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Hiring
HIRE A CASUAL EMPLOYEE

- Manager + Delegate + Campus Partner

Hire review - job details (dates, employee type, hours)
Manager (if initiator is not the Manager or a delegated approver)
Hire review - job details (dates, employee type, hours)
Human Resources Administration (HR Ops Partner)

A4

Consolidated approval - compensation and funding sources
- Office of Research (if paid from a research account) ~ Signing authority

Hire finalization

Human Resources Administration (HR Ops Partner)

Onboarding - update banking, SIN, contact information, etc.

Employee

Follow the steps below to hire your casual employee into Workday. Once the hire is finalized, the manager,

timekeeper, or employee can enter hours worked into the time entry system for payment.

1. Type Employee Search into the main search bar to access the search by employee ID, student ID search

function to determine if the new employee exists in Workday.

w Q employee search

Employee Search Gewns)

First Name

Last Name

Employee ID

Student ID

Operator ID

2. Iftheir Employee Name:
a. Appears as a hyperlink: They are an active employee — hover over the Employee Name to click
the related actions (3 dots) and hover over Job Change to select Add Job and continue from step
3 below.

UNIVERSITY OF /-\
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Note: If you are a manager and this is a former employee who most recently reported to you or is a

retiree, their name will appear as a hyperlink, but there will be no Add Job option. In this case

proceed with option “b” below.

< Employee Search Gt

First Name  sample Last Name emp

1 item

Pre-Hire Mame Pre-Hire ID Employee Name

Sample Employee APPLICANT-9-31038

Sample Emplo‘,’e

4

Employee ID

Actions

Student 1D WatlAM

Job Change

w
> I Add Job E

Personal Data

>

b. Appears in the search results as text, not a hyperlink: They are a former employee in Workday -

hover over the Pre-Hire Name to click the related actions (3 dots) and select Hire to rehire them

and continue to step 3 below.

< Employee Search i)

First N\ame  sample Last Name  empl

1 item

Pre-Hire Name Pre-Hire ID

Sample Employe

4

Employee Name

APPLICANT-9-31038 Sample Employee

fetons Pre-Hire
Favorite » Sam ple Employee

Hire > Contract Contingent Worker

Job Application > I fire Emplayes I

292061

Employee ID

c. Does not appear: They are brand new to Workday — Type Hire Employee in the main search bar

to hire them into the system and follow the steps below.

UNIVERSITY OF
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w Q hire

Search Results

Categories Search Results 21 items

| Common Tasks and Reports

o izations
rganization Hire Employee

[= T

3. Type the manager name of the supervisory organization (sup org) you are hiring into, in the Supervisory
Organization search field and press enter to pull up a list of available sup orgs. From the available options,
select the appropriate one with 'JM' denoted in the title.

Supervisory Organization #* | [earch

X House Stark JM
(Eddard Stark)

Note: JM is short for Job Management. This is used to group positions without regular position numbers

including casual and student employees.
If you have not performed the Employee Search, please see step 2 before continuing.

4. a) Ifthe Employee Search produced no results:
Select Create a New Pre-Hire if the employee was not found in the Employee Search and click OK to
continue to the employee’s contact information.
b) Ifthis is a rehire based off the Employee Search:
Their name will now be populated in the Existing Pre-Hire field. Click OK to continue to step 7 — Enter the
employee’s job details.

UNIVERSITY OF /\
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Hire Employee

When hiring Casuals, Co-ops or Grad Students you must select the Job Management Organiz
Note: All Ongoing and Temporary Staff must be hired through iCIMS.

Supervisory Organization * | X House Stark - JM
(Eddard Stark)

Existing Pre-Hire

@ Create a New Pre-Hire

ENTER THE EMPLOYEE’'S CONTACT INFORMATION

5. Enter the employee’s First and Last Name and then select the Contact Information tab to add a home

address and an email address.

Legal Name Information Contact Information
eaal Name Information 4 Infan
Country * | X Canada = Legal Name Informatic Contact Information
——————
First Name *
Middle Name Address
Last Name * Acd
Email
Add
6. Click OK to continue to the job details.

Hint: Leave Source and Referred by fields blank.

ENTER THE EMPLOYEE’S JOB DETAILS

7. Enter the Hire Date and choose the appropriate Reason (New Hire if brand new, Rehire if there was a
previous Workday record).
8. For Employee Type, type Casual (Fixed Term) or select it by clicking For Current Country.

Sr@] UNIVERSITY OF /\
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e Ciipioyee
Billy Casual (azine)
House Stark - JM (Eddard Stark) (actons)

When hiring Casuals, Co-ops or Grad Students you must selec
Note: All Ongoing and Temporary Staff must be hired through iCIMS.

Hire Date * | 01/07/2019 [

Reason X Hire Employee = New Hire

Job Details

Employee Type * | =earch

Job Profile * & For Current Country

Casual (Fixed Term)
Time Type

Definite Term (Fixed Term)
Location

Regular
Pay Rate Type
Student (Fixed Term)

> Additio

Temporary (Fixed Term)

9. Inthe Job Profile field, select or type Casual Staff 9010, or Casual Staff 9o11 if paid from a research
account, or 9012 -Casual Staff - Proctor, if a proctor.

10. For Time Type, select Part Time.

11. Select the building Location for the employee from the list.

Hire Date % = 01/07/2019 [

Reason ¥ Hire Employee = New Hire

Job Details

Employee Type *

Job Prefile *

Time Type *

Location *

Pay Rate Type

UNIVERSITY OF
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Part time
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12,

13.

14.

15.
16.

17.

Leave Default Weekly Hours as is and update Scheduled Weekly Hours with the expected number of hours
per week.
Expand Additional Information.

@ Additional Information

Update the Job Title to the employee’s actual title.

Note: This ensures the correct casual position is selected when entering time for multiple casual positions.
Enter an End Employment Date for the employee.

If this Casual employee will be paid from a research account, please provide a short description of their job
details in the comment box for the Office of Research to review or attach it in the file upload section.

Click Submit to continue to enter SIN if this is a new hire (step 18) or to enter compensation details if this is

a rehire (step 20).

If this is a brand new hire:

ENTER SOCIAL INSURANCE NUMBER

1.

2.

Click Open to add a Social Insurance Number (SIN) OR click Skip and OK on the next screen to skip this
step and continue to step 20.

You have submitted

Up Next: Add SIN for new hire

View Details

Tip: If you clicked out of the pop-up, the SIN task will be in your inbox to complete or skip from there. To
skip it from your inbox, click the gear icon at the top right of the task and select Skip This Task and OK.

a) Click the + under the National IDs table to add the Canadian Social Insurance Number (SIN). Click in
the empty fields to select the following:

Country — Canada

National ID Type - Social Insurance Number

Add/Edit ID - 9 digit Social Insurance Number

Issued Date - Leave blank

Expiration Date - Enter if Social Insurance Number starts with a “9”, otherwise leave blank

Click Approve.

National IDs 1 ier

*Country *National ID Type Current ID  Add/Edit ID Issued Date Expiration Date

x Canada % Social Insurance Number 958 555 555 MM /DD /YYYY 11/30/2019
{SIN)

S WATERLGO workday :
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ENTER EMPLOYEE COMPENSATION INFORMATION

3. Click Open to go to the Compensation screen.

Success! Event approved

Up Next: , Propose Compensation Hire

View Details

Tip: If you clicked out of the pop-up, the Compensation task will be in your inbox to complete from there.

4. Scroll down to the Hourly section and click the edit icon.
5. Inthe Amount field, enter an hourly rate.

Compensation Plan

Hourly Plan

Total Base Pay Range
0.01-37.01 CAD Hourly

Amount *

20.00 ‘

Currency *

‘ X CAD -

Frequency *

X Hourly -

6. Click Submit.

7. Click Open to continue to update the cost center.

Success! Event submitted

Up Next: , Change Organization Assignments

View Details

UNIVERSITY OF /-\
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ENTER CHANGE ORGANIZATION ASSIGNMENT

8. Inthe Cost Center section, click the Edit icon and enter the work order and activity for the employee in
the Cost Center field in this format xxxxx-XXXXX XXX.

Cost Center

Cost Center *

9. Click Submit.
10. Ifthere is only one applicable Cost Center, click Skip for Add Split Between Salary Accounts, then OK to
send the hire to HR for review. If there is more than one cost center, click Open and see the steps below.

Success! Event submitted

Up Next: , "OPEN" to add
accounts or "View Details" to Skip if only one account

split between salary

View Details

Tip: Leave the reason field blank for skipped fields. If you clicked Open or clicked out of the pop-up instead
of Skipping, navigate to your Workday inbox and select the gear icon (task actions) in the top right of the
Assign Costing Allocation inbox item and click Skip This Task and then OK on the next screen to skip.

If there is more than one Cost Center:

11. Click Open to enter additional salary accounts.

12. Select Worker and Position for the Costing Allocation Level.

13. Click Add.

14. Select the + to add an additional row and enter the additional cost center into the Worktags field.
15. Enter the appropriate Distribution Percent.

16. Click Submit and Done. The initiation of this hire is now complete and will go to HR for review.

Tip: To view the status of your hire, type the employee’s name into the main Workday search bar and press
enter. Make sure All of Workday is selected under Categories and click the Hire:(employee name) link.
Click the Process tab on the resulting screen and scroll down the table to see what part of the process the
hire is in; OR find the submitted Hire event in the Archive section of your Workday inbox and click the
Process tab (items are archived for 30 days).

S WATERLGO workday



HIRE A STUDENT

- Manager + Delegate + Campus Partner
Hire review - job details (dates, employee type, hours)
Manager (if initiator is not the Manager or a delegated approver)
Hire review - job details (dates, employee type, hours)
Human Resources Administration (HR Ops Partner)

A4

Consolidated approval - compensation and funding sources
+ Office of Research (if paid from a research account) + Signing authority

Hire finalization

Human Resources Administration (HR Ops Partner)

A 4

Onboarding - update banking, SIN, contact information, etc.
Employee

The steps outlined below will guide you through the process of hiring a co-op student, Graduate Teaching Assistant,
and Graduate Research Assistant. To hire a Work Placement (WP), Engineering Undergraduate Research Internship
(Eng-URI), or Undergraduate Student Research Awards (USRA) student, please view the work instructions specific to
this group of student hires.

1. Type Employee Search into the main search bar to access the search by employee ID, student ID function
to determine if the new employee exists in Workday.

L

W Q employee search

Employee Search (i)

First Name
Last Name
Employee ID

Student ID

Operator ID

2. Iftheir Employee Name:
a. Appears as a hyperlink: They are an active employee — hover over the Employee Name to click
the related actions (3 dots) and hover over Job Change to select Add Job and continue from step
3 below.

5 UNIVERSITY OF 7\
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Note: If you are a manager and this is a former employee who most recently reported to you or is a
retiree, their name will appear as a hyperlink, but there will be no Add Job option. In this case

proceed with option “b” below.

¢ Employee Search Gas)

First Mame  sample Lt Mame  emp

Pre-Hire Hame Prre-Hire I Employes Mame Emnployes ID Student 1D Wl
Sample Emplogpes AFFLICANT-3-31038 Sample E'!':.n:--.
Actions
W
Job Change ¥ I

Paraanal Dafa ¥

b. Appears in the search results as text, not a hyperlink: They are a former employee in Workday -
hover over the Pre-Hire Name to click the related actions (3 dots) and select Hire to rehire them

and continue to step 3 below.

¢ Employee Search Cicios

Firat Marre aample Lazt Mame emip
Pre-bre Hame I Pre-Here 10 Emplopee Hame Emgloyes I
Sample Emyg ..-.t APPLICANT- 31038 Samrple Employes
Actions . I -
Pre-Hire b &
Favcsite ' Sample Employee
g 4 Corract Conbmgent Worke

bl Application B I Hire Emglayee

c. Does not appear: They are brand new to Workday — Type Hire Employee in the main search bar

to hire them into the system and follow the steps below.

%] UNIVERSITY OF /\
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w Q hire

Search Results

Categories Search Results 71 items

| Common Tasks and Reports

Organizations

Hire Employee

Dol

3. Type the manager name of the supervisory organization (sup org) you are hiring into, in the Supervisory
Organization search field and press enter to pull up a list of available sup orgs. From the available options,
select the appropriate one with 'JM' denoted in the title.

Supervisory Organization # | fearch —

* House Stark JM
(Eddard Stark)

Note: JM is short for Job Management. This is used to group positions without position numbers
including casual, student and non-faculty appointments (i.e. post-doctoral fellows, research
associates).

If you have not performed the Employee Search, please see step 2 before continuing.

4. a) Ifthe Employee Search produced no results:
Select Create a New Pre-Hire if the employee was not found in the Employee Search and click OK to
continue to the student’s contact information.
b) Ifthis is a rehire based off the Employee Search:
Their name will now be populated in the Existing Pre-Hire field. Click OK to continue to step 7 — Enter the

employee’s job details.

UNIVERSITY OF /\
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Hire Employee

When hiring Casuals, Co-ops or Grad Students you must select the Job Management Organi;
Note: All Ongoing and Temporary Staff must be hired through iCIMS.

Supervisory Organization * | X House Stark - JM
(Eddard Stark)

Existing Pre-Hire

@ Create a New Pre-Hire

ENTER THE STUDENT’S CONTACT INFORMATION

5. Enter the employee’s First and Last Name and select the Contact Information tab to add a home

address and an email address.

Legal Name Information Contact Information

Legal Name Information Contact Information
Country % | X Canada = —_—
First Name * Address
Middle Name Add
Last Name *

Email
Add
6. Click OK to continue to the job details.

Hint: Entering Source and Referred by information is optional.

ENTER THE STUDENT’S JOB DETAILS

7. Enter the Hire Date and choose the appropriate Reason (New Hire if brand new, Rehire if there was a
previous Workday record).
Tip: If requesting 4 equal payments, enter the first day of the month of the applicable term.
Enter the appropriate Employee Type by selecting For Current Country> Student (Fixed Term).
In the Job Profile field, select or type the appropriate one from the list below:
Co-op: 7661
Undergrad Teaching Assistant: 7835
Undergrad Research Assistant: 7836
Graduate Teaching Assistant: 1671
Graduate Research Assistant: 1672
10. Select the appropriate Time Type (if 35 hours or greater, select Full Time, otherwise select Part Time).

S UNIVERSITY OF /\
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11.
12.

13.

14.

15.

16.

Select the building Location for the employee from the list of All Locations.

Update Default Hours with the number of working hours per week to automatically adjust Scheduled
Weekly Hours to the same amount.

Tip: Updating the Default Weekly Hours will avoid proration of the salary amount, by adjusting the FTE to
100%.

Expand Additional Information.
@ Additional Information

Enter an End Employment Date for the employee.

Tip: If requesting 4 equal payments, enter the last day of the month of end of the term.

If this student employee will be paid from a research account, please provide a short description of their job
details in the comment box.

Click Submit to continue to enter SIN if this is a new hire (step 17) or to enter compensation details if this is
a rehire (step 19).

If this is a brand new hire:

ENTER SOCIAL INSURANCE NUMBER

17.

18.

Click Open to add a Social Insurance Number (SIN) OR click Skip and OK on the next screen to skip this
step and continue to step 19.

You have submitted
Up Next: Add SIN for new hire

View Details

Tip: If you clicked Open or out of the pop-up, the SIN task will be in your inbox to complete or skip from

there. To skip it from your inbox, click the gear icon at the top right of the task and select Skip This Task
and OK.

a) Click the + under the National IDs table to add the Canadian Social Insurance Number (SIN). Click in
the empty fields to select the following:
Country — Canada
National ID Type - Social Insurance Number
Add/Edit ID - 9 digit Social Insurance Number
Issued Date - Leave blank
Expiration Date - Enter if Social Insurance Number starts with a “9”, otherwise leave blank

Click Approve.

UNIVERSITY OF
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National IDs 1 item

\r) *Country *National 1D Type Current ID  Add/Edit ID Issued Date Expiration Date
| © I x Canada EI Ix Social Insurance Number 1= |955555 555 I WM/DD/WYY ]| 11/30/2019 ()
(SIN)

ENTER STUDENT COMPENSATION INFORMATION

19. Click Open to go to the Compensation screen.

Success! Event approved

Up Next: , Propose Compensation Hire

View Details

Tip: If you clicked out of the pop-up, navigate to your Workday inbox and continue the task from there.

20. In the Salary section, click the Edit icon and enter a monthly salary in the Amount field and select

Monthly in the Frequency field.
21. Click Additional Details underneath Frequency to expand the fields.

22. Enter the Actual End Date to be the same as the End Employment Date (i.e. the end date that was entered on

the job details screen).

Salary

Compensation Plan
Salary Plan Assignment Details
® 0.00 CAD Annual added

@

Total Base Pay Range
0.01 - 75,000.00 CAD Annual

Apply FTE%
Yes

Amount #
I3,0UU.UU I

Currency *

X CAD -

Frequency *

I X Monthly ==

Iv Additional Details I

Expected End Date
W/ DD /YYYY [

Actual End Date

12/31/2019 [

UNIVERSITY OF
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23. Click Submit to continue to the account entry section and follow the steps below.

ENTER CHANGE ORGANIZATION ASSIGNMENT
24. Click Open.

Success! Event submitted

Up Next: , Change Organization Assignments

View Details

(]

Tip: If you clicked out of the pop-up, navigate to your Workday inbox and continue the task from there.

25. Inthe Cost Center section, click the Edit icon and enter the work order and activity for the employee in
the Cost Center field in this format xxxxx-XXXXX XXX.

Cost Center
Cost Center * U

26. Click Submit.
27. If there is only one applicable Cost Center, click Skip for Add Split Between Salary Accounts, then OK to
send the hire to HR for review. If there is more than one cost center, click Open and see the steps below.

Success! Event submitted

Up Next: , "OPEN" to add split between salary
accounts or "View Details" to Skip if only one account

View Details

Tip: Leave the reason field blank for skipped fields. If you clicked Open or clicked out of the pop-up instead
of Skipping, navigate to your Workday inbox and select the gear icon (task actions) in the top right of the
Assign Costing Allocation inbox item and click Skip This Task and then OK on the next screen to skip.

If there is more than one Cost Center:

28. Click Open to enter additional salary accounts.

29. For Costing Allocation Level, select Worker and Position.

30. Click Add.

31. Select the + button to add an additional row and enter the additional cost center to the Worktags field.
32. Enter the appropriate Distribution Percent.

S WATERLGO workday



Event Costing Allocation for Hire: Sarah Mah

Effective Date 01/01/2019

Costing Allocation Level * I Weorker and Position A I

Earning (empty)

Copy Position Restriction Costing Allocation

Required with no Default (Must

Default (As of Start Date) have Coging Overet)

Worktags *Distribution Percent

X Cost Center: 10000-10158 100 5330 100 Human Resources General -
Administration

X Fund: 100 Operating

X Org Unit: 5330 Human Resources

33. Click Submit and Done. The initiation of this hire is now complete and will go to HR for review.

Tip: To view the status of your hire, type the employee’s name into the main Workday search bar and press
enter. Make sure All of Workday is selected under Categories and click the Hire:(employee name) link.
Click the Process tab on the resulting screen and scroll down the table to see what part of the process the
hire is in; OR find the submitted Hire event in the Archive section of your Workday inbox and click the

Process tab (items are archived for 30 days).

HIRE A WORK PLACEMENT STUDENT

- Manager +~ Delegate - Campus Partner

Hire review - job details (dates, employee type, hours)

Manager (if initiator is not the Manager or a delegated approver)

Hire review - job details (dates, employee type, hours)

Human Resources Administration (HR Ops Partner)

¥

Consolidated approval - compensation and funding sources
+ Office of Research (if paid from a research account) + Signing authority

Hire finalization

Human Resources Administration (HR Ops Partner)

A 4

Onboarding - update banking, SIN, contact information, etc.
Employee

UNIVERSITY OF 7\
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The steps outlined below will guide you through the process of hiring a Work Placement (WP) student.

1. Type Employee Search into the main search bar to access the search by employee ID, student ID search

function to determine if the new employee exists in Workday.

w Q employee search

Employee Search Geen)

First Name
Last Name
Employee ID
Student ID

Operator ID

2. Iftheir Employee Name:
a. Appears as a hyperlink: They are an active employee — hover over the Employee Name to click
the related actions (3 dots) and hover over Job Change to select Add Job and continue from step
3 below.
Note: If you are a manager and this is a former employee who most recently reported to you or is a
retiree, their name will appear as a hyperlink, but there will be no Add Job option. In this case

proceed with option “b” below.

< Employee Search Ge=s)

Firsl Mame sample Last Mairse BIE

Pre-Hire Hame Pre-Hire 1D Emgployee Mame Emnployes ID Student ID WatlAM

Sample Emplopes AFFILICANT--31038 Sample Emp :-.-.m

Actions

W
Joio Change 3 I A

Pearaanal Dlata )

b. Appears in the search results as text, not a hyperlink: They are a former employee in Workday -
hover over the Pre-Hire Name to click the related actions (3 dots) and select Hire to rehire them

and continue to step 3 below.

UNIVERSITY OF /-\
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¢ Employee Search o)

First Marme  sample Last Mame  emipl
'

Pre-bere Name I Pre-Fere 1D Emplopes Hame Emgployes I

Sampie '-‘"'F:-:-'r" APPUICANT- 231038 Sampie Employes 202061
Actions . -

Pre-Hire B &

Farosite ’ Sample Employee
Hire ] Coriract Conbrmgent Worer
Jab Applicatan » Hire Emplcyes

c. Does not appear: They are brand new to Workday — Type Hire Employee in the main search bar
to hire them into the system and follow the steps below.

Q hare:

Search Results

Categories Search Results 21 items

| Cammien Tasks and Reports

tmanisationia Hire Employee

3. Type the manager name of the supervisory organization (sup org) you are hiring into, in the Supervisory
Organization search field and press enter to pull up a list of available sup orgs. From the available options,
select the appropriate one with 'JM' denoted in the title.

Supervisory Organization # hearch

» Housge Stark JM
(Eddard Stark)

Note: JM is short for Job Management. This is used to group positions without position numbers
including casual and student hires.

% UNIVERSITY OF /-\
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If you have not performed the Employee Search, please see step 2 before continuing.

4. a) Ifthe Employee Search produced no results:

Select Create a New Pre-Hire if the employee was not found in the Employee Search and click OK to

continue to the employee’s contact information.

b) Ifthis is a rehire based off the Employee Search:

Their name will now be populated in the Existing Pre-Hire field. Click OK to continue to step 7 — Enter

the employee’s job details.

Hire Employee

When hiring Casuals, Co-ops or Grad Students you must select the Job Management Organi;

Note: All Ongoing and Temporary Staff must be hired through iCIMS.

Supervisory Organization * | X House Stark - JM
(Eddard Stark)

Existing Pre-Hire

© Create a New Pre-Hire

ENTER THE EMPLOYEE’'S CONTACT INFORMATION

5. Enter the employee’s First and Last Name and select the Contact Information tab to add a home

address and an email address.

Legal Name Information Contact Information

Country % | X Canada

First Name  *

Middle Name

Last Name *

6. Click OK to continue to the job details.

UNIVERSITY OF

N\
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Contact Information

Add

Email

Add
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ENTER THE EMPLOYEE’S JOB DETAILS

7. Enter the Hire Date and choose the appropriate Reason (New Hire if brand new, Rehire if there was a
previous Workday record).
Tip: If requesting 4 equal payments, enter the first day of the month of the applicable term.
Enter the appropriate Employee Type by selecting For Current Country> Student (Fixed Term).
In the Job Profile field, select or type Co-op 7661.
10. Select the appropriate Time Type (if 35 hours or greater, select Full Time, otherwise select Part Time).
11. Select the building Location for the employee from the list of All Locations or type the abbreviation.
12. Update Default Hours with the number of working hours per week to automatically adjust Scheduled
Weekly Hours to the same amount.
Tip: Updating the Default Weekly Hours will avoid proration of the salary amount, by adjusting the FTE to
100%.
13. Expand Additional Information to enter the employment end date.

@ Additional Information

14. Enter an End Employment Date for the employee.
Tip: If requesting 4 equal payments, enter the last day of the month of end of the term.

15. Enter a comment as to when the Work Placement Application form was sent to Student Awards and
Financial Aid (SAFA).

16. If this student employee will be paid from a research account, please provide a short description of their job
details in the comment box.

17. Click Submit to continue to enter SIN if this is a new hire (step 18) or to enter compensation details if this is

a rehire (step 20).
If this is a brand new hire:

ENTER SOCIAL INSURANCE NUMBER
18. Click Open to add a Social Insurance Number (SIN) OR click Skip and OK on the next screen to skip this

step and continue to step 20.

You have submitted

Up Next: Add S

View Details

Tip: If you clicked Open or out of the pop-up, the SIN task will be in your inbox to complete or skip from

there. To skip it from your inbox, click the gear icon at the top right of the task and select Skip This Task
and OK.
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a) Click the + under the National IDs table to add the Canadian Social Insurance Number (SIN). Click in
the empty fields to select the following:

Country — Canada

National ID Type - Social Insurance Number
Add/Edit ID - 9 digit Social Insurance Number
Issued Date - Leave blank

“ ”

Expiration Date - Enter if Social Insurance Number starts with a “9”, otherwise leave blank

19. Click Approve.

National IDs 1 item

*Country *National 1D Type Current ID  Add/Edit ID Issued Date Expiration Date

I % Canada EI Ix Social Insurance Number = I I 958 555 555 I MM /DD /YYYY [ 11/30/2019 [
(SIN)

ENTER EMPLOYEE COMPENSATION INFORMATION

20. Click Open to go to the compensation screen.

Success! Event approved

Up Next: , Propose Compensation Hire

View Details

Tip: If you clicked out of the pop-up, navigate to your Workday inbox and continue the task from there.

21. Skip to step 24 if no top up is being provided, otherwise, if the department is paying a top up, enter the total
top up amount (i.e. $625 from one account+$1200 from another account = $1825 -> enter this total top up
amount) in the Salary section and for Frequency, select Monthly.

22. Click Additional Details underneath Frequency to expand the fields.

23. Enter the Actual End Date to be the same as the End Employment Date (i.e. the end date that was entered
on the job details screen).

UNIVERSITY OF
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Salary

Compensation Plan
Salary Plan Assignment Details
® 0.00 CAD Annual added

Total Base Pay Range
0.01-75,000.00 CAD Annual

Apply FTE%
Yes

Amount *

3,000.00 I

Currency *

x CAD -

Frequency #

I X Monthly -

I v Additional Details I

Expected End Date
MM/ DD/YYYY ]

Actual End Date

12/31/2019

Tip: The payments will be split into the appropriate accounts in the Assign Multiple Funding Sources section (up

next).

24.
25.

26.

27,
28.

29.

If no top up is being provided, click the X in the Salary section and Delete to close it.
Scroll down to click Add in the Allowance section.

Add

Click in the Compensation Plan field and select All Compensation Plans to choose Work Placement
Funding.

In the amount field, enter $2200.

Click Additional Details underneath Frequency to expand the fields.

Enter the Actual End Date to be the same as the End Employment Date (i.e. the end date that was entered

on the job details screen).

Tip: Vacation percentage will be automatically calculated. Do not add it here.
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Compensation Plan
Work Placement Funding

Amount %

2,200.00

Currency +

® CAD -

Frequency *

* Monthly -

~ Additional Details
Expected End Date

MM / DD /YYYY [

Actual End Date

08/31/2020 [

30. Click Submit to continue on to the account entry screen (Change Organization Assignment).

ENTER CHANGE ORGANIZATION ASSIGNMENT

31. Click Open.

Success! Event submitted

Up Next: , Change Organization Assignments

View Details

(=

Tip: If you clicked out of the pop-up, navigate to your Workday inbox and continue the task from there.

32. Click the Edit icon for Cost Center and enter the work placement account information as 10000-10738
100.

Cost Center

Cost Center *

33. Click Submit.
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Click Skip for Add Split Between Salary Accounts if only being paid the work placement funding and click
OK and Done to complete the hire OR if there is a department top up, continue to next step.

x

Success! Event submitted

Up Next: , "OPEN" to add split between salary
accounts or "View Details" to Skip if only one account
View Details

Tip: If you clicked Open or clicked out of the pop-up instead of Skipping, navigate to your Workday inbox

and select the gear icon (task actions) in the top right of the Assign Costing Allocation inbox item and click
Skip This Task and then OK on the next screen to skip.

If there is a department top up:

35.
36.
37.
38.

39

40.

Click Open to enter the department top up account.

For Costing Allocation Level, select Worker and Position.

Click Add.

In the resulting table, enter the department work order and activity in the Worktags field. If only
entering one salary account, click Submit and Done to send the hire to HR for review.

If more than one salary account needs to be added, continue to the next step.

Tip: This screen is for the department top up accounts only. Do not enter the Work Placement account on
this screen.

If more than one account for the department salary amount, click the + in the table to add a row and enter
the additional work order in the Worktags field and press enter.

Enter the appropriate Distribution Percent.

Event Costing Allocation for Hire:

Effective Date 01/01/2019

Costing Allocation Level % | Worker and Position A
Earning empty’

Copy Position Restriction Costing Allocation

Add

Tip: To determine the distribution percentage, add together the department amounts (i.e. Dean and faculty

payments) and divide each individual amount by the combined total (e.g. if $625 from the Dean's account and

$1200 from faculty account it would be $625/$1825 = 34% for Dean's portion, and the other account would be

the remaining 66%).

UNIVERSITY OF
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Required with no Default (Must
have Costing Qverride)

Default (As of Start Date)

Worktags *Distribution Percent

X Cost Center: 10000-10158 100 5330 100 Human Resources General -
Administration

X Fund: 100 Operating

X Org Unit: 5330 Human Resources

41. Click Submit and Done. The initiation of this hire is now complete and will go to HR for review.

Tip: To view the status of your hire, type the employee’s name into the main Workday search bar and press
enter. Make sure All of Workday is selected under Categories and click the Hire:(employee name) link.
Click the Process tab on the resulting screen and scroll down the table to see what part of the process the
hire is in; OR find the submitted Hire event in the Archive section of your Workday inbox and click the
Process tab (items are archived for 30 days).

HIRE AN ENGINEERING URI STUDENT

- Manager + Delegate + Campus Partner
Hire review - job details (dates, employee type, hours)

Manager (if initiator is not the Manager or a delegated approver)

Hire review - job details (dates, employee type, hours)

Human Resources Administration (HR Ops Partner)

A4

Consolidated approval - compensation and funding sources
+ Office of Research (if paid from a research account) + Signing authority

Hire finalization

Human Resources Administration (HR Ops Partner)

A 4

Onboarding - update banking, SIN, contact information, etc.
Employee

The steps outlined below will guide you through the process of hiring an Engineering Undergraduate Research
Internship (Eng-URI) student. This process is to be used by the Faculty of Engineering only. If the student is
receiving Dean’s Office Top Up funding without the Eng-URI program funding, please proceed with the Hire a
Student user guide instead.

1. Type Employee Search into the main search bar to access the search by employee ID, student ID search

function to determine if the new employee exists in Workday.
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W Q employee search

Employee Search (atons)

First Name
Last Name
Employee ID
Student ID

Operator ID

2. Iftheir Employee Name:
a. Appears as a hyperlink: They are an active employee — hover over the Employee Name to click
the related actions (3 dots) and hover over Job Change to select Add Job and continue from step
3 below.
Note: If you are a manager and this is a former employee who most recently reported to you or is a
retiree, their name will appear as a hyperlink, but there will be no Add Job option. In this case

proceed with option “b” below.

< Employee Search Ge=s)

Firsl Mame sample Last Mairse BIE

Pre-Hire Hame Pre-Hire 1D Emgployee Mame Emnployes ID Student ID WatlAM

Sample Emplopes AFFILICANT--31038 Sample Emp :h.E

Actions

W
Joio Change 4 I I

Pearaanal Dlata )

b. Appears in the search results as text, not a hyperlink: They are a former employee in Workday -
hover over the Pre-Hire Name to click the related actions (3 dots) and select Hire to rehire them

and continue to step 3 below.
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¢ Employee Search o)

First Marme  sample Last Mame  emipl
'

Pre-bere Name I Pre-Fere 1D Emplopes Hame Emgployes I

Sampie '-‘"'F:-:-'r" APPUICANT- 231038 Sampie Employes 202061
Actions . -

Pre-Hire B &

Farosite ’ Sample Employee
Hire ] Coriract Conbrmgent Worer
Jab Applicatan » Hire Emplcyes

c¢. Does not appear: They are brand new to Workday — Type Hire Employee in the main search bar
to hire them into the system and follow the steps below.

Q hare

Search Results

Categories Search Results 21 items

| Commaon Tasks and Reports

Aingonizations Hire Employee

Type the manager name of the supervisory organization (sup org) you are hiring into, in the Supervisory
Organization search field and press enter to pull up a list of available sup orgs. From the available options,
select the appropriate one with 'JM' denoted in the title.

Supervisory Organization # hearch

» Housge Stark JM
(Eddard Stark)

Note: JM is short for Job Management. This is used to group positions without position numbers
including casual and student hires.
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If you have not performed the Employee Search, please see step 2 before continuing.

4. a) Ifthe Employee Search produced no results:

Select Create a New Pre-Hire if the employee was not found in the Employee Search and click OK to

continue to the employee’s contact information.
b) Ifthis is a rehire based off the Employee Search:

Their name will now be populated in the Existing Pre-Hire field. Click OK to continue to step 7 — Enter
the employee’s job details.

ENTER THE EMPLOYEE’'S CONTACT INFORMATION

5. Enter the employee’s First and Last Name and select the Contact Information tab to add a home

address and an email address.

Legal Name Information Contact Information

Country * | X Canada

First Name *
Middle Name

Last Name *

6. Click OK to continue to the job details.

ENTER THE EMPLOYEE’S JOB DETAILS

7. Enter the Hire Date and choose the appropriate Reason (New Hire if brand new, Rehire if there was a
previous Workday record).
Tip: If requesting 4 equal payments, enter the first day of the month of the applicable term.
8. Enter the Employee Type by selecting For Current Country> Student (Fixed Term).
In the Job Profile field, select or type Eng Undergrad Research Intern (Eng-URI) 7663.
10. Select the appropriate Time Type (if 35 hours or greater, select Full Time, otherwise select Part Time).
11. Select the building Location for the employee from the list of All Locations or type the abbreviation.
12. Update Default Hours with the number of working hours per week to automatically adjust Scheduled
Weekly Hours to the same amount.
Tip: Updating the Default Weekly Hours will avoid proration of the salary amount, by adjusting the FTE to
100%.
13. Expand Additional Information to enter the employment end date.

S WATERLGO workday



@ Additional Information

14. Enter an End Employment Date for the employee.
Tip: If requesting 4 equal payments, enter the last day of the month of end of the term.

15. If this student employee will be paid from a research account, please provide a short description of their job
details in the comment box.

16. Click Submit to continue to enter SIN if this is a new hire (step 17) or to enter compensation details if this is
a rehire (step 19).

If this is a brand new hire:

ENTER SOCIAL INSURANCE NUMBER

17. Click Open to add a Social Insurance Number (SIN) OR click Skip and OK on the next screen to skip this
step and continue to step 19.

You have submitted
Up Next: Add SIN for new hire

View Details

Tip: If you clicked Open or out of the pop-up, the SIN task will be in your inbox to complete or skip from
there. To skip it from your inbox, click the gear icon at the top right of the task and select Skip This Task
and OK.

a) Click the + under the National IDs table to add the Canadian Social Insurance Number (SIN). Click in
the empty fields to select the following:
Country — Canada
National ID Type - Social Insurance Number
Add/Edit ID - 9 digit Social Insurance Number
Issued Date - Leave blank
Expiration Date - Enter if Social Insurance Number starts with a “9”, otherwise leave blank
18. Click Approve.
National IDs 1 item

*Country *National 1D Type Current ID  Add/Edit ID Issued Date Expiration Date

% Canada % Social Insurance Number 958 555 555 MM/ DD /YYYY 11/30/2019
(SIN)

ENTER EMPLOYEE COMPENSATION INFORMATION

19. Click Open to go to the compensation screen.
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Success! Event approved

Up Next: , Propose Compensation Hire

View Details

Tip: If you clicked out of the pop-up, navigate to your Workday inbox and continue the task from there.

20. In the Salary section, enter the total salary top up amount that is not including the Eng-URI or Dean’s Top
Up. Frequency should default to Monthly.
Note: If receiving a salary of $1800 paid by two different work orders, enter the total $1800 in the amount
field -> the salary will be split into the appropriate accounts in the multiple funding source step.

21. Click Additional Details underneath Frequency to expand the fields.

22, Enter the Actual End Date to be the same as the End Employment Date (i.e. the end date that was entered
on the job details screen).

Salary

Compensation Plan
Salary Plan Assignment Details
® 0.00 CAD Annual added

Total Base Pay Range
0.01-75,000.00 CAD Annua

Apply FTE%
Yes

Amount #*

3,000.00 I

Currency *

X CAD -

Frequency *

I * Monthly -

Iv Additional Details I

Expected End Date
MM /DD /YYYY [

Actual End Date

12/31/2019 [

23. Scroll down to click Add in the Allowance section.
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Add

24. Click in the Compensation Plan field and select All Compensation Plans to choose Eng-URI Program
Funding.

25. The amount field will populate to $450.

26. Click Additional Details underneath Frequency to expand the fields.

27. Enter the Actual End Date to be the same as the End Employment Date (i.e. the end date that was entered
on the job details screen).

Compensation Plan

I X Eng-URI Program Funding - I

Amount #*

450.00

Currency *

X CAD --

Frequency *

X Monthly -

| - Additional Details |
Expected End Date

MM /DD /YYYY [

Actual End Date
08/31/2020

28. Repeat steps 23-27 to add the Eng Dean’s Office Top Up allowance if applicable.
29. Click Submit to continue on to the account entry screen (Change Organization Assignment).

ENTER CHANGE ORGANIZATION ASSIGNMENT
30. Click Open.

Success! Event submitted

Up Next: , Change Organization Assignments

View Details

(=

Tip: If you clicked out of the pop-up, navigate to your Workday inbox and continue the task from there.
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31. Inthe Cost Center section, click the Edit icon and enter the Eng-URI account information as follows: 10021-
10174 801.

Cost Center

Cost Center *

32. Click Submit.
Note: The account information for the Dean’s top up allowance plan is hard coded into the system and does
not need to be entered.

33. Click Open to enter the department salary top up account(s).

®

Success! Event submitted

Up Next: , "OPEN" to add split between salary
accounts or "View Details" to Skip if only one account
View Details

o -

Tip: If you clicked out of the pop-up, navigate to your Workday inbox and continue the task from there.

34. For Costing Allocation Level, select Worker and Position.

Event Costing Allocation for Hire: Sarah Mah
Effective Date 01/01/2019

Costing Allocation Level *I Worker and Position - I
Earning (empty)

Copy Position Restriction Costing Allocation

Add

35. Click Add.

36. In the resulting table, enter the department (salary top up) work order and activity in the Worktags field
of the first row. If only entering one salary account, click Submit and Done to send the hire to HR for
review. If more than one salary account needs to be added, continue to the next step.

Tip: This screen is for the department top up accounts only. Do not enter the Eng-URI or Dean’s top up
account on this screen.

37. Click the + in the table to add a row to enter any additional accounts as applicable.
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38. Enter the appropriate Distribution Percent.

Tip: To view the status of your hire, type the employee’s name into the main Workday search bar and press
enter. Make sure All of Workday is selected under Categories and click the Hire:(employee name) link. Click the
Process tab on the resulting screen and scroll down the table to see what part of the process the hire is in; OR find
the submitted Hire event in the Archive section of your Workday inbox and click the Process tab (items are
archived for 30 days).

HIRE A USRA STUDENT

- Manager + Delegate + Campus Partner
Hire review - job details (dates, employee type, hours)

Manager (if initiator is not the Manager or a delegated approver)

Hire review - job details (dates, employee type, hours)

Human Resources Administration (HR Ops Partner)

Consolidated approval - compensation and funding sources

~ Office of Research (if paid from a research account) + Signing authority

Hire finalization

Human Resources Administration (HR Ops Partner)

A 4

Onboarding - update banking, SIN, contact information, etc.
Employee

The steps outlined below will guide you through the process of hiring an Undergraduate Student Research Awards
(USRA) student.

1. Type Employee Search into the main search bar to access the search by employee ID, student ID search

function to determine if the new employee exists in Workday.
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W Q employee search

Employee Search Gewns)

First Name
Last Name
Employee ID
Student ID

Operator ID

2. Iftheir Employee Name:
a. Appears as a hyperlink: They are an active employee — hover over the Employee Name to click
the related actions (3 dots) and hover over Job Change to select Add Job and continue from step
3 below.
Note: If you are a manager and this is a former employee who most recently reported to you or is a
retiree, their name will appear as a hyperlink, but there will be no Add Job option. In this case

proceed with option “b” below.

Pre-Hire Hame Pre-Hire I Employes Mams Employes 1D Student 1D Watlah

Sample Emploges APFILICANT-9-31038 Sample Emp :-.E

Actions

W
Join Changs 3 I A

Peracnal Data ¥

b. Appears in the search results as text, not a hyperlink: They are a former employee in Workday -
hover over the Pre-Hire Name to click the related actions (3 dots) and select Hire to rehire them

and continue to step 3 below.
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< Employee Search (o

First Marme  sample Last Mames emipl
!

Pre-bere Name I Pre-Fere 1D Emplopes Hame Emgployes I

Sampie E-1-|:'w- APPLICANT-2-31038 Sampke Employes 202041
Actions . -

Pre-Hire b &

Farosite ’ Sample Employee
Hite ] Corract Contmgent Worker

Hire Effgloyee

Jab Application ]

c. Does not appear: They are brand new to Workday — Type Hire Employee in the main search bar
to hire them into the system and follow the steps below.

Q hare

Search Results

Categories Search Results 21 items

| Commaon Tasks and Reports

Aingonizations Hire Employee

Type the manager name of the supervisory organization (sup org) you are hiring into, in the Supervisory
Organization search field and press enter to pull up a list of available sup orgs. From the available options,
select the appropriate one with 'JM' denoted in the title.

Supervisory Organization # hearch

» Housge Stark JM
(Eddard Stark)

Note: JM is short for Job Management. This is used to group positions without position numbers
including casual and student hires.
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If you have not performed the Employee Search, please see step 2 before continuing.

a) Ifthe Employee Search produced no results:

Select Create a New Pre-Hire if the employee was not found in the Employee Search and click OK to
continue to the employee’s contact information.

b) Ifthis is a rehire based off the Employee Search:

Their name will now be populated in the Existing Pre-Hire field. Click OK to continue to step 7 — Enter
the employee’s job details.

ENTER THE EMPLOYEE’'S CONTACT INFORMATION

5.

6.

Enter the employee’s First and Last Name and select the Contact Information tab to add a home

address and an email address.

Legal Name Information Contact Information " " \

Country * | X Canada ! I ‘

First Name *
Middle Name

Last Name *

Click OK to continue to the job details.

ENTER THE EMPLOYEE’S JOB DETAILS

Enter the Hire Date and choose the appropriate Reason (New Hire if brand new, Rehire if there was a

Tip: If requesting 4 equal payments, enter the first day of the month of the applicable term.

Enter the appropriate Employee Type by selecting For Current Country> Student (Fixed Term).
In the Job Profile field, select or type Co-op 7661.

Select the appropriate Time Type (if 35 hours or greater, select Full Time, otherwise select Part Time).
Select the building Location for the employee from the list of All Locations or type the abbreviation.
Update Default Hours with the number of working hours per week to automatically adjust Scheduled

Tip: Updating the Default Weekly Hours will avoid proration of the salary amount, by adjusting the FTE to

7.
previous Workday record).

8.

10.

11.

12.
Weekly Hours to the same amount.
100%.

13.

Expand Additional Information to enter the employment end date.

@ Additional Information
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14. Enter an End Employment Date for the employee.
Tip: If requesting 4 equal payments, enter the last day of the month of end of the term.

15. If this student employee will be paid from a research account, please provide a short description of their job
details in the comment box.

16. Click Submit to continue to enter SIN (step 17) if this is a new hire or to enter compensation details if this is
a rehire (step 19).

If this is a brand new hire:

ENTER SOCIAL INSURANCE NUMBER

17. Click Open to add a Social Insurance Number (SIN) OR click Skip and OK on the next screen to skip this
step and continue to step 19.

You have submitted
Up Next: Add SIN for new hire

View Details

Tip: If you clicked Open or out of the pop-up, the SIN task will be in your inbox to complete or skip from
there. To skip it from your inbox, click the gear icon at the top right of the task and select Skip This Task
and OK.

a) Click the + under the National IDs table to add the Canadian Social Insurance Number (SIN). Click in
the empty fields to select the following:

Country — Canada

National ID Type - Social Insurance Number

Add/Edit ID - 9 digit Social Insurance Number

Issued Date - Leave blank

Expiration Date - Enter if Social Insurance Number starts with a “9”, otherwise leave blank

18. Click Approve.
National IDs 1 item

*Country *National ID Type Current ID  Add/Edit ID Issued Date Expiration Date

x Canada % Social Insurance Number 958 555 555 MM /DD /YYYY 11/30/2019
{SIN)

ENTER EMPLOYEE COMPENSATION INFORMATION

19. Click Open to go to the compensation screen.
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20.

21.

22,

23.

24.
25.

Success! Event approved

Up Next: , Propose Compensation Hire

View Details

Tip: If you clicked out of the pop-up, navigate to your Workday inbox and continue the task from there.

In the Salary section, click the X and Delete to close it.

Tip: The supplementary payment/top up will be added as an allowance plan as it is non-taxable.
Scroll down to click Add in the Allowance section.

Add

Click in the Compensation Plan field and select All Compensation Plans to choose NSERC USRA
Scholarship Top Up.

Enter the total applicable NSERC USRA top up amount (i.e. $625+$1200 = $1825 > enter this total
amount)

Tip: The NSERC USRA is paid through Quest as a scholarship, do not add the $1,125/month.

Click Additional Details underneath Frequency to expand the fields.

Enter the Actual End Date to be the same as the End Employment Date (i.e. the end date that was entered

on the job details screen).

UNIV

Bl

Corr'Eer-s athon Plan
X MSERC USRA
Scholamhip Top Up

Amouna *

Cumrency *

% CAD

Freguency &

® Monghhy —

I ~ Additional Details I

Expected Ensd Date
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26. Click the Submit to continue on to the account entry screen (Change Organization Assignment).

ENTER CHANGE ORGANIZATION ASSIGNMENT

27. Click Open.

Success! Event submitted

Up Next: , Change Organization Assignments

View Details

=

Tip: If you clicked out of the pop-up, navigate to your Workday inbox and continue the task from there.

28. In the Cost Center section, click the Edit icon and enter the work order and activity for the NSERC USRA
top up payment.

Cost Center

Cost Center *

29. Click Submit.

30. Ifthere is only one applicable Cost Center, click Skip for Add Split Between Salary Accounts, then OK to
send the hire to HR for review OR, if there is more than one funding source for the top up, continue to the
next steps below.

Success! Event submitted

Up Next: , "OPEN" to add split between salary
accounts or "View Details" to Skip if only one account

View Details

Tip: If you clicked Open or clicked out of the pop-up instead of Skipping, navigate to your Workday inbox and select

the gear icon (task actions) in the top right of the Assign Costing Allocation inbox item and click Skip This Task and

then OK on the next screen to skip.

If there is more than one Cost Center:
31. Click Open to enter additional NSERC USRA top up accounts.
32. For Costing Allocation Level, select Worker and Position.
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Event Costing Allocation for Hire: Sarah Mah

Effective Date 01/01/2019
Costing Allocation Level % | Worker and Position A
Earning empty

Copy Position Restriction Costing Allocation

Add

33. Click Add.

34. Inthe resulting table, enter the department (salary top up) work order and activity in the Worktags field.
If only entering one salary account, click Submit and Done to send the hire to HR for review. If more than
one salary account needs to be added, continue to the next step.

Tip: This screen is for the department top up accounts only. Do not enter the Work Placement account on this

screen.

35. If more than one account for the department salary amount, click the + in the table to add a row and enter
the additional account in the Worktags field.

36. Enter the appropriate Distribution Percent.

Tip: To view the status of your hire, type the employee’s name into the main Workday search bar and press
enter. Make sure All of Workday is selected under Categories and click the Hire:(employee name) link. Click
the Process tab on the resulting screen and scroll down the table to see what part of the process the hire is in;
OR find the submitted Hire event in the Archive section of your Workday inbox and click the Process tab (items
are archived for 30 days).
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HIRE A WORK STUDY EMPLOYEE

- Manager + Delegate + Campus Partner
Hire review - job details (dates, employee type, hours)
Manager (if initiator is not the Manager or a delegated approver)
Hire review - job details (dates, employee type, hours)
Human Resources Administration (HR Ops Partner)

A4

Consolidated approval - compensation and funding sources
+ Office of Research (if paid from a research account) + Signing authority

Hire finalization

Human Resources Administration (HR Ops Partner)

Onboarding - update banking, SIN, contact information, etc.

Employee

The steps outlined below will guide you through the process of hiring a Work Study employee in Workday.

1. Type Employee Search into the main search bar to access the search by employee ID, student ID search

function to determine if the new employee exists in Workday.

w Q employee search

Employee Search G

First Name
Last Name
Employee ID

Student ID

Operator ID

2. Iftheir Employee Name:
a. Appears as a hyperlink: They are an active employee — hover over the Employee Name to click
the related actions (3 dots) and hover over Job Change to select Add Job and continue from step
3 below.
Note: If you are a manager and this is a former employee who most recently reported to you or is a
retiree, their name will appear as a hyperlink, but there will be no Add Job option. In this case

proceed with option “b” below.
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< Employee Search Geis)

First Mame  sample Lt Mame  emp

Pre-Hire Hame Prre-Hire I Employes Mame Emnployes ID Student 1D Wl
Sample Employes AFFILICANT-2-31038 Sample E'!':.n:--.
Actions
W
Job Change ¥ I

Perganal Data »

b. Appears in the search results as text, not a hyperlink: They are a former employee in Workday -
hover over the Pre-Hire Name to click the related actions (3 dots) and select Hire to rehire them

and continue to step 3 below.

¢ Employee Search G

Firat Marre aample Lazt Mame emip

Pre-bre Hame I Pre-Here 10 Emplopee Hame Emgloyes I
Sample Emple .--i APPLICANT- 31038 Samrple Employes 202081
Actions . I -
Pre-Hire b &
Favcsite ' Sample Employee
Hire » Gordract Cantimgent Werler

bl Appdicaban ¥ II— ¢ Erglayee

c. Does not appear: They are brand new to Workday — Type Hire Employee in the main search bar

to hire them into the system and follow the steps below.

%] UNIVERSITY OF /\
% WATERLOO workday. -



Search Results

Categories Search Results 21t
| Commaon Tasks and Reports
Organizations

Hire Employee

3. Type the manager name of the supervisory organization (sup org) you are hiring into, in the Supervisory
Organization search field and press enter to pull up a list of available sup orgs. From the available options,
select the appropriate one with 'JM' denoﬁ the title.

Supervisory Organization * | kearch =

X House Stark JM
(Eddard Stark)

Note: JM is short for Job Management. This is used to group positions without position numbers
including casual and student hires.

If you have not performed the Employee Search, please see step 2 before continuing.

4. a) Ifthe Employee Search produced no results:
Select Create a New Pre-Hire if the employee was not found in the Employee Search and click OK to
continue to the employee’s contact information.
b) Ifthis is a rehire based off the Employee Search:
Their name will now be populated in the Existing Pre-Hire field. Click OK to continue to step 7 — Enter
the employee’s job details.

ENTER THE EMPLOYEE’'S CONTACT INFORMATION

5. Enter the employee’s First and Last Name and select the Contact Information tab to add a home
address and an email address.

5 UNIVERSITY OF /\
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6.

Legal Name Information Contact Information 5 2 7 =
Legal Name Information Contact Information

Country * | X Canada

First Name & Address

Middle Name Add

Last Name  #

Email

Click OK to continue to the job details.

ENTER THE EMPLOYEE’S JOB DETAILS

7.

10.
11.
12.

13.

14.

15.
16.

Enter the Hire Date and choose the appropriate Reason (New Hire if brand new, Rehire if there was a
previous Workday record).

Select or type Casual (Fixed Term) in the Employee Type list.

In the Job Profile field, select or type Casual — Int’'nl Work Study OR Casual — Ontario Work Study.
For Time Type, select Part Time.

Select the building Location for the employee from the list.

Leave Default Weekly Hours as is and update Scheduled Weekly Hours with the expected number of
hours per week.

Expand Additional Information.

@t\dditional Information

Update the Job Title to the employee’s actual title.

Note: This ensures the correct casual position is selected when entering time for multiple casual positions.
Enter an End Employment Date for the employee.

Click Submit to continue to enter SIN if this is a new hire (step 17) or to enter compensation details if this is
a rehire (step 19).

If this is a brand new hire:

ENTER SOCIAL INSURANCE NUMBER

17.

Click Open to add a Social Insurance Number (SIN) OR click Skip and OK on the next screen to skip this
step and continue to step 19.

You have submitted

Up Next: Add SIN for new hire
View Details

I—Sh:Jp
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Tip: If you clicked Open or out of the pop-up, the SIN task will be in your inbox to complete or skip from
there. To skip it from your inbox, click the gear icon at the top right of the task and select Skip This Task
and OK.

a) Click the + under the National IDs table to add the Canadian Social Insurance Number (SIN). Click in
the empty fields to select the following:
Country — Canada
National ID Type - Social Insurance Number
Add/Edit ID - 9 digit Social Insurance Number
Issued Date - Leave blank
Expiration Date - Enter if Social Insurance Number starts with a “9”, otherwise leave blank

18. Click Approve.

National IDs 1 item

*Country *National ID Type CurremtID  Add/Edit ID Issued Date Expiration Date

I x Canada EI I x Social Insurance Number = I I 958 555 555 I MM /DD /YYYY 5] 11/30/2019 £
(SIN)

ENTER EMPLOYEE COMPENSATION INFORMATION

19. Click Open to go to the compensation screen.

Success! Event approved

Up Next: . Propose Compensation Hire

View Details

Tip: If you clicked out of the pop-up, navigate to your Workday inbox and continue the task from there.

20. Click the edit icon in the Hourly section.

21. Inthe Amount field, enter an hourly rate.

Compensation Plan

Hourly Plan

Total Base Pay Range
0.01-37.01 CAD Hourly

Amount *
I 20.00 I ‘

Currency *

‘ X CAD -~ EE‘

Frequency *

X Hourly - EE‘

5 UNIVERSITY OF /\
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22,

Click Submit to continue on to the salary account details.

ENTER CHANGE ORGANIZATION ASSIGNMENT

23.

24.

25.

26.
27.

28.
29.

Click Open to continue to update the cost center.

Success! Event submitted

Up Next: , Change Organization Assignments

View Details

=]

Tip: If you clicked out of the pop-up, navigate to your Workday inbox and continue the task from there.

In the Cost Center section, click the Edit icon.

Cost Center

Cost Center *

Enter the Work Study work order and activity for the employee (Ontario WS: 10000-10739 100 or
International WS: 10000-10706 100).

Click Submit.

Click Open for Add Split Between Salary Accounts.

Success! Event submitted

Up Next: , "OPEN" to add split between salary
accounts or "View Details" to Skip if only one account

View Details

Tip: If you clicked out of the pop-up, navigate to your Workday inbox and continue the task from there.

In the Costing Allocation Level field, select Worker and Position.
Click Add to open the account fields.

UNIVERSITY OF
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Event Costing Allocation for Hire:

Effective Date 01/01/2019

Costing Allocation Level Worker and Position

Earning (empty)

Copy Position Restriction Costing Allocation

30. Click the + in the table to add a new row and enter the department work order and activity in the

Worktags field and press Enter on the keyboard.
31. Inthe *Distribution Percent field, enter 25 for the department owned account and 775 for the Work Study

account.

01/01/2019 [ Default Organizational Assignments (As of Start Date)

MM /DD /YYYY E Cost Center: 10000-10158 100 5330 100 Human Resources General - Administration

> Costing Allocation Attachments

2 items

Required with no Default (Must r—
Order Default (As of Start Date) B Worktags Distribution Percent

Cost Center: 10000-10158 100 5330 100 Human Resources General -
Administration

X Cost Center 10000-10706 100 5533 100 SA Internat’| UG Work Study -
Administration

X Fund: 100 Operating

X Org Unit: 5533 Registrars-Student Awards

100.00%

3

32. Click Submit to send to HR for review.
Tip: To view the status of your hire, type the employee’s name into the main Workday search bar and press
enter. Make sure All of Workday is selected under Categories and click the Hire:(employee name) link.
Click the Process tab on the resulting screen and scroll down the table to see what part of the process the
hire is in; OR find the submitted Hire event in the Archive section of your Workday inbox and click the

Process tab (items are archived for 30 days).
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HIRE FOR A ONE-TIME PAYMENT

- Manager + Delegate - Campus Partner

Hire review - job details (dates, employee type, hours)

Manager (if initiator is not the Manager or a delegated approver)

Hire review - job details (dates, employee type, hours)

Human Resources Administration (HR Ops Partner)
Consolidated approval - compensation and funding sources
+ Office of Research (if paid from a research account) + Signing authority

Human Resources Administration (HR Ops Partner)

The steps outlined below will guide you through the process of entering a one-time payment in Workday and should

be used for non-UW employees who are receiving the following types of payments in Canadian currency:

e Award

e  External guest speaker/lecturer

e  External reviewer/examiner/assessor
e  External Prize

e  Honourarium of $500 or less

e  Research participant payment of more than $300

Individuals who qualify for the above payments will need to be hired into Workday as casual employees as per
the process outlined below, however they will not receive the onboarding steps within Workday.

If the payee is external but does not fall into one of the categories listed above, or if they are already active in
Workday, reference the Payment Types chart to determine how to proceed. Questions regarding payment types
can be directed to payroll@uwaterloo.ca. Payments to existing/active staff and faculty should be completed on

the paper One-Time Payment Request Form.

Any payments that are to be made in a foreign currency must be submitted on the Foreign Fund Payment

Request Form along with a Wire transfer form (if applicable) and sent to Payroll in EC 1.

1. Type Employee Search into the main search bar to search by employee ID and/or student ID if known, or
first and last name to determine if the payee exists in Workday.
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W Q employee search

Employee Search Gewns)

First Name
Last Name
Employee ID
Student ID

Operator ID

2. Iftheir Employee Name:

a. Appears as a hyperlink: They are an active employee — submit a paper One-Time Request Form to
Payroll in EC 1.
Note: If you are a manager and this is a former employee who most recently reported to you or is a
retiree, their name will appear as a hyperlink, but there will be no Add Job option. In this case
proceed with option “b” below.

< Employee Search Ge=)

First Mame  sample Lt Mame  emp

Pre-Hire Hame Pre-Hire I Employes Mame Employee iD Student 1D WlatlAl

Sample Emplopes APFLICANT-3-31038 Sample Emp :h.E

b. Appears in the search results as text, not a hyperlink: They are a former employee in Workday -
hover over the Pre-Hire Name to click the related actions (3 dots) and select Hire to rehire them
and continue to step 3 below.
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¢ Employee Search Cicios>

First Marme  sample Last Mame  emipl
!
Pre-bere Name I Pre-Fere 1D Emplopes Hame Emgployes I
Sampie Emple \-n APPLICANT 31038 Sarple Employes 292087
Actions " I 2
Pre-Hire B &
Farosite ’ Sample Employee
Hirg ] Cordract Contimgent Worker

Hire Effgloyee

Jab Applicatisn ¥

c. Does not appear: They are brand new to Workday — Type Hire Employee in the main search bar
to hire them into the system and follow the steps below.

Search Results

Categories Search Results 21 items

| Common Tasks and Reports

O izati
Lt Hire Employee

Dol

3. Type the manager name of the supervisory organization (sup org) you are hiring into, in the Supervisory
Organization search field and press enter to pull up a list of available sup orgs. From the available options,
select the appropriate one with 'JM' denoted in the title.

Supervisory Organization % hearch

® House Stark JM
(Eddard Stark)

Note: JM is short for Job Management. This is used to group positions without position numbers
including casual and student employees.
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If you have not performed the Employee Search, please see step 2 before continuing.

4. a) Ifthe Employee Search produced no results:

Select Create a New Pre-Hire and click OK to continue to the individual’s contact information.

b) Ifthis is a rehire based off the Employee Search:

Their name will now be populated in the Existing Pre-Hire field. Click OK to continue to step 7 — Enter

the employee’s job details.

Hire Employee

When hiring Casuals, Co-ops or Grad Students you must select the Job Management Organi;

Note: All Ongoing and Temporary Staff must be hired through iCIMS.

Supervisory Organization * X House Stark - JM
(Eddard Stark)

Existing Pre-Hire

@ Create a New Pre-Hire

ENTER THE EMPLOYEE’'S CONTACT INFORMATION

5. Enter the employee’s First and Last Name and then select the Contact Information tab to add contact

information.

Note: If this employee will not be logging into Workday to provide direct deposit information, leave the
email address blank. If blank, they will not receive a watIAM email to create a user name for Workday.

Address is required for these types of payments.

Legal Name Information Contact Information

Country * | X Canada

First Name 4

Middle Name

Last Name *

Hint: Leave Source and Referred by sections blank.

ENTER THE EMPLOYEE’S JOB DETAILS

smal Mame Infrrmasinn
Legal Name Informatios

Address

Add

Email

Contact Information

7. Enter the Hire Date and choose the appropriate Reason (New Hire if brand new, Rehire if there was a

previous Workday record).

8. In Employee Type, select For Current Country then select Casual (Fixed Term), or type “Casual (Fixed

Term)” in the empty search field.
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Crie Cnployee
Billy Casual (acsons)
House Stark - JM (Eddard Stark) (atne)

When hiring Casuals, Co-ops or Grad Students you must selec
Note: All Ongoing and Temporary Staff must be hired through iCIMS.

Hire Date * [ 01 /07 /2019 [

Reason IX Hire Employee = New Hire

Job Details

Employee Type * I =

Job Profile * & For Current Country

Casual (Fixed Term)
Time Type *

Definite Term (Fixed Term)
Location *

Regular
Pay Rate Type

Student (Fixed Term)

> Additio

Temporary (Fixed Term)

9. For Job Profile, select or type One-Time Payment Recipient 9400.

10. For Time Type, select Part Time.

11. Select the building Location for the employee from the list or type in the abbreviation.
12. Pay Rate Type should be Hourly.

Hire Date % | 05/01/2019 [

Reason * Hire Employee = New Hire

Job Details

Employee Type * | x Casual (Fixed Term)

Job Profile * | ¥ One-Time Payment
Recipient 9400

Time Type % | ¥ Parttime

Lecation * | » East Campus 1

Pay Rate Type % Hourly

13. Leave Default Weekly Hours and Scheduled Weekly Hours as they are.
14. Expand Additional Information.
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15.
16.

17.

18.

@I&dditiunal Information

Leave the Job Title as is.

Enter an End Employment Date within the current pay period.

Tip: the end date should be within the current pay period to allow time for the payment to be processed
prior to the termination date.

If this one-time payment will be paid from a research account, please provide a short description of the
appointment details in the comment box for the Office of Research to review.

Click Submit to continue to enter SIN if this is a new hire (step 19) or to enter compensation details if this is
a rehire (step 21).

Tip: An alert will come up because this person is listed as Part-Time with 35 hours. Click Submit again

without making any changes to continue.

ENTER SOCIAL INSURANCE NUMBER

19.

Click Open to add a Social Insurance Number (SIN) OR click Skip and OK on the next screen to skip this

step if this is not a Canadian Resident and continue to step 21.

*

You have submitted

Up Next: , Add SIN for new hire
View Details

Tip: If you clicked Open or out of the pop-up, the SIN task will be in your inbox to complete or skip from

there. To skip it from your inbox, click the gear icon at the top right of the task and select Skip This Task
and OK.

If entering a SIN:

a) Click the + under the National IDs table to add the Canadian Social Insurance Number (SIN). Click in
the empty fields to select the following:

Country - Canada
National ID Type - Social Insurance Number

Add/Edit ID - 9 digit Social Insurance Number
Issued Date - Leave blank

Expiration Date - Enter if Social Insurance Number starts with a “9”, otherwise leave blank

20. Click Approve.

National IDs 1 item

*Country *National I1D Type Current ID  Add/Edit ID Issued Date Expiration Date

I 958 555 555 I MM /DD /YYYY [F] 11/30/2019 [

I ® Canada EI I X Secial Insurance Number
(SIN)
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ENTER ONE-TIME PAYMENT INFORMATION

21. Click Open to enter the payment details.

Success! Event approved

Up Next: , Propose Compensation Hire

View Details

Tip: If you clicked out of the pop-up, navigate to your Workday inbox and continue the task from there.

22. In the Effective Date field, enter today’s date or a future date if this payment is to be future-dated.
23. Leave other fields in this section blank.
24. Click the Add button in the One-Time Payment section below.

One-Time Payment Summary

Summary

Effective Date *
05/01/2019

Employee Visibility Date

Reason

Total Amount Requested
0.00 CAD

One-Time Payment

Add

25. In the One-Time Payment Plan, select All Plans and then the appropriate payment type.

26. For Scheduled Payment Date, enter today’s date.

27. Enter the payment amount.

28. Leave Send to Payroll checked on.

29. Enter a description in the Additional Information section, providing details of what the payment is for.

S WATERLGO workday



One-Time Payment

Organizational Assignments o

Location: East Campus 1

One-Time Payment Plan *

X Award

Scheduled Payment Date #

10/01/2019 [

Amount *

25.00

Currency #*

* CAD

Send to Payroll

Additional Information

30. Click Submit.

ENTER CHANGE ORGANIZATION ASSIGNMENT

31. Click Open to continue to update the cost center.

Success! Event submitted

Up Next: , Change Organization Assignments

View Details

]

32. Click the Edit icon in the Cost Center section.
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Cost Center

Cost Center *

33. Enter the Cost Center for the employee.
34. Click Submit.
35. If there is only one applicable Cost Center, click Skip for Add Split Between Salary Accounts, then OK to

send the hire to HR for review. If there is more than one cost center, click Open and see the steps below.

*

Success! Event submitted

Up Next: , "OPEN" to add split between salary
accounts or "View Details" to Skip if only one account
View Details

Tip: Leave the reason field blank for skipped fields. If you clicked Open or clicked out of the pop-up instead
of Skipping, navigate to your Workday inbox and select the gear icon (task actions) in the top right of the
Assign Costing Allocation inbox item and click Skip This Task and then OK on the next screen to skip.

If there is more than one Cost Center:

36. Click Open to enter additional salary accounts.

37. Select Worker and Position for the Costing Allocation Level.

38. Click Add.

39. Select the + button to add an additional row and enter the additional cost center into the Worktags field.
40. Enter the appropriate Distribution Percent.

Required with no Default (Must

Order Default (As of Start Date) have Costing Override)

Worktags *Distribution Percent

X Cost Center: 10000-10158 100 5330 100 Human Resources General - 100
Administration

X Fund: 100 Operating

X Org Unit: 5330 Human Resources

100.00%

41. Click Submit and Done. The initiation of this hire is now complete and will go to HR for review.

Tip: To view the status of your hire, type the employee’s name into the main Workday search bar and press
enter. Make sure All of Workday is selected under Categories and click the Hire:(employee name) link. Click
the Process tab on the resulting screen and scroll down the table to see what part of the process the hire is in;
OR find the submitted Hire event in the Archive section of your Workday inbox and click the Process tab (items
are archived for 30 days).
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HIRE A SPONSORED STUDENT

- Manager + Delegate + Campus Partner
Hire review - job details (dates, employee type, hours)
Manager (if initiator is not the Manager or a delegated approver)
Hire review - job details (dates, employee type, hours)
Human Resources Administration (HR Ops Partner)

A4

Consolidated approval - compensation and funding sources
+ Office of Research (if paid from a research account) + Signing authority

Hire finalization

Human Resources Administration (HR Ops Partner)

Onboarding - update banking, SIN, contact information, etc.

Employee

The steps outlined below will guide you through the process of hiring an Undergraduate Research Internship (URI),
student.

1. Type Employee Search into the main search bar to access the search by employee ID, student ID search
function to determine if the new employee exists in Workday.

,‘;\I\ Q employee search

Employee Search (Geios)

First Name
Last Name
Employee ID

Student ID

Operator ID

2. Iftheir Employee Name:
a. Appears as a hyperlink: They are an active employee — hover over the Employee Name to click
the related actions (3 dots) and hover over Job Change to select Add Job and continue from step
3 below.
Note: if you are a manager and this is a former employee who most recently reported to you, their
name will appear as a hyperlink, but there will be no Add Job option. In this case proceed with
option “b” below.
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< Employee Search Geis)

First Mame  sample Lt Mame  emp

Pre-Hire Name Pre-Hire D

Employes Mame

Sample Employes AFFILICANT-2-31038

Sample Empl n:--.

Emnployes ID Student 1D Wl

Actions
W
Job Change ¥ I

Perganal Data »

b. Appears in the search results as text, not a hyperlink: They are a former employee in Workday -
hover over the Pre-Hire Name to click the related actions (3 dots) and select Hire to rehire them

and continue to step 3 below.

¢ Employee Search Ciios

First Marme  sample Last Meme  emip

Pre-bre Name I Pre-Fere 1D
Sampie Emple ,.. APPLICANT- 231038
Actions .
Pre-Hire
Farvoeite ' Sample Employee
Hire » Cordract Cantimgent Worker

bk Appdicabn » I Hira Employss

Employes I

¢. Does not appear: They are brand new to Workday — Type Hire Employee in the main search bar

to hire them into the system and follow the steps below.
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Search Results

Categories Search Results 21t
| Commaon Tasks and Reports
Organizations

Hire Employee

3. Type the manager name of the supervisory organization (sup org) you are hiring into, in the Supervisory
Organization search field and press enter to pull up a list of available sup orgs. From the available options,
select the appropriate one with 'JM' denoted in the title.

Supervisory Organization * hearch

» House Stark JM
(Eddard Stark)

Note: JM is short for Job Management. This is used to group positions without position numbers
including casual and student hires.

If you have not performed the Employee Search, please see step 2 before continuing.

4. a) Ifthe Employee Search produced no results:

Select Create a New Pre-Hire if the employee was not found in the Employee Search and click OK to

continue to the employee’s contact information.
b) Ifthisis a rehire based off the Employee Search:

Their name will now be populated in the Existing Pre-Hire field. Click OK to continue to step 7 — Enter
the employee’s job details.

ENTER THE EMPLOYEE’'S CONTACT INFORMATION

5. Enter the employee’s First and Last Name and select the Contact Information tab to add a home
address and an email address.
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Legal Name Information

Contact Information

Country % X Canada

First Name *

Middle Name

Last Name *I I

6. Click OK to continue to the job details.

ENTER THE EMPLOYEE’S JOB DETAILS

7.

10.
11.
12.

13.

Legal Name Information

Address

Add

Email

Contact Information

Enter the Hire Date and choose the appropriate Reason (New Hire if brand new, Rehire if there was a

previous Workday record).

Tip: If requesting 4 equal payments, enter the first day of the month of the applicable term(s).
Enter the appropriate Employee Type by selecting For Current Country> Student (Fixed Term).
In the Job Profile field, select or type Sponsored Student 1572.

For Time Type, select Full Time.

Select the building Location for the employee from the list of All Locations or type the abbreviation.

Leave Default Hours and Scheduled Weekly Hours as 35.

Expand Additional Information to enter the employment end date.

Hire Date *

09/04/2019 [

Reason

X Hire Employee = Mew Hire

Job Details

Employee Type * | X Student (Fixed Term)

Job Profile

Time Type

Location

Pay Rate Type

* || % Sponsored Student 1572

# I X Full time

* § % East Campus 1

X Salary

> Additional Information

14. Enter an End Employment Date for the employee.

Tip: If requesting equal payments, enter the last day of the month.
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First Day of Work

Continuous Service Date

End Employment Date

Benefits Service Date

Company Service Date

09/04/2019

09/04/2019

04/30/2020 |

MM /DD /YYYY [

MM /DD /YYYY

15. Click Submit to continue to enter SIN details.

ENTER SOCIAL INSURANCE NUMBER

Save for Later

Cancel

16. Click Open to add a Social Insurance Number (SIN) OR click Skip and OK on the next screen to skip this
step if not a Canadian Resident and continue to step 18.

Up Next:
View Details

You have submitted

, Add SIN for new hire

Tip: If you clicked Open or out of the pop-up, the SIN task will be in your inbox to complete or skip from

there. To skip it from your inbox, click the gear icon at the top right of the task and select Skip This Task

and OK.
If entering a SIN:

a) Click the + under the National IDs table to add the Canadian Social Insurance Number (SIN). Click in
the empty fields to select the following:

Country - Canada

National ID Type - Social Insurance Number

Add/Edit ID - 9 digit Social Insurance Number

Issued Date - Leave blank

Expiration Date - Enter if Social Insurance Number starts with a “9”, otherwise leave blank

17. Click Approve.

National IDs 1 item

UNIVERSITY OF

*Country

*National |D Type

Current ID  Add/Edit ID Issued Date Expiration Date

I % Canada

EI % Social Insurance Number
(SIN)

EI I 953 555553 I MM /DD /YYYY [ 11/30/2019 [
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ENTER EMPLOYEE COMPENSATION INFORMATION

18. Click Open to go to the compensation screen.

Success! Event approved

Up Next: , Propose Compensation Hire

View Details

Tip: If you clicked out of the pop-up, navigate to your Workday inbox and continue the task from there.

19. Click the X in the Salary section and Delete to close it.
Salary

Assignment Details
@ 0.00 CAD Annual added

Plan Name
® Salary Plan  added

Effective Date
® 09/04/2019 added

20. Scroll down to click Add in the Allowance section.

21. Click in the Compensation Plan field and select All Compensation Plans to choose Student Refugee
Program Stipend.

22. Inthe Amount field, enter the applicable monthly payment amount

23. Click Additional Details underneath Frequency to expand the fields.

24. Enter the Actual End Date to be the same as the End Employment Date (i.e. the end date that was entered

on the job details screen).
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Compensation Plan

X Student Refugee Program
Stipend

Amount #

200.00

Currency *

* CAD

Frequency *

* Monthly

I + Additional Details I

Expecied Ensd Date

WS DDy R

Actual Erad Date

25. Click Submit to continue on to the account entry screen (Change Organization Assignment).

ENTER CHANGE ORGANIZATION ASSIGNMENT
26. Click Open.

Success! Event submitted

Up Next: , Change Organization Assignments

View Details

(]

Tip: If you clicked out of the pop-up, navigate to your Workday inbox and continue the task from there.

27. Inthe Cost Center section, click the Edit icon and enter the work order and activity in the format xxxxx-

XXXXX XXX.

Cost Center

Cost Center %

28. Click Submit.
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29. Ifthere is only one applicable Cost Center, click Skip for Add Split Between Salary Accounts, then OK to
send the hire to HR for review. If there is more than one cost center, click Open and see the steps below.

x

Success! Event submitted

Up Next: , 'OPEN" to add split between salary
accounts or "View Details" to Skip if only one account

View Details

Tip: Leave the reason field blank for skipped fields. If you clicked Open or clicked out of the pop-up instead

of Skipping, navigate to your Workday inbox and select the gear icon (task actions) in the top right of the
Assign Costing Allocation inbox item and click Skip This Task and then OK on the next screen to skip.

If there is more than one Cost Center:

30. Click Open to enter additional salary accounts.

31. For the Costing Allocation Level, select Worker and Position.

32. Click Add.

33. Select the + button to add an additional row and enter the additional cost center into the Worktags field.
34. Enter the appropriate Distribution Percent.

35. Click Submit and Done. The initiation of this hire is now complete and will go to HR for review.

Tip: To view the status of your hire, type the employee’s name into the main Workday search bar and press
enter. Make sure All of Workday is selected under Categories and click the Hire:(employee name) link. Click
the Process tab on the resulting screen and scroll down the table to see what part of the process the hire is in;
OR find the submitted Hire event in the Archive section of your Workday inbox and click the Process tab
(items are archived for 30 days).

CANCEL A HIRE

If a hire was submitted in error, this process can be cancelled and then resubmitted with the correct information if

necessary.
The hire can be cancelled in two ways:

1. From the Archive section of your Workday Inbox:
1. Locate the Hire or Start Additional Job event.

Actions (0) Archive
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Hire: . Psychology - Administration
- JM (Janice da Silva)

5 day(s) ago - In Progress: Multiple Parties

Assign Organizations: Hire:
Psychology - Administration - JM{Janlceda Silva)

5 day(s) ago - In Progress

At the bottom of the screen, there will be the option to Cancel or Correct. Correct will take you to the Job
Details screen where you can correct items such start and end dates, number of hours or job title.

Note: Compensation and accounts cannot be corrected once submitted. If you need to update either of
these, click Cancel to start over or contact hrhelp@uwaterloo.ca to have them send the hire back if not

finalized yet.

Job Details

Employee Type  Casual (Fixed Term)

Job Profile Casual Staff - Research 9011

Time Type Part time

Location Psychology, Anthropology, Soci
Cancel Correct

Scroll down to the end of the hire details to enter a comment in the comment field box and click Submit
once complete.

Tip: If you cancelled and are redoing the hire, the employee created will still exist in the system as a Pre-
Hire and upon re-entering the Hire Details, you will be able to select Existing Pre-Hire rather than creating
them again.

2. By typing the employee name into the Workday search bar:

1.
2.

3.

UNIVERSITY OF

Type the employee’s name into the main workday search bar and press enter on the keyboard.

Select All of Workday under Categories on the left-hand side.

Find the overall process you have initiated (i.e. for a hire/rehire — Hire: Sam Smith. For an Add Job — Start
Additional Job: Sam Smith) and hover over it to bring up the related actions (3 orange dots).

Click the related actions (3 orange dots) and hover over Business Process to select Cancel.

Scroll down to the end of the hire details to enter a comment in the comment field box.

Click Submit once complete.

Tip: If you cancelled and are redoing the hire, the employee created will still exist in the system as a Pre-
Hire and upon re-entering the Hire Details, you will be able to select Existing Pre-Hire rather than creating
them again.
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Search Results

Categories Search Results 5items

Common All of Workday

Banking Maureen Latimer Pre-Hire

F | Aci t
MERCIE, Ao Assign Qrganizations: Hire: Maureen Latimer - Biology - Academic - JM (Jennifer Lehman (Inherited))

Organizations Assign Organization

People Costing Allocation for Hire: Maureen Latimer Costing Allocation Event Package

Frocesaes Biology - Academic - JM (Jennifer Lehman (Inherited]

Procurement o
Propose Compensation Hire: Maureen Latimer - Biology - Academic - JM (Jennifer L. Actions

Recruiting Employee Compensation Event For Hire Employee
>
Revenue
Tip: try selecting another category from the left to see other results Favorite 3 elegate Task
Security
4 Reassign This Task

Staffing View Hire or Contrac

tudent View Remaining Pro

Uveran s

All of Workday

HIRE TROUBLE SHOOTING

What steps need to be submitted for a hire to go through for approvals?

Hire Details screen

Social Insurance Number — only for brand new employees; skippable
Propose Compensation

Change Organization Assignments (cost center)

e e T

Add Split for Salary Accounts (costing allocations); skippable

When will my hire be finalized?
e The hire will be finalized once it goes through all of the approvals in Workday. The typical approval path
looks like this — initiator > Human Resources > supervisory org manager (if not initiator) > cost center
manager >office of research (if paid from a research account) > Human Resources (final review). You can

monitor the process by checking the status of your hire.

New hires must complete onboarding action items once the hire is finalized to ensure there is no delay in
payments. You can view your direct reports’ onboarding status by clicking the Onboarding Status Summary

application from your Workday home screen.

When will the employee receive notification to log into Workday?
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¢ The new employee will receive an invitation email from WatIAM as soon as the hire is finalized in Workday.
This invitation will ask them to click 1 of 2 links — one to claim their WatIAM if they already have one, OR
one to create a new WatIAM for brand new employees. A link to sign into Workday will also be provided.
They will also receive a Daily Digest email from Workday to let them know there are onboarding action items
to complete in their Workday inbox.

Why was my hire denied?

e To view the comments for denied hires, click the notification link found in the body of the notification to go
to the hire event details page. From there, click the Process tab beside Details (underneath Overall Status)
and scroll down to view the comments in the last column. Common reasons for hires to be denied are:

o the employee already exists as a pre-hire (use the existing employee ID to hire)
o the employee is currently working at UW (use the Add Job process to hire)
o multiple instances of the same hire have been initiated. In this case, HR will deny the duplicates.

How do I check the status of my hire?
1. Type event: followed by the employee’s name into the main Workday search bar and press enter.
2. Find the Hire: Employee Name event (i.e. Hire: John Doe) and click on it to go to the hire event details
page.
3. From there, click the Process tab beside Details (underneath Overall Status) and scroll down to view
the Awaiting Action status to see where in the process it is sitting.

Tip: If there is more than one hire event, click the related actions to view initiation date and status (i.e. in
progress, cancelled, completed) to find the right event.

What is a Pre-Hire?

e A Pre-Hire is an individual in Workday that is not currently assigned to a job. Examples are terminated
employees, or employees created who have not yet been fully hired.

I clicked Done instead of Open or I was logged out in the middle of a hire process; do I need to start
over?
e No. The next step in the hire process will be sitting in your Workday inbox as an action item. You will be able

to proceed from there to complete the hire process.

When do I process a one-time payment?
e  One-time payments should be used for non-UW employees who are receiving the following types of
payments:
o Award
o External reviewer/examiner/assessor
o Honourarium of $500 or less
o Research participant payment of more than $300
o External guest speaker/lecturer
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Individuals who qualify for the above payments will need to be hired into Workday as casual employees,
following the steps in the Hire for a one-time payment user guide.

e Ifthe person you need to pay is a current UW employee, you will need to fill out the One Time Payment

Request Form (paper form) to send to Payroll in EC1.
o Ifthe employee is external but does not fall into one of the categories listed above, confirm the type of

payment with payroll@uwaterloo.ca and they will let you know how to proceed.

Why hasn’t my casual employee gotten paid?
e Casual employees are paid by entering hours into the Time Entry system of Workday. They first need to be

hired into Workday and once the hire is finalized, you, the employee, or a timekeeper on your team need to

enter time for them by following the Enter time for casual staff user guide. If the employee or a timekeeper

entered the hours, you will need to approve them in Workday in order for them to be paid. Please see the Pay
Dates webpage for payroll cut-off dates.

CASUAL JOB CHANGE

- Manager + Delegate + Campus Partner
Job change review

Manager (if initiator is not the Manager or a delegated approver)

Job change review

+~ Office of Research (if paid from a research account) ~ Signing authority

Final job change review

Human Resources Administration (HR Ops Partner)

The steps outlined below will guide you through the steps to initiate a casual extension and/or pay rate change in
Workday.

1. In the Workday search bar, type start job change to initiate the job change task.
In the Worker field, enter the name of the casual employee you will be making the change for.

3. Ifthey have more than one position, select the appropriate one from the Job drop down menu, otherwise
this will default.
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4. Inthe What do you want to do field, select Casual employee extension and/or hourly rate change
and select OK at the bottom of the screen.

w Q start job change

Start Job Change

Job 4] 00041862 Casual Staff - Casual Employee

Worker *l % Casual Employee =

What do you want to do? %J| » Casual employee extension & =
and/or hourly rate change

Use this job change to extend a casual position and/or update a casual employee’s hourly rate.

For all other job changes, including student or termporary staff contract extensions, please complete a Change form.
For account changes, please use the Change Costing Allocation Request form. All completed forms should be sent to HR in EC1.

5. The date will default to the start of the next pay period. Leave as is or update it to when this change should
take effect.
6. Click Start.

Start

Start Details

When do you want this change to take effect? %

02/23/2020

Why are you making this change? +

Change Job Details - Other

Do you want o use the next pay period?

Yes

Cancel

7. Scroll down the Details section to edit the End Employment Date (if applicable).
Note: The first day of work field will default to the job change date; the overall job record will not be
updated with this start date.
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End Employment Date %

02/21/2020

First Day of Work

02/23/2020
8. Ifupdating the hourly rate, scroll down to the Hourly section and click the Edit icon to enter a new rate.

Hourly

Azzignment Details
20.00 CAD Hourly

Plan Name
Hourly Plan

Effective Date
12/01/2019

9. Once the end date and/or hourly rate have been updated, click Submit to send this job change for review.

Note: if you are a campus partner, it will go to your manager and then to the cost center signing authority and
Office of Research (if a research account). If you are the manager, it will go directly to the signing authority and

Office of Research as applicable.

END EMPLOYEE CONTRACT

Early terminations can only be completed by the manager as listed in Workday. Campus Partners can end an

employee contract based on the end employment date listed in Workday.

If someone other than the Workday manager will be performing an early termination (i.e. employee resigns), they will

need to be delegated termination tasks by the manager.
1. Enter the employee name in the Workday search bar to navigate to the employee profile.

2. From the Actions menu under the employee name, hover over Job Change to select Terminate or End

Job (depending on the position that is ending - see note).

Note: Terminate is used to end an employee's only position in Workday (i.e. employee only has one job). End Job is
used if the employee has multiple positions and you are ending one of the secondary ones (position will have a +
symbol beside it if it is secondary). If the position ending is the primary job but the employee has additional jobs as

well, please contact hrhelp@uwaterloo.ca for assistance.
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Actions

Worker
Frequently Used
View Worker History
View Worker History by View Team

Start Proxy

Terminate Employee

Enter Time
Compensation ¥

’ Casual Job Change
Organization 3 Add Job

3. Click in the Reason section to activate the editable fields and click the prompt in the Primary Reason field to
choose Voluntary> End of Temporary/Definite Term Appointment.

Note: Leave Secondary and Local Termination Reasons blank.
4. Enter the End Employment date currently in the system for the employee as the Termination/End Job Date.

5. Ifterminating a temporary position, select the Close Position check box.

Position Details

Close Position Check if thisisa
n temporary position

6. Click Submit.
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