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Purpose: 

Guides Initiators/Managers through creating a position in Workday. 

Checklist:

 Confirm that the supervisory organization uses Position Management.

 Check whether an open position already exists before creating a new one.

 Gather required details such as supervisory organization, job profile, worker type, time type, location, availability date, 
earliest hire date, company, cost center, and budget or approval information.

 Ensure you have access to initiate the Create Position task.

 Positions must be created before job requisitions can be created, as job requisitions must be tied to an open position.

Instructions
Step Action

1 In Workday, enter Create Position in the search bar and select the task from the results.

2 Select the Supervisory Organization, then select OK.

3 Enter the required (*) information Complete the Position Request Reason, Job Posting Title and Number of 
Positions. 



Step Action

4 Complete the Hiring Restrictions section, including availability date, earliest hire date, job profile, location, and any other 
required restrictions.

Scheduled and Default Weekly Hours defaults 40, Edit the Scheduled hours as needed and check the FTE %.

Select Submit. 
5 The Change Organization Assignments task appears in Inbox. Complete organization assignments such as Company, 

Cost Center. After adding the Cost Center promoted Costing Program, Fund and Program Code. Enter the required 
(*) information by Clicking on Pencil Icon. 

Select Submit. 



Step Action

6. You will receive a task to Request Compensation Change. Select Open.

7. Select Make Changes to update the correct amount under the defaulted pay type—Hourly or Salary—for the position.

Go to 3 Dots icon on Salary tab and Click on Edit.

Add the Base Pay Amount,Currency and Frequency, Click on Save. 



Step Action

Click Approve.

8
The position creation request will route to your HR for review. From there, the request will route for additional approvals 
up the management chain. And to Payroll Admin for Paygroup assignment.

Then, it routes back to you as the initiator to Assign Costing Allocation. Click on Add and add the Manadatory fields Cost 
Center, Fund, Program Code, Distribution %.

Click Submit.

This will route back to the Budget team for review and round out the remainder of the positon creation process.



Step Action
9 The Position will route back to the Initiator for Position Restriction Additional Data details. Add the dtails and Click 

Submit.

 Depends on the Job Family Workforce HR Partner/ Academic Faculty Administrator will receive To Do to check 
the Position Attributes.

 Budget/HCM Grant Manager will create the position budget for the Position.
10 Now the Position is Ready to create the Job Requistion and review under the Supervisory Org Staffing details – Postions 

without Job Requisitions table.
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