important Considerations

Fixed Term employee types must include an  End Employment Date . This is required for the hire to process successfully and
ensures the job ends appropriately in Workday.

End Employment Date does NOT automatically terminate the employee or stop their pay. Unless an employee is
terminated by the HR Partner, they will continue to be paid.

Location vs. Workspace: Location typically represents the building, while Workspace reflects the specific room or area. Ensure
both are accurate, as they can impact reporting and downstream processes.

Once the Hire process is complete, an Onboarding Setup  task is generated for the  HR Partner and Manager

The Onboarding Setup task must be completed before the new hire can begin onboarding in Workday. Delays in completing
At dr rANn "dgAA DNAA" At N NBnAer NNyr eAkeAcEDHAT rr AAEAS

After the hire is finalized,a  CSU ID is generated  through the Banner integration.

The new hire will receive an  automated emalil with their CSU ID and instructions to activate their NetID and log into Workday to
begin onboarding.

Ensure the start date is accurate and, in the future, as onboarding tasks and system access are tied to this date. Backdating or
incorrect dates can cause delays or compliance issues (e.g., [-9 timing ).

v &Ne? d&ENBNAAr B?2rA kN QeBnANANDZeA eac kNRe @dnotatowemylByre® beliNy r Rd &r A D
working prior to completing required employment verification steps.

Review key hire details carefully (e.g., job profile, compensation, supervisory organization), as corrections after hire may require
additional transactions and approvals.
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Ready for Hire and Onboarding Q&A

We like to save our open pool applicants to review throughout the year. There are people who like to look at these who do
not really use Workday. | want to download the files for all my candidates for a position to save on our server. We used to
be able to do this in TMS where we could save the applicants information and uploaded documents, but | haven't found a
way to do this in Workday. Is this possible?

Yes, it is possible for the Primary Recruiter and Hiring Manager to bundle and download resumes from a job req (other

roles may also be able to do this i.e. search chair, search assistant but this needs to be tested to confirm). Note: If
someone needs access to view an Evergreen (open pool) candidate pool, the Primary Recruiter also can add folks as

Search Committee Members as well as remove them as needed. Once added, they will have access to view candidate

materials directly in WD.

This guide walks through the steps of assigning roles on a job req: https://scribehow.com/o/uS -
xsZ)VRDWq94vUvVs5FQ/viewer/How to_Update Add_or_Remove_ Assigned_Roles_to_a_ Job_Requisition__IMJOi2hQT1Ce
ZGdDhEZz95A

Is it possible to have two hiring authorities? It was in TMS butit didn't seem like | could do that in Workday. My
department likes to have the director and assistant director both as hiring authorities. How can | make it so that both can
view and access our temporary faculty open pool?

Not possible from a system perspective. The Hiring Manager (aka Hiring Authority) is based on the sup org in which the
new role resides, and it is not possible to add more than one. A solution could be to list the actual manager as the hiring

manager (by creating the job req in their sup org) and then adding the other person as a search committee member or

search chair. Note, search CHAIR has the option to take action on candidates. If you want the person to only VIEW
candidates, they should be added as a committee member.
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https://scribehow.com/o/uS-xsZjVRDWg94vUvVs5FQ/viewer/How_to_Update_Add_or_Remove_Assigned_Roles_to_a_Job_Requisition__IMJOi2hQT1CeZGdDhEz95A
https://scribehow.com/o/uS-xsZjVRDWg94vUvVs5FQ/viewer/How_to_Update_Add_or_Remove_Assigned_Roles_to_a_Job_Requisition__IMJOi2hQT1CeZGdDhEz95A
https://scribehow.com/o/uS-xsZjVRDWg94vUvVs5FQ/viewer/How_to_Update_Add_or_Remove_Assigned_Roles_to_a_Job_Requisition__IMJOi2hQT1CeZGdDhEz95A
https://scribehow.com/o/uS-xsZjVRDWg94vUvVs5FQ/viewer/How_to_Update_Add_or_Remove_Assigned_Roles_to_a_Job_Requisition__IMJOi2hQT1CeZGdDhEz95A

Ready for Hire and Onboarding Q&A, continued

Is there a way to run a background check without going through a new requisition? For
example, volunteers or internal promotions requiring motor vehicle check.

Create a case under "Background Check y other" and let them know that you have
volunteers that you need to run a BGC for.

When hiring an existing CSU employee (usually an hourly employee) we are often
prompted to change the primary job for the employee. What if we don't want to
change the primary job? Can we remove that task?

The task was removed  except for students, non -student hourlies, and grad students.
We still can complete the Employment Verification within 3 business days of the start
date, as we have had in the past, correct?

Employees need to complete Section1by Day 1

HR needs to complete  Section 2 by Day 3
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Ready for Hire and Onboarding Q&A, continued

When a current student employee applies to a new job through Workday, should we move them through all the workflow stages throug h the
Job Requisition, or just separately add a job for them?

They should proceed through the candidate stages for the second job. This ensures they receive an additional offer letter for th is new role. Note:
If the second job is only being added for accounting purposes i.e. they need to log hours for the same job to different project accounts, please
reach out to TA.

Could you clarify what happens when hiring student workers after the supervisor hits the "Ready to Hire" button in the requis iti on? Do they
then go to background check? Do the employees receive an email they need to approve the background check? We have a few stude nts who
we hit ready to hire but are not sure what the holdup is because we have not received the "Hire" task over a month later.

The background check occurs earlier on in the search process before the student candidate is moved to Ready for Hire. (Screen --> Offer -->
Background Check  --> Ready for Hire).

What happens after a student is moved to ready for hire depends on if the student is a NEW employee or a current employee rec eiving an
additional job. It also depends on if the student is moving into a Work Study job profile.

uR , N7 AA?DNAA MBnAer NN mdgate?an gAaU ytN AodaEeNad k?2r dANrr n&EeOQONrr rte? ADZ cae? AN
UuR , N2 AA?DNAA MBnAer NN Sdat gAal yt N AodaeNAa k?2r gANrr naEeOQONr r 7§ dAA WSglgibility. ce? A N
Once confirmed, the task will route to the HR Parter.

UR >?2c&NAA AA?DNAA MBnAe' NN Sdate?an gal0 ytN AIDDZ'ek Wr >t AAF N ! @kcethBlA NEBJAA/
make the appropriate selection, the Add Job (in most cases) or the Change Job business process will route to the HR Partner.

UR >?2ac&NAA AA?DNAA MBnAker NN mdgat gAal0 ytN AIDDZ'!ek Wr >t AAFN ! eka dBlectdetBa, AAAde /
WS eligibility task will also route to the Student HR Partner. After eligibility is confirmed, the Add Job or Change Job task wi ll route to the
Student HR Partner.
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What are Contingent Workers in Workday?

vee Contingent Workers in Workday are individuals who perform services for the organization

but are not employees. This includes roles such as affiliates, contractors, and other non -paid
or externally paid workers. Contingent workers are tracked in Workday to provide appropriate

system access, establish organizational relationships, and support compliance and reporting

needs, but they are not paid through payroll and do not receive employee benefits.

To create a contingent worker in Workday, the Contract Contingent Worker business
‘ nNEeONrr dr ?2rND3 Vytdr naEeONrr OANA? &aNr + Nr DANAAJAr
.ih organization, and contract dates, and routes for the necessary approvals before establishing
the contingent worker record in the system.
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Who Can Contract Contingent Workers?

Only HR Partners can contract contingent workers. Managers may assist in managing
contingent workers once engaged.

® COLORADO STATE UNIVERSITY SYSTEM



Who Can manage Contingent Workers?

In Workday, contingent workers can be managed by any individual who has a Job Managed
(JM) supervisory organization.

Because contingent workers do not require positions, they must be hired into a JM sup org. As
a result, any manager with a JM sup org can oversee contingent workers, regardless of their

employee group, if the appropriate supervisory structure is in place.
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How Contingent Workers Work

At a high level, the Contingent Workers
process includes:

Searching for the Contract Contingent
Worker task.

Note: If the employee doesn't exist in the
system, complete the Create Request
task to get them added (  Contingent
Worker Pre -Hire ).

Selecting the Supervisory Organization.
Entering the Start Date and Reason.
Completing the Scheduled Weekly Hours.
Submitting the request.

® COLORADO STATE UNIVERSITY SYSTEM

The Contract a Contingent Worker guide
provides detailed steps on how to contract a
contingent worker.

You can also make changes to the details of a
contingent worker or convert a contingent
worker to an employee:

Change Contingent Worker Details

Convert Contingent Worker to Employee



https://scribehow.com/viewer/Contract_a_Contingent_Worker__7bDuEnr0T-iD3MVd42J4Yw
https://scribehow.com/viewer/Change_Contingent_Worker_Details__LQXijZ6MSbmzcPMz7u0aPA
https://scribehow.com/viewer/Convert_Contingent_Worker_to_Employee__CHbxkBkZRy-yIDUu4duj0w

Important Considerations

When contracting a contingent worker, always search for an existing Pre -Hire or prior worker record first . Do not create a
new pre -hire if one already exists, as  duplicate records are difficult to merge and can delay the process.

If they do not exist in the system, complete the Create Request task.
All contingent workers route through the background check step. Ensure the Background Check Selection questionnaire
is completed accurately before moving forward. Either the HR Partner or Manager can complete this step.
When initiating the  Contract Contingent Worker process, the HR Partner must provide key details including name, date of
birth, citizenship, and email address
While optional, providing a home address s strongly recommended, as it can help expedite NetID creation and system access
Contingent workers must be hired into a Job Managed (JM) supervisory organization . They do not require a position and
cannot be hired into  Position Managed (PM) sup orgs
Start and end dates are required for contingent workers and should be entered carefully, as access will end based on the end
date.
Contingent workers are not paid through Workday payroll and do not receive employee benefits . Their record is used for
tracking, access, and compliance purposes.
System access should be reviewed carefully. Ensure contingent workers are granted only the minimum access needed for
their role.
If a contingent worker later becomes an employee, they must be converted by applying to a job requisition and should apply

through the external career site  , not the internal career site.
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Contingent Worker Q&A

Is a manager no longer able to contract a contingent worker?
Only the HR Partner  because of the Pre -Hire step (gender and date of birth QA Agen
completed by everyone).

Do all contingent workers receive a netlD ? If so, are departments being charged for
these netID's ? What steps should an HR partner take when a netlD is not needed and
therefore the division/dept does not want to be charged for this unnecessary expense?

Yes, they all do receive a  NetlD and the department will be charged.
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Position Managed vs Job Managed

Position Managed Job Managed

Used for: Used for:
Admin Pro, Faculty (not Adjunct), State Non-Student Hourly (NSH), Students,
Classified, Post Docs Adjuncts, and Graduate Assistants

Requires: Requires:
Position No Position needed

Example: Example:

Supervisory Organization *| X ?gﬁeiegg;g;e"t Operations = = | Supervisory Organization x| X 3",5FE‘“‘I{;”F’,T:;;)O”W“”S' @ = |

NOTE:! fA?nNaEe&Wdreaer Aci AAd' AndeA ueace XA?n AcfixU dA Jeacst DA (g
a current employee who does not currently manage others (i.e., has no direct reports) will now supervise a new
worker, a Sup Org must first be created by a Workday Administrator before the department proceeds with

creating the new position (if position -managed) and job requisition.
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What Requires Recruiting?

Requisition Required Requisition Not Required
Admin Professional Associates (Contingent Workers)
Faculty Graduate Assistants
Non -Student Hourly Veterinary Residents

Postdoctoral Fellows (except Veterinary
Residents)

State Classified

Student
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Optional: Locate Student

-

#

Q find external | ) |

)
[
I\.
*, .

Find External Students
Report
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ANANOA Yf AAr Ny aAe r NN AA?DNAAT nat
employees

search search

Current Search 3

~ Academic Unit

D CSU Fort Collins (28096)

[] csu Pueblo (4293)
. )

v Active Student [

[ True (32389)

v Academic Levels

D Undergraduate {25867)

D Graduate (6522)

> Load Status

>  Work-Study Eligible

~ Is Worker

[] False (24128) ~ s Worker

[ True (8263)
False (24126)

> 1s U.S. Citizen [] True (8263)
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ANAEOt YodaEN AA?DANAAY

| 1 hire studenﬂ () |

e

- Hire Student
i
eport
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Enter Student & Sup Org

Hire Student

Student *

Supervisory Organization *
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If this screen appears, this student is already an

NBnAer NNR

Hire Student

r NANOQA

Y !

DADZ

AN =

Qe /

Last Updated  01/16/2026, 5:13 AM PST

Academic Level Undergraduate Academic Unit CSU Fort Collins
Work-Study Eligible  Yes Class Standing (empty)
Load Status Ful-time
Expected Graduation Date  (empty)
All Jobs
3 items ’(:] . oo B0 BB
A
Hire Date End Employment Date Position Organization Manager Location FTE = Scheduled Weekly Hours Blended FTE
09/20/2025 499437 Stu Admin & Clerical - WS ' @ University Services Center (USC) 0.0795 318 7.95%
08/18/2025 496701 Stu Admin & Clerical (+) ® Rockwell Hall 0.007 0.28 0.7%
Cooramator-Jn [Racnel Newton)
Total: 0.0865 346 B8.65%
v
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Enter Effective Date & Reason

Effective Date *

MM/DD/YYYY [

Reason *
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Enter Job Detalls

Job Details

Employee Type * | x Graduate Assistant (Fixed [

Term)
Job Profile & w Graduate Research sy =
Assistant - FC —

Time Type % | X Part time =

Location & =

Error: The field Location is required and must have a value.

Pay Rate Type =
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Enter Working Time

~  Working Time

Default Weekly Hours 0

Location Weekly Hours 0

Scheduled Weekly Hours # | 20

FTE 0%
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Enter Annual Work Period

~ Additional Details

Job Title Graduate Research Assistant - FC

Business Title Graduate Research Assistant - FC

M UST Se|ect Annual Work Period Eearch =
(™) 12 Month (September 1 - August 31)
tO ensure Work Period Percent of Year - (
employee () 12 Month - Mid (August 16 - August 15)

Disbursement Plan Period

getS Pald .;'_:ju 2 Month (September 1 - May 31)

Job Classifications (") 9 Month - Mid (August 16 - May 15)

L R DR S 1 R L [N SURR R I L S - Fm—— 5
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Select Disbursement Plan Period

Work Period Percent of Year 75% /
/

Disbursement Plan Period Eearch =

-:::::- 12 Month - Mid {August 16 - August 15)

Job Classifications 9 Month - Mid (August 16 - May 15)

Workers' Compensation Code from Job Profile  (empty)
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Enter First Day of Work and End Employment Date

Job Classifications (empty)

Workers' Compensation Code from Job Profile  (empty)

Workers' Compensation Code Override /:[ ‘
First Day of Work | 81/81/2826 [ |

End Employment Date * | B5/15/2826 E |

Exclude from Headcount []
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Attachments

Drop files here

or

If Select files K\I
N =/

Submit ( Save for Later ) ( Cancel )
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Open My Tasks

® COLORADO STATE UNIVERSITY SYSTEM



ANANOA YANNAY

I.-I 01/19/2026 - In Progress: Multiple Parties
View Event ] o
For Agricultural and Resource Economics -

Overall Process Start Additional Job
Overall Status In Progress
Due Date 01/26/2026

Calendars In Use  Consecutive Days (Mo Calendars Selected)

My Actions Details Process

My Actions 1 itemn 5] = @ ] ””

&

Awaiting Me Due Date Business Process Subject

o
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ANANOA YTAL N >t AAF Nry

Compensation

Effective Date & Reason

Effective Date Reason FTE ;

01/01/2026 Add Additional Employee Job » Add Additional Job>  100.00%
Additional Job

Total Base Pay

Total Base Pay Proposed Compa-Ratio Proposed Position in Range

0.00 USD Annual 1] -48.38%

ADDED ADDED
Guidelines

Total Base Pay Range Compensation Package H
45,648.00 - 92,824.00 - 140,000.00 USD Annual CSUS Compensation Package

ADDED ADDED

Compensation Grade
Graduate Assistant-F

ADDED
Compensation Grade Profile
(empty)
Salary
Plan Name Assignment Details Effective Date H
ACHIE R armie Saloo: lon A AR ISR Al na A nnnz
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Select Salary Box

Add Plan Assignment

Salary

Plan Mame Assignment Details Effective Date

CSUS Academic Salary Plan 0.00 USD Annual 01/01/2026
ADDED ADDED ADDED
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Enter Amount ADJUSTED to FTE

When entering salary, you must always
O2YyOSNI GKS | Y2dzyi
FulkTime Equivalent (FTEgalue. This is
required if an employee is not full time.

Sala

p.an: . C50S Academic Salary Flan For example, if the employee showddrn
Total Base Pay Range 45,648.00 - 92,824.00 - 140,000.00 USD Ann $60,000 for nine months of work, the
Amount | 30,000.00 - amount you enter must be the

Currency % | x usp @ = | FTEadjusted salary not the actual
Frequency + \ % Annual (o) z;\ nine-month earnings.

> Additional Details In this case, you would ent&30,000as

Assignment Details 30,000.00 USD Annual th e FTE am Ount
This process works differently from Orac
( save ) ( Gancel ) You donot need to convert salaries base

on the 9month vs. 12month schedule,
but youdo need to ensure the salary
reflects the correct FTE.

COLORADO STATE UNIVERSITY SYSTEM



>
E
n
Ll
=
Z
)
Ll
=
=
n
O
[a)]
<
o
O
—
O
O




Open My Tasks
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ANANOA YANNAY

I..-I 01/19/2026 - In Progress: Multiple Parties

View Event Start Additional Job: '

—
PD
el

For )
Overall Process Start Additional Job:
Overall Status In Progress

Due Date 01/26/2026

Calendars In Use  Consecutive Days (Mo Calendars Selected)

My Actions Details Process

My Actions 1 item Kj =/ |H|
A

Awaiting Me Due Date Business Process Subject Skip

:]1;.2 | Ill’zc 2& lﬂ |
{
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Add KFS Account

Organizations

KFS Account A v

[gearch
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Optional: Change Department

Department Qa v

Eearch

w 1370 Chemical and i
Biclogical Engineering
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Attachments

Drop files here

or

If Select files K\I
N =/

Submit ( Save for Later ) ( Cancel )
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Open My Tasks
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Fill Out Form

Background Check Selection 'Background Check Selection - 20250819 for Hire:

Background Check Selection

Please answer the following questions. The information you provide will determine which background check packages are required and run for the candidate.

Does this position require driving a motor vehicle as a regular part of job duties?

A Motor Vehicle Record check is required if the position requires a valid driver’s license (including a Commercial Driver’s License) and requires driving a motor vehicle (CSU-
owned, personal, or rental) on a routine basis to conduct University business. This does not include commuting to and from work.

(Required)

-;- Yes

|_| No

Is the candidate a minor (age 17 or younger)?
Select ‘Yes'if the individual being hired is under the age of 18 at the time of hire.
(Required)

) Yes

() No

Is this position involved in distributing student loans?
A Financial History Check is required only for positions involved in distributing student loans. This check is not required for general cash handling or operating a cash register.
(Required)

'i' Yes

) No

m ( Save for Later ) ( Cancel )
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Student Employees Only (including hourly, work-study, and graduate assistants):
Select all conditions that apply. If none apply, select None Apply and a pre-employment background check will not be run.

If this is not a student employee, select Not a Student Employee.

(Required)

¥ Mone Apply

Contingent Workers Only:
Select all conditions that apply. If none apply, select None Apply and a pre-employment background check will not be run.

If this is not a contingent worker, select Not a Contingent Worker.
{Required)

X Mot a Contingent Worker

Additional Notes for Background Check Review
Use this field to provide any additional context, questions, or instructions for the Background Check Coordinator.

( Save for Later ) ( Cancel )
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Open My Tasks
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ANANOA Ygeact N ANI

‘:;( Iit I..-I Created: 01/19/2026

Assign Costing Allocation for Hire Employee

Event Details

Event Costing Allocation for Hire: .

Effective Date  01/01/2026

Costing Allocation Details Include Existing Allocations

Costing Allocation Level # | select ong From ‘ 81/e1/2026 [ ‘ To ‘ MM/DD/YYYY [ ‘

select one

Worker, Position, and Eaming

Earning ( Refresh Costing Allocation Data )

Copy Position Restriction Costing

Allocation Worker and Position
Proposed Costing Allocations Existing Costing Allocations
® Add viewing: a1 | =

® COLORADO STATE UNIVERSITY SYSTEM



ANANOA Y! DDE aAe | DDZ A >er AdAT | K2

Costing Allocation Details Include Existing Allocations
Costing Allocation Level * | Worker and Position v ‘ From ‘ 81/81/2826 [F] ‘ To ‘ MM/DD/YYYY [ ‘
Earning (empty) ( Refresh Costing Allocation Data )
Copy Position Restriction Costing
Allocation
Proposed Costing Allocations Existing Costing Allocations

. . =
Viewing: = |:
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To Skip This, Select Settings Gear Icon

® COLORADO STATE UNIVERSITY
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L Created: 01/19/2026

18
o
T
-

AsSIgh Costing Allocation for Hire Employee

Event Details

Event Costing Allocation for Hire:

Effective Date  01/01/2026

Costing Allocation Details

Costing Allocation Level # | Worker and Position

v ‘

Earning (empty)
Copy Position Restriction Costing

Allocation

Proposed Costing Allocations Existing Costing Allocations

@ Add

Include Existing Allocations

From ‘ 81/81/2826 E ‘ To ‘H\‘I,-’DD,J’\"Y\"V E |

( Refresh Costing Allocation Data )

. om
Viewing: :l:



i

o B Created: 01/19/2026

Assllocation for Hire Employee

Delegate Task
Eve
Reassign

Ever Allocation for Hire: Joseph Silsby (-++)
Skip This Task
Effey 026

View Details

Cosung Anocauon Details Include Existing Allocations
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Open My Tasks
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Select Hire Task

rs
All ltems 173 tems ¥y 4 7 Created 01/19/2026 | Effective: 01/01/2026
Q  search: Allitems i Edit Additional Data  Hire:
{4 Advanced Search Custom Object ~ Comp Time & Overtime
A Instructions

Graduate Assistant Appointment  01/19/2026 <7 '
Certification: P107003 Graduate Select whether ‘ licible for C T Overti
Research Assistant - F elect whether the employee is eligible for Comp Time or Overtime.

Comp Time & Overtime
Updated: 01/19/2026

Comp Time & Overtime

Generate Document for Hire 01/19/2026 <%
(Default Definition): SSA-1945
Form enter your comment

Updated: 01/19/2026

Onboarding Setup for Hire: 01/19/2026 <%
’ 107003
Graduate Research Assistant - FC Process History
on 01/01/2026
Due 02/02/2026
Hire— Step Completed

Hire: 01/19/2026 Propose Compensation Hire— Not Required

Effective: 01/01/2026

15 minutes ago

Propose Compensation Hire— Submitted
A Time Entry: 2026 <7
42 Total Hours from Change Organization Assignments— Not Required
01/01/2026 to 01/31/2026
14 minutes ago

Effective: 01/31/2026 Change Organization Assignments for Werker— Submitted

Time Entry: 01/19/2026 {T Review Organization Assignments— Not Required

Hours from 01/01/2026 to
02/06/2026 L

Effective: 01/31/2026 c
_l_ Submit Cancel

COLORADO STATE UNIVERSITY




Does Not Apply to Grad Assistants, Skip This Task

v & O Created: 01/19/2026

Assllocation for Hire Employee

Delegate Task
Eve
Reassign

Ever Allocation for Hire: Joseph Silsby (-++)
Skip This Task
Effey 026

View Details

Cosung Anocauon Details Include Existing Allocations
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Open My Tasks
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N

| DDZ TAdQA >eDANR ANANOA YiA?2kBday A/

"'AJ' ﬁ I.-l Created: 01/19/2026 | Effective: 01/01/2026
Complete To Do  Add Mail Code R

For

Overall Process

Overall Status Successfully Completed
Due Date 02/02/2026

Instructions Update the Mail Code object for the employee. Navigate to their employee profile, click Actions > Additional Data > Edit to update the Mail Code object. Click submit on this
task once complete.

You are able to look up department mail codes here: https://cr.colostate.edu/campus-delivery-codes/
Mail codes are NOT necessarily the same as Department number.

enter your comment

m ( Save for Later ) ( Close )
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Open My Tasks
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Add Desired Information

hid §o L" Created: 01/19/2026 | Effective: 01/01/2026

Onboarding Setup

Message Welcome to the team! We're excited to have you join us. You will play a vital role in helping us reach our
objectives. During your first week, please take some time to connect with the people listed below.

People to Meet

Select People l

Notify

Motification Subject * [ You have been selected as a person to me I

Motification Header

Motification Message * | You've been selected as someone that a new hire on your team should contact during their first week
with the organization. Please meet with the new hire and answer any questions they might have, or
direct them to the appropriate resource that would be able to assist them.

Frs

Helpful Contacts

Select People l

Notify

Motification Subject * | You have been selected as a helpful conta

Motification Header

( Save for Later > ( Cancel )
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To Remove Section Unselect Notify Checkbox

COLORADO STATE UNIVERSITY

‘:f §o L" Created: 01/19/2026 | Effective: 01/01/2026

Onboarding Setup

Message Welcome to the team! We're excited to have you join us. You will play a vital role in helping us reach our
objectives. During your first week, please take some time to connect with the people listed below.

People to Meet

Select People

Motify

Motification Subject ave been selected as a person to me I

Motification Header

Motification Message * | You've been selected as someone that a new hire on your team should contact during their first week
with the organization. Please meet with the new hire and answer any questions they might have, or
direct them to the appropriate resource that would be able to assist them.

Frs

Helpful Contacts

Select People l

Notify

Motification Subject *

You have been selected as a helpful conta

Motification Header

( Save for Later > ( Cancel )




COLORADO STATE UNIVERSITY

Yy @ 1 Created 01/19/2026 | Effective: 01/01/2026
Onboarding Setup
Message Welcome to the team! We're excited to have you join us. You will play a vital role in helping us reach our

objectives. During your first weel, please take some time to connect with the people listed below.

People to Meet

Select People ‘

Natify O

Helpful Contacts

Select People

Notify O

enter your comment

Process History

Unboarding Setup— Awaiting Action
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Drive Document Template  354-1945 Form

Generated Document S35A-1945 Form

Created On 01/19/2026 02:52:35.052 PM
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Form SSA-1945 (03-2025)
Discontinue Prior Editions
Social Security Administration

Statement Concerning Your Employment in a Job Not Covered by Social Security

Employes Mame:
Employee D3 83

Employer Name: Colorado State University
Employer IDZ: 84-6000545

‘four earnings from this job are not covered under Social Security (i.e., you will not pay Social Security taxes). This
means that you will not earn credits for Social Security retirement or disability benefits in this job. If you retire or
become disabled, and you are eligible for Social Security benefit based on other work, your eamings from this job will
not be used to compute your Social Security benefit. In addition, we will not consider these non-covered eamings for
the future patential calculation of surviver benefits based on your earnings. Your earnings from this job are subject to
Medicare taxes and will count for purposes of the Medicare program. Fer informaticn on how you may gualify for

Social Security benefits, visit www.ssa.qov

For More Information

Social Security publications and additional information are available at www.ssa.gov. You may also call toll free 1-
B800-772-1213, or for the deaf or hard of hearing call the TTY number 1-800-325-0778 or contact your local Social
Security office.

I certify that | have received Form SSA-1945 and understand that my eamings from this job are not covered under
Social Security and will not be used to determine eligibility to or the amount of my potential future Social Security
Benefits.

m ( Save for Later ) ( Cancel )
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Graduate Assistant Appointment Certification (Add Job)
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Section A: Appointment Information

New Appointment

® Employee Name:

# Position Number:; P107002

# Salary Basis: 9 Month - Mid (August 16 - May 15)
® Advisor/Supervisol

® Note: Students must sign the GAAC for any new graduate assistantship or change in appoimtment. GA contracts
are in effect for one semester and must be renewed each semester. The expected end date may reflect more than

one semester for convenience in the HR system. Regardless of the expected end date reflected below, all contracts
technically end at conclusion of each semester and are not guaranteed through the listed expected end date..

® Appointmemnt start date: | 01/01/2026
® Expected end date: 05/15/2026

# The above named student is hereby recommended for appointment to 8 Graduate Research Assistant- FC @
assistantship in. 1370 Chemical and Biclogical Engineering . /& The appointment is tobel 100 &% FTE at a full
time equivalent base salary rate of 5 30,000 . # This is expected to be a 9 Month - Mid (August 16 - May 15) &
appointment at. 40 ® hours per week.

# The monthly salary will be $ 3,333 .
#® Section B: Tuition Remission and Funding
® Terms of Tuition Remission

# GAs receive Resident.® Instruction (i.e., on campus) tuition support proportional to their assigned FTE. The RI
tuiticn coverage for the current assistantship is # % of Colorado! {fesident / non-resident) ‘@ wition

& Tuition payment method:

Charged to University account or project
Paid by student

Qther (See Conditions of Appointment)

® Graduate Assistants are eligible for additional benefits described at ™
bttps:/iai hool colostate edu/financial/assistantships/

# Section C: Conditions of Appointment
» !@3Student is admitted to a graduate degree program at Colorado State University.
- @Student is registered for at least one Resident Instruction credit during the semester of appointment in Fall

m ( Save for Later ) ( Cancel )
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To Add Additional Conditions, Select & Type
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« | 5tudent performs duties as assigned in a timely and competent fashion_

« W Additional terms and conditions of appointment as described in the Graduate and Professional Bulletin &
https-/fcatalog.colostate edu/general-catalog/graduate-bulletin/graduate-assistantships,/

« |#GTAs have completed mandatory GTA training.

« @GETAS meet required English proficiency reguirements for teaching assistants set by the department.

« @ GRAs are enrolled or have completed Responsible Conduct of Research training if required by funder.

« B Graduate assistanis are encouraged 1o review best practices for graduate assistant professional
interactions @ https://tilt colostate edu/grad-students/best-practices-for-faculty-and-graduate-assistant-

professional-interactions/# .
« | BCSU employees, including graduate assistants, are Responsible Employees and are legally required to report

any information related to incidents of sex-based discrimination, harassment, interpersonal violence, and/or
retaliation disclosed to them under Title IX. Additionally, the Clery Act mandates that employees with
significant rebponsibility for student and campus activities, including student employees, must report crimes
that are reported to them, including but not limited to: murder/non-negligent manslaughter, aggravated assault,
arson, robbery, burglary, motor vehicle theft, and hate crimes.

« @This appoimtment is “at will " It does not constitute an offer of permanent employment and may be subject to
early termination for lack of performance, funding, er program changes, in accordance with university policy.

# Additional Conditions of Appointing Unit beyond those included in the unit Duties and Evaluation Plan:

# Section D: Certification and Signatures

# The student attests to the following to indicate understanding and agreement to terms and conditions:

# 1. All appoimments are subject to and not final until approved by the Board of Governors for the Colorado State
University System or its delegated representative.

&2 That |, the student, have read and agree to the terms and conditions of an assistantship Appointment which are
set forth in the Graduate and Professional Bulletin https://catalog. colostate edu/general-catalog/graduate-
bulletin/graduate-assistantships/ and the website Graduate School at Colorado State University.

# 3. That |, the student, have read and agree to the unit Duties and Evaluation Plan.

# 4. That |, the student, understand the benefits available to me as a Graduate Assistant and outlined on the website
https://graduateschool.colostate.edu/ffinancial/assistamships/.

5 Al appointments are formally for one semester and subject to renewal based on performance, funding
availability, and cther factors.

# 6. The appointing department by submitting this Appointment through the Human Resources Appointment and
Approval process, certifies that both the student and the department head agree on the terms and conditions of this
Graduate Assistant Appointment, that this signed Certification is filed at the department, and that the studemt has
been given a copy of the signed form.

L |
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What is an Add Job in Workday?

The Add Job task allows you to assign an additional job to an employee.
This is typically used for:
Students or non -student hourly with multiple jobs.

Students or non -student hourly that should be paid on different accounts for different work
(like projects in time clock plus).
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Who Can Add Job?

Add Job can be initiated by:
HR Partner

Manager
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How Add Job Works

At a high level, the Add Job process The Add Job guide provides detailed steps
includes: on how to add an additional job for an
Searching for the employee. employee.

Selecting the Add Job task.

Selecting the Supervisory Organization.
Entering the Effective Date and Reason.
Completing the Job Details.

Submitting the request.
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https://scribehow.com/viewer/Add_Job__35R7o0dtR8qhFsfzRJtPZw

Important Considerations

If an employee has a job and is getting an additional job, the job goes through the posting
and recruitment process first, then the Add Additional Job task initiates (after ready to hire).

Exceptions to recruitment requ