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Administrative Assistants can start the Add Additional Job process 

for a student. The process then goes through various action items, 

approvals, involving HR, Budget Manager and Managers/Delegates. 

By the end of the Add Additional Job process, the student will have 

an additional job (a primary and secondary job). Important note: 

before attempting these steps, please refer to the Workday Basics 

training videos and job aids. 

 

Start the Add Additional Job Process 

1. Search for the applicable student in Workday in the Search box: 

 

 

 

 

 

 

 

2. Click on the Actions Icon below the student’s name: 

 

3. Verify the Supervisory Organization in which you want to add the 

new job: 
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4. Effective date needs to be the beginning of the pay period.  For 

example, 

 Pay period is 7/29 – 8/11 

 You hire a student on 8/8 

 Effective date must be 7/29 

 

5. Add the Reason -> Add Additional Employee Job New 

Assignment -> Job Management 

 

6. Complete the required fields as shown below (hours may vary 

based on assignment): 

 

 

NOTE:  MUST CLICK ON ADDITIONAL DETAILS.  TITLE MUST HAVE 

DEPT. ABBREVIATION FIRST 
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Business Title will automatically populate based on the Job Title 

(Based on the Job Profile): 

 
 

Enter the student’s First Day of Work and (last) End Employment 

Date: 

 

 
 

Click Submit. 

7. The Change Organizational Assignment step is next. A button 

will appear as shown below to take you to that screen.  Click 

Open: 

 

8. Use the edit icons to enter the correct information.  Click 

Submit:

 
9. The Propose Compensation Hire step is next. A button will 

appear as shown below to take you to that screen.  Click Open: 
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10. Use the edit icons to enter the correct information.  Click 

Submit: 

 

11. Workday will automatically make sure that the hourly salary is 

within the range for the Job.  Click Submit: 

 

 
 

 

 

 

12. The Assign Costing Allocation for Add Job step is next. A button 

will appear as shown below to take you to that screen.  Click 

Open: 

 

**For an Additional Job, you must complete this step. Please 

DO NOT skip** 

13. Choose the Worker and Position option under the Costing 

Allocation Level. Click Add: 
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14. Enter in the Start Date and End Date. (Costing Allocation 

Interval date ranges must not overlap - the date range 

submitted conflicts with another proposed Costing Allocation 

Interval): 

 

Add the necessary Worktags. Click Submit: 

 

**The worktag % must total 100%** 

**If you need to allocate the cost to more than one Worktag 

combination, please hit Add below the grid to add an additional 

worktag combination** 

15. An Approval by an HR Partner is the next step: 

 

**Once the HR Partner takes action on the task, a new task will 

appear in your Inbox** 

(This is what the HR Partner will see.  The HR Partner can scroll 

down the message to review it before selecting one of the 

following options:  Approve, Send Back, Deny, Cancel.)  
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16. An Approval by the Budget Manager is the next step: 

 

17. An Approval by the HR Partner is the next step. The HR Partner 

will need to add a Reason to the process and then action it: 

 

18. A Success screen will display when the process is complete: 

 

 


