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 How a PI or Manager Adds Job 

The Add Job task in Workday is the business process used to assign an employee an 
additional job or position while keeping their existing job active. This creates a 
situation where the worker holds multiple concurrent jobs (e.g., a primary job and one 
or more additional jobs). 

 
1. Log in to Workday using your ID and Password. 

 
2. In the Workday landing page, type Employees Name  in the search bar. Then click 

on the Employees Name . A pop-up Add Job will open seen in Figure 2 below.  

 

 

  

 

 

 

3. Click on the Actions button , scroll down to Job Change . Click on Add Job . 
This will open a Add Job window seen in Figure 3 on Page 2.  
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4. Click the Menu bars  to choose a Supervisory Organization. Then choose an 
Employee  and click OK . This will open the Add Job window seen in Figure 4 
below.  

 

 

 

 

 

 

 

5. From the calendar icon, choose the Effective Date . When you choose Position , 
the rest of the fields will auto populate including the Working Time section . One 
can choose Work Shift from the Menu bars if required . Other fields will open, seen 
in Figure 5 on Page 3.  
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6. Some fields in the Additional Details  and Organizations Assignments  will 
auto-populate. Not all fields are required. The End Employment Date  is required. 
Choose the date from the calendar icon.  
 
Next, click Submit . An Alert banner  will appear at the top with a reminder to 
view by clicking on View All , then click Submit again. The next step is to review the 
information seen in Figure 6 on Page 4. 
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After clicking on Submit in the previous step, a Success! Event submitted  pop-up 
will appear seen in Figure 6 below. Click on Open , this will open the full window to 
review and submit seen in Figure 7 below.   

 

 

 

 

 

 

7. Review all the information. If any changes are required, click on Make Changes . 
After the changes are made, click on Submit . This was forwarded to the Grants 
Officer for approval. 
 
A Success! Event submitted pop-up will appear seen in Figure 8 on Page 5.  
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If you wish to view all the details of your request, click on View Details . 

 

 

 

 

 

 

Please Note: If the position was created using a salary, you’ll be able to adjust this 
here. If the position was created using hours per pay period, you’ll be able to adjust the 
hourly rate. This is based on what the position was created with. 

 

After the HR Partner approves the submission, you will receive a Wage Theft Notice in 
Awaiting Your Action section seen in Figure 8 on Page 6. 
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8. After the approval from the HR Partner, the PI has two new tasks to comply with,  
Wage Theft Notice . 

Click on Wage Theft Notice, this will open the email to click on Review seen in  
Figure 9 below.  

 

 

 

 

 

 

 

 

 

 

9. Click on Review , this will open the Wage Theft Notice to review seen in  
on the next page. 
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10. Review the Wage Theft Notice, then click Submit . A Print Generated Document will 
appear as seen in Figure 11 on Page 8.  

Please Note: This will generate the Wage Theft Notice letter through DocuSign so the 
PI will review and sign before sending it to the candidate so they can review, sign, and 
submit back.  
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11. Review the DocuSign document and sign. Click E-sign by Docusign  to open the 
document. Click on Finish  after reviewing and signing. Then click Submit .  
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12. After submitting the Wage Theft Prevention Notice, a Success! Event submitted 
window will appear seen below.  
 

13. Click Done . 

 

 

 

 

 

The employee must now sign the Wage Theft Notice. Once all steps are complete, you’ll 
be able to view the new position under the employee’s profile. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Figure 14 


