
New Hires and Job Changes
 

Submit a student employment
hire or job change request

(submit contracts to Graduate
School)

Is the requested start date
or effective date on or

before April 24th?

Submit hire form or
job change form to

Student Employment
no later than April

14th

Manager must submit
hire or job change

request in Workday
beginning on May 1st

Has the start date or
effective date been approved

by Student Employment
before April 24th?

Manager must submit
hire or job change

request in Workday
beginning on May 1st

Student Employment
will enter these

approved hire forms or
job changes in Workday

prior to May 1st

Summer/Fall Reappointment
(excludes Graduate School contracts)

 
Reappointment instructions will be emailed

on March 31st. 

Did Manager submit
reappointment request(s) on or

before  the deadline of April 21st?

Manager must submit
reappointment

request in Workday
beginning on May 1st

Student Employment will
reappoint student(s) in 

 Workday if eligible

Beginning May 1st, all Student Employment and Graduate School transactions must be
submitted by Managers in Workday

Freeze Period: April 24th - April 30th
Hire forms, job change requests, and Graduate School contracts CANNOT be submitted

Manager must submit any
reappointment

corrections in Workday
beginning on May 1st

Yes No

Yes No

Yes No

Student Employment and Graduate School Workday Cutover Dates
MANAGER is the NEW term in Workday for Student Employee Supervisor


