March 2026 HR/Payroll Form Updates 

Beginning March 2, updates to several AST HR/Payroll Forms will go live. Below is a preview of the pertinent changes for these forms.

Hire or Create/Edit Position 
** formerly “Hire or Create New Position”

Create Job Requisition
· Form now accounts for updated requirements from Workday Recruitment implementation 
· Differentiates between Confidential (direct) Recruitments and Open Recruitments
· Added Benefits Eligibility Questionnaire for temporary hires
· Updated telework/hybrid/remote work questionnaire

Create New Position
· Added Job Code requirement and links to UW HR pages for Pro Staff Job Code List and the Classified Staff Job Code List

Edit Position
· Brand New Form!
· This form provides a pathway for requesting updates to existing positions, specifically changes to job descriptions 
· This form will help expedite the creation of new job requisitions for existing positions

Hire or Add Job
· Updated functionality for student employee hires being paid through Work Study 
· Clearer instructions for entering required costing split of 60% Work Study and 40% departmental funds

Update or End Employment
Reappointment/Job Extension
· PSTP supplemental questionnaire no longer required for professional staff reappointments
· Added questions required in Workday submissions for professional and classified staff extensions
· Added Benefits Eligibility Questionnaire for temporary professional and classified staff extensions
· Now configured to distinguish between hourly and salaried employees

Add Academic Appointment
· Updated functionality for Endowed Appointments to allow for submission of Endowed Supplement financial information 
