Workday HCM Job Aid: Hiring for Students ~ SU Addendum

This document gives additional detail for Salisbury University on how to hire new Student Hires in Workday.
f  Thisisonly for:
0 New Student Hires
0 Rehires (not currently active)
I For students already active/currently on jobs, use the HCM Core: Manage Jobs aid to Add Additional Job

f  All student jobs are considered Direct Hires; this means that they are temporary openings and do not require a
search.

SU Processing Notes:

Hire Date: The date the student employee will start working
Reason: Select Hire Employee > New Hire for new student hires
Select Rehire Employee > Rehire for returning student hires
Employee Type: Use Temporary (Fixed Term) for all student hires
Job Profile: Select “By Job Family” > “USM Student Titles” > “USM Students” and then

choose the appropriate option:



As you proceed through the steps of the student



U  When the document is ready, click “Submit”. Once submitted, the contract will be sent to HR for
review and signature, then on to the student hire for their signature.

5. Student Email Notification: the student will receive an email notification of the pending task in Workday to sign
their contract. Once the student signs the contract, they will receive their onboarding documents to review and
complete, such as the SU policies acknowledgement and the 1-9 form.

U The student will complete Section 1 of the I-9 form online via Workday, and must make an appointment
with Human Resources to present their ID documents for HR to complete Section 2 of the I-9 form. The
student should not begin working until they have completed Section 1 of the I-9, and they must present
their valid, original ID documents to HR within three business days of their contract start date.

U The HCM Action Initiator should guide the student hire regarding additional Workday tasks such as
uploading a professional photo, education/transcript information and other details as necessary. The
student should also be directed to complete payroll forms on the State of MD Central Payroll Bureau
(CPB) website, noting that Direct Deposit forms must be printed and signed in ink prior to submission.
Please reach out to Human Resources with any questions.



