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If student is a new hire, they now receive 
onboarding tasks to review and complete and 

have access to the Onboarding Dashboard. 
Student is ready to work once these tasks are 
complete and they’ve provided documents to 

HR for I-9 Section II. 

Manager completes and 
submits “Start Job 
Requisition” task

CASE reviews job 
requisition, 

compensation, and 
assigns roles of search 

committee

HR posts job Student applies for job

Search committee 
reviews candidate(s) and 

conducts interview(s) 
outside of Workday

Search Committee Chair 
moves successful 

candidate(s) forward to 
“Employment 

Agreement” step

HR creates Employment 
Agreement

Student completes 
Employment Agreement

HR initiates any CBCs 
needed, reviews 
compensation

Cost Center Accounting 
Specialist assigns costing 

allocation

Manager/Search Committee/Program Manager

Campus Activities and Student Engagement (CASE)

Human Resources (HR)

Student

Cost Center Accounting Specialist (CCAS)

Program Manager 
approves costing 

allocation

HR creates Employee 
Contract and hires in 

student

If student is a new hire, they now receive 
onboarding tasks to review and complete and 

have access to the Onboarding Dashboard. 
Student is ready to work once these tasks are 
complete and they’ve provided documents to 

HR for I-9 Section II. 

Once completed, Manager 
may receive ‘onboarding 

setup’ tasks to prepare for 
the employee. 

Student will show in the “Completion” stage within 
the job requisition after this step, but this does not 
mean they are hired in and ready to work. Costing 

allocation(s), employee contract, and any applicable 
onboarding tasks still need to be completed.
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