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Add Additional Job for Student Workers 
This is a step-by-step guide on how to add an additional job for an employee in Workday 

1. From the homepage, select the navigation Menu at the top left corner of the toolbar. 

 

2. Select My Team Management.  

Note: If you do not see the app, click Add at the bottom of the menu to add the app. 

3. Under Actions, select Add Job. Alternatively, type Add Job into the search bar and select the task. 

 

4. Supervisory Organization defaults. If necessary, select a different Supervisory Organization. 

5. Type in the name or UID of the employee or choose from the menu. Select OK.  

 

6. Select OK. 
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7. Select an Effective Date.  

8. Select a Reason from the dropdown.  

9. Under Job Details, select a Job Requisition from the dropdown. 

Note: The following fields automatically populate.  

 

10. Review the prepopulated values, and then, if necessary, select different values.  

11. Expand Additional Details and update the Business Title to a more specific title, e.g. Front Desk 

Student Worker or Laundry Attendant. 

 

12. Select Submit. 

The workflow routes for the appropriate approvals based on job and department. 
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End Additional Job for Student Workers 
1. Use the Team Management app or type End Job in the Search bar and select the End Job task. 

2. Select an Employee. 

3. Select Additional Job or Primary Job to choose from the menu. 

 

4. Select OK. 

5. Select an End Date. 

6. Select Reason. 

 

7. Under Additional Information, all dates automatically populate once an End Date is selected.  

Review and, if necessary, select different dates. Select Submit. 
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