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How To Approve Employee Hire In Workday

Stephanie Tschohl 19 steps 3 minutes

w Workday

Login tc Workday

Q Search

Let's Get Started

Awaiting Your Action

a8

m

Hire QNN - C>fé/R i dant - Bear
My Tasks - 2 minute(s) ago
DUE 06/06/2025

Time Entry: SUTSITNINUNNIND, - 25 .75 Hours from 05/24/2025 to 05/30/2025

y =

Required Learning: TIPS New York ATAP
DUE 01/16/2025

& GoltoMyTasks (19)

Team Highlights

</ Guide Me

& &
——

It's Thursday, June S, 2025

Announcements

We offer Earned Wage
Access!

important Dates

» JTime Off

JUN - Anniversary

JUN Birthday
8

———

>



2 Open the hire task from your homepage or Workday inbox

= MENU g.: Q search E
|

Let's Get Started

Awaiting Your Action

Hire FITTOWIIND - Café/Rec e ation
2 My Tasks-2minute(s) sgo
DUE 06/06/2025

ndant - Bear Mountain

It's Thursday, June S, 2(

Announcements 1of4 >

We offer Earned Wage
Access!

Time Entry- ST - 25 75 Hours from 05/24/2025 to 05/30/2025

e My Tasks - 5 day(s) sgo
DUE 06/01/2025

m Required Learning: TIPS New York ATAP
DUE 01/16/2025

& Go to My Tasks (19)

3 Confirm hire date

s I All items eene
Q Al Hems "
6! Advanced Search
-

s mn:m 06/05/2025 Yy

Café/Recreation ndant - Bear

Meuntain

Due: 06/06/2025

Effactive: D&/28/2026

A Time eovy: D 0205
28.75 Hours from
05724720245 Lo 05/30/202%

Due. 06/01/2025
Effective: 05/30/2025

ions
Manager Scrcen NNNNNEED 050020
JRO2131 Concesslons Cook - Bear
Mountain & Lake Welch (C67104)

8
&5
p#2

Dua: 0601/202%

complete Form |- SEINED DevaN202S Yy

(101701)
Dus: 0873172025

Important Dates

sun_Time Off
¢ CEE .

N Amaluasasss

ﬁ ::\ |.1

Trarsted 06/05/202% | Dua DO/D6/202% | Effactive 05/28/202%

Review  tire: QEEEED < - C1¢/Recrestion Attendant - Bear Mountsin

For Café/Recrestion Attendant - Besr Mountain
overall Process  Hro/(D =4/ Racraation Attandant - Basr Mountain
Overall Status In Progress

Due Date 06/13/2025

Detalls to Review
Staffing Information

Proposed Organization  Baar Mountain Inn Racraation

Proposed Position Cofé/Recregiomatiendent - Bear Mountsin (Unfilled)
/

Hire Date 15.-;5,7455 )

J
Hire Reason Hire En :>,\-<>.N-vf: Hire

Fmployes Type Rogudar
Job Profile Attendant, Cafe
Location Bear Mountain Inn
FIE 72.50%



4 Confirm Employee Type (Regular/Seasonal)

< " All Items Yaeme V¢ B o7 Costed D6/05/2025 | Doe D6MA/2025 | Effactive UN28/2025
Q = " Review i Cs ¢ Recreation Attendant - Bear Mountain
% Adva sarch

For Café/Recrestion Altendant - Besr Mountain

ot Y - D 08/ ;
Hire: 06/08/2025 Yy Overall Process Ilm‘-ﬂam/Rwaa'wnnMMndan'»P»‘v\rMmm'am

Café/Recreation Attendant - Bear

»

Mountain Overall Status 0 Prograss
Due: 06/06/2025
Due Date 06/13/2025
Effoctive D4/28/2026
Detalls to Review
A 0&/30/2025 Yy Staffing Information
05/24/202% Lo 05/30/2026 Proposed Organization  Baar Mountain Inn Recraation
Due. 06/01/2025 =
Proposed Position Café/Recrention Attendant - Bear Mountain (Unfilled)
Effectve 05/30/2025
Hire Date 05/28/2025
wions.
Manager Screcn (D Hire Reason Hire baiiipes > New Hire
JRO2131 Concesslons Cook - Bear / \
Mountain & Lake Welch (C67104) g e Relgular
Oua: 06012025 N
Job Profile AttentientChia
complete Form 1-9: (D 0&/30V2025 Y Location Bear Mountain Inn
{101701)
FIE 72.50%
Due: 05/31/2025
5 Confirm position
s o All ltems 19 mmms Y @ 7 Cemted 06/05/202% | Dua D6/DO/2025 | Effective 05728/
Q n Review tire:quD ¢/ Recrestion Attendant - Bear Mountain
15} Advanced Search
For Café/Recrestion Attendant - Bear Mountain
a
103 vy
" Hire: 06/085/2025 Yy Overall Process  |ro: QI C 4/ Racraation Attandant - Baar Mountain
Café/Recreation Attendant - Bear
Mountain Overall Status  In Progress
Due: 06/06/2025
Due Date 06/13/2025
Effactive 04/28/2026
Detalls to Review
& vime oty SHINED o008 oy Staffing Information
- 28.75 Hours from
D5/24/202% to 05/30/2028 Proposed Organization  Baar Mountain Inn Racraation Y
Due. 06/01/2025 8
Proposed Position Café/Recrestion Attendant - Bear Mountsin (Unfilled) | |
Effactve 05/30/2025 \ /
Hire Date /28/2025 d
nions.
Manager Scree 05302025 Yy Hire Reason Hire Employee > New Hire
JRO2131 Concesslons Cook - Bear
Mountain & Lake Welch (C67104) Fmplayes Type
Dua 0670172025
Job Profile Attendant, Cafe
Complete Form 1-9: QD DIVI0S Yy Location Bear Mountain nn
(101701)
FIE 72.50%

Dua: 05/31/2025



6 FTE 75% and higher is full time. Below 75% is part time. Confirm time type.

s I All ltems Bl OverallStatus I Progress
Q Al tems 1 Due Date 06/13/2025
18 Detalls to Review
o Advanced Search
Staffing Information
-
o < Hire: 06/05/2025 Propased Organization  Baar Mountain Inn Racrastion
Café/Recreation Attendant - Bear
Mountain Proposed Position Café/Recrestion Attendant - Bear Mountain (Unfilled)
v DUE S5 Hire Date 8/2025
Effactive O4/Z8/2006
Hire Reason Hire Employee > New Hire
A Time Entry: DeANVIES Yy Fmplayee Type Rex
{101702) - 28.75 Hours from
05/24/202% Lo 057307202 Job Profile Attendant, Cafe
D s Location Bexr METRTEm I
Effactive: 05/30/2025 { \
FIE 7250% !
tions. X
Manager Screen: (D - Vs R N4
JRO2131 Concesslons Cook - Bear Moo Detalls )
Mountain & Lake Welch (C67104)
Dua 0012025 Tha fol ng reflacts tha spacific compansation data that was changaed by tha transaction. i you would b 1o
soe additianal detal ut the amployee’s compensation dick on the Ma
Complete Form 19 QD 0VINVZ02S Yy R
(101701) ¢ More Details )

Dua: 05/31/2025

7 For a more detailed view, Click "More Details™

e " All Hems — Details to Review
Staffing Information
Q. Sasesl: Al K Proposed Organizaticn  Bear Meuntan Inn Recrestion
18 Advanced Search Propased Pasition &/Racraation Attendant - Baar Mountain (Unfilled)
a Hire Date 05/28/2025
hes - Hire: Evangelina White - 08/05/2025 Yy
Café/Recreation Attendant - Bear Hire Reason Hire Employea = New Hra
Mcuntain
Employee Type Ragular
Due: 06/06/2025
Effactve 0&/78/2026 Job Profile Attendant,
Location Baar Mountan Inn
= _lnxtﬂn DNEV026 Y
(101702} - 28.75 Hours from FTE 72 50%

0572472028 10 0473072025

e =)

Effactiva: 05/3072025

Manages Screen: (T

JRO2131 Concesslons Cock - Bear

Mcuntain & Lake Welch (C67104) [ More Details
Dus: 06/01/2025

The follow flects the specifio compensation dats that was changad by the transac
see addtonsl detals about tha employes’s compansation cick on the More Datsils butto

If you would like o

|ations

Cemplete Form 1-9: JT Geraci 12026 Y

(101701) O Pasition Café/Racreation Attendant - Baar Mountain
DUR 0/30/2025 Effective Date  05/26/2025

Effectwe 08/21/2026 <

X &
&mple(efoml?‘.w 05/29/2026 ¥y M_/ \—L‘MI )

(101638}

=



8 Confirm Hire Date

= MENU %“

Staffing Event Details

Initiated From

Jab Appleation: Evangelina Whita (Raferral) - JRO1944 Café/Raecraation Attendant - Baar Mountain (C64839) on 05/17/2025

Hire Dat
05/28/2]

First Day

(ampty)

Reason
Hre Employae > New Hire

Position

Supervisory Organization

Evangelina White

Worker Information

Pre-Hire

Recruitment Information

Source L h
Someone a1 Guest Services referred v“m

9 Confirm position. Please note: we can not edit supervisory organization at this

stage.

First Day of Work

(ampty)

Reason
Hra Employee > New Hire

Position

Supervisory Organization
Bear Mountain Inn Racraation

Position

Café/Recreation Attendant - Besr Mountain

Jok Requisition
JR01944 Café/Recroation Attandant - Baar Mountan (Opan)

Employee Type
Regular

Location

@ Baar Mountain Inn

Job Details

Job Profile

Worker Information

Pre-Hire

Recruitment Information

Source

Someone a1 Guest Services referred me (plesse enter
employeas name or emall address (firstname lasiner
Uestservices.com)

Referred by
Michele White (100592)

Supervisory Organization Recruiter
C.J. Brenrar (020928)

Rabeoos Cox (033886)

Talor Yearwood-Hunt (031572}

Job Requisition

JRC1944 Caté/Recraation Attendant - Saasidauntair
(Opan) “‘
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Confirm employee type

Reason
Hra Employae > New Hire

Position

Supervisory Organization
Bear Mountain Inn Racraation

Position
Cafi -Bear

Job Requisition
JRD1944 Café/Recrestion Attendant - Baar Mountan (Open)

Employee Ty
Regular

Locaticn
@ Baar Mountain bnn

Job Details

Job Profile
Attendant, Cafe

Job Title
Attendant, Cafe

Confirm time type

r—

Company Insider Types
(empty)

Workets' Compensation Code from Jck Profile
(ampty)

Workers' Compensation Code Override
(ampty)

Working Time

Time Type
Part tima

Default Weekly s
40

Scheduled Weekdy Hours
29

Work Shift

(empty)

Service Dates

Continuous Service Date

lemntv)

Business Title
Attandant, Cafa

Location Yieekly Hours
40

FTE
72.5%

Pre-Hire

Recruitment Information

Source

Someona a1 Guest Services refarred me (plesse enter
employeas name or emall address (firstname lastnar
uestsenrvioes.com)

Referred by
Michele Wrte (100592)

Supervisory Organization Recruiter
C.J. Brenner (020928)

Rabeooa Cox (033886)

Talor Yearweod-Hunt (031572}

Job Requisition

JRC1944 Caté/Racraation Attendant - Baar Mountair
(Open)



12

13

ions

Confirm scheduled weekly hours

Workers' Compensation Code from Job Profile

ampty)

Workers' Compensation Code Override

ampty)

Working Time

Time Type

Part time

Default Weekly Hours

Scheduled Wéekdy Hours
29

Work Shift

ampty)

Service Dates

Continuous Service Date

amply)

Benefits Service Date

Location Vieekly Hours
40

FIE
72.5%

Click the back button to navigate back to your inbox. If any of the aforementioned
fields need adjustment (hire date, position, employee type, time type, scheduled
weekly hours), click "Send Back™

[ All Items
Q  Sesrch: Al hems

%48 Advanced Search

qu
Café/Recreation Attendant - Bear

Mountain
Due: 06/06/2025
Effective 05/28/2025

A Time Ent

’76.75 Hours from
0572472025 o 05/30/2025

Due: 06/01/2025
Effectve 05/30/2025

Manager Screen|
JR02131 Concessions Cook - Bear
Mountain & Lake Welch (C67104)

Due: 06/01/2025

comtt o D

(101701)
Due: 0673172025
Effective 05/31/2025

Complete Form I-—

(101638)

5
w v

Created: 06/05/2025 | Due 06/06/2025 | Effectve: 05/2

Review Hire: — Café/Recreation Attendant - Bear Mountain

2 For Café/Racreation Attendant - Bear Mountain
overall process  Hro (- cofRecostion Attendant -Bear Mountain
Overall Status In Prograss
Due Date 06/13/2025
Details to Review
Staffing Information
Proposed Organization  Bear Mountain Inn Recreation
Proposed Position /Recraation Attendant - Baar Mountain (Unfilled)
Hire Date 8/2025
Hire Reason Hire Employee » New Hire
Employee Type Regu's
Job Profile Attandant, Cafa
Location Basr Mountain Inn
FTE 72.50%

“
J
v



15 Click "[HR Partner] — Revise Employee Hire”

Send Back

Bearch

f Sephanie Tachoh! (025258) - Rewise
| Employes Hije

Orgumzstio

Submit

\
/ \




16 Click the "Reason™ field.

Send Back

To * | StephaneTschonl (026258) ~
Reviss Employee Hre

17 Type the reason for the send back. For example, "Please update start date to
6/1/2025"



18 Click "Submit™ to send it back.

Send Back

To . Stephanie Tschohl (025258)
Revise Employee Hre

Reason * | Plesseupdate start date 10 6/1/2025

19

R
{ Submit )
/

If no changes are needed, Click "Approve”. This launched onboarding to the new
team member as well as assigns their new Employee ID number.

-
rasks [ All Items vome
Flan Assigiment Changas 1 it il Y uu
Q Search: All ham 1, R
Effoctive D ate Flan Name sac Charge
018
o] Advanced Search 05/20/2025 Hourly Plen 17.00 USD Hourly
v
rarches 08082026 ¥y
Due: 06/06/2025
Effactve 05/23/2026 Process History
Stepranie Tsoroh! (025253 Jua 06/15/2025
(101702) - 28.75 Hours from
05/24/2326 (o 08/30/2025 Manags Usion Membetship= Not Reqeired
Cue 06/01/2026
ave Stepran hl (02
Effctiva: 0673072025 ’ bresis i
Subritted
elegations
M'"'g"s"'""~ o w Review Organizaton Assigrments- Nek Requined
aviaw Organizaton Assgrments = Not Requine
JRC2131 Concesaicns Cack- Bear . o
Mountain 8 Lake Welch (CE7104)
Steprania Tsowo 3 Dua 06/06/2028
Dua: 06/01/2025 ' Propose Compensatien Hita- Automatc Corplere
Complete fcl1\|~— e & oproval by R Manager
(01701 Qar~ AWSTInG Aston
Due: 06/31/2025
Effoctve 08/51/2026
e caa N\ o N
. @ ) ()
Cemplete Ferm 149 082012026 Yy . VAN J

1107638






