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Search for Sup Org


Click Staffing Tab


Search for Existing Pre-Hire Record
Enter First Name, Last Name, Remove Country Phone Code


Click the link for the Sup Org


Under Position Restrictions select Hire > Hire New Employee


Review the results by clicking on the drop down next to Details


Click Start Hire or Create New Pre-Hire as Needed


Once you locate the correct record, mark the chekbox


For New Hires: Enter Legal Name, click OK


For all hires: Go to Hire Details and enter Hire Date, Reason


Propose Compensation


HR Liaison Assigns Costing Allocation

See Workday tasks triggered below 


Approvals route through the Hiring Manager


For New Hires - Complete Form I-9 In Guardian


For Rehires - Complete Form I-9 Section 3


Payroll Assigns Pay Group


The HR Contact will receive To Do to Record Background Check, Selective Service, and Update Mail Stop


Hiring Manager and HR Contact Receive Notification for when the employee can begin work


Enter the Employee's UIN in the Comments Box and Submit


UIN Partner Confirms the Hire and Updates the Employee ID


This Step Creates the Employee Record in Workday


The Employee can be located in Workday searching with the UIN


Failure to add the UIN results in delays in the hire process


Include all relevant information to the hire in the comments section













































































