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As of July 10, 2017 all new positions are posted on Workday Recruiting. This means that the 

position is opened in Workday, the recruitment is conducted through Workday, and the hiring 

happens by selecting the desired candidate in the job requisition in Workday. 

Positions opened before July 10, 2017 were posted in PeopleAdmin and the recruitment is 

conducted through PeopleAdmin, but the hiring will occur in Workday. (Note: PeopleAdmin will 

be fully phased out by September 30, 2017.) 

This job aid will help you hire a new staff or faculty member whose search was conducted 

through PeopleAdmin. The job opening will have been recreated in Workday, into which you will 

hire the desired candidate. 

Hiring a New Staff or Faculty Member 

To start, access the Recruiting worklet and select the open position. You will likely see the 

position in the Recent section at the bottom of the screen; if not, click on My Open Job 

Requisitions to find it. 

 

 

1. Select the Actions menu next to the job title, then Hire, then Hire Employee 
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2. Create a new pre-hire record 

a. There are two tabs: Legal Name Information and Contact Information 

 

b. Under the Legal Name Information tab, input the candidate’s first and last name 

 

c. Under the Contact Information tab, add an email address (and add other items, 

like a phone number, if known) 

Note: Email address is a critical component because Workday will email login 

information so they may begin completing their new hire paperwork 

 

3. Enter the Hire Date and Reason at the top of the screen (generally “New Hire”) 
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4. The Job Details portion of this screen should pre-fill for you based on the job requisition 

and pre-hire you selected on the previous screens – review it for accuracy 

5. Expand the Working Time section and fill in the Frequency as “Monthly”, unit as “Hours”, 

and Value with the number of months in a year the employee will be working – this will 

determine the annualized FTE (which drives many things, like benefit eligibility) 

 

6. Expand the Additional Information section  

a. Adjust the Job Title to reflect the actual title and the Business Title will update to 

match (this field will default to “Faculty-Adjunct” or other job profile title unless 

changed)  

b. Confirm the Scheduled Weekly Hours are accurate (this also impacts annualized 

FTE) 
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7. Once submitted, you will automatically receive three additional tasks that you can “open” 

and complete immediately: 

a. Propose Compensation Hire 

b. Change Organization Assignments 

c. Add Period Activity Pay (for adjunct faculty only) 

A and B on this list will pre-fill with the information in the original job requisition but will 

allow you to revisit and change them if needed. C on this list will be blank and you will 

create it from scratch (see this job aid for instructions on adding Activity Pay). 

8. Once the above steps are complete, the new employee will receive login information 

from Workday and access to new hire paperwork (I-9 form, contact information, etc.) 


