
Hire Employee (Manual Hire)   

Audience: HR Admin & Dept HR Partner 

Overview: 

Once a candidate becomes a new hire, there are steps to take in the hiring process to 

enter them into Workday. 

 

This job aid covers the following: 

 Hire an Employee 

 Change Organizations Assignments 

 Propose Compensation Hire 

 Edit IDs 

 Change Personal Information  

 Request One-Time Payment 

 

 

 

Hire an Employee 
 

1. Type “Hire Employee” in the Workday search field, then select Hire Employee Task from the 

dropdown.  

 

 

  

 

2. Select Supervisory Organization and click the Create New Pre-Hire button. Click OK. 

Note: Most hires will be performed this way. 
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3. Select Allow Duplicate Name. 

Enter the First Name and the Last Name of the pre-hire. Click the Contact Information tab. 

  

4. Using the Add buttons, enter the Phone number, Address and Email of the pre-hire. Click OK. 
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5. Enter the Hire Date, Reason, and Position. 

The Job Profile, Time Type, Location, and Pay Rate Type fields will automatically populate 

once the Position is selected.  

Select Employee Type.  

Click Additional Information. 
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6. In the Additional Information section, update as needed.  

Click Submit.                               
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Change Organizations Assignments 
 

1. After clicking Submit for the Hire an Employee task, the Up Next task will appear. Click 

Open. 

 

 
 

2. Click the pencil icon to update the Organizations sections as needed. Selecting a Fund is 

required. 
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3. Click Submit. 

 
 

 

Propose Compensation Hire 
 

1. After clicking Submit for Change Organization Assignments task, the Up Next task will 

appear. Click Open. 

 

 
 

 

 

2. Click the pencil icon to update the Compensation sections as needed. 
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3. In the Guidelines section, select a Compensation Package. Click the Check Mark to save 

the selection. The Hourly section below will autofill. 

  
4. Click the Add button or pencil icon to update Salary, Hourly and/or Allowance, as 
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needed. 

 

 
 

5. Click Submit. 

 

 
  

6. The New Hire now goes to the HR Administrator for approval. Select Done. 

 

  
 

 

 

 

Edit IDs 
 

1. From the Workday homepage, type the employee’s name in the search bar and 

select. 

 

 
2. Click the Actions button, hover over Personal Data and select Edit Other IDs. 
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3. Using the Add   icon, enter the appropriate IDs and complete fields as required. When 

finished, click Submit. 
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Change Personal Information 
 

1. From the Workday homepage, type the employee’s name in the search bar and 

select. 

 

 
 

2. Click the Actions button, hover over Personal Data and select Edit Personal Information. 
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3. Using the Edit   icon complete the personal information fields. Click Submit. 

 

 
 

 
 
 

Request One-Time Payment 
      

1. Once the Manager receives an Inbox Archive message that the Hire Event has 

been successfully completed, proceed with request of a one-time payment.  

From the Workday homepage, type the employee’s name in the search bar and 

select. 
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2. Click the Actions button, hover over Compensation and select Request One-Time 

Payment. 

 

 
 

 

3. Select an Effective Date. Select OK. 
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4. Use the Edit   icon to make any updates. Click Submit. 

 

 

 

 


