How to Move Work Study (WS) Designation Between Student Jobs

Purpose

Use the following processes when a student would like to move their Work Study (WS)

designation from one student job to another.

A student may only have one active Work Study (WS) job designation at a time.

Important: This guide assumes the Work Study (WS) designation is being moved to a new

student job that is being filled through a job requisition.

If the Work Study designation is instead being moved between two existing student jobs, the

process is slightly different.

Once the current Work Study department either:

e completes a Change Job to remove the Work Study job profile from the student's current

job, or

e completes a Switch Primary Job followed by an End Job on their WS job,

The receiving department must initiate a Change Job on the student's existing job to update its

job profile to the appropriate Work Study (WS) job profile (see Next Steps at the bottom).

Definitions

e Current Manager: The manager of the student's current job that is designated as Work

Study.

e New Manager: The manager of the student's new job that will receive the Work Study

designation.

Before You Begin

If...

Then...

Student will keep current job once WS moved

Follow Scenario 1 (Change Job)

Current WS job will end and student has
multiple jobs

Follow Scenario 2 (Switch Primary Job + End
Job)

Current WS job will end and this is the
student's only job

Follow Scenario 3 (Termination or Change Job
during Ready for Hire)




Step 1: Confirm the Student's Interest
Confirm that the student would like to move their Work Study (WS) designation to their new
student job.

Ensure the student understands how moving the WS designation may affect their current
position. Some departments require the current position to remain designated as Work Study.
In those cases, the student's current WS job may need to end. Other departments may allow the
student to continue working after the WS designation is removed.

Step 2: Coordinate with the Current Department

Search for the student in Workday and identify the manager of the student's current Work
Study job. Contact the current manager to coordinate moving the student's WS designation to
the new job. The new manager or new HR Partner may use the following email template to
initiate the conversation.
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Email Template
Subject: Request to Move Work Study (WS) Designation for "Student Name"

Good afternoon,

I'm reaching out regarding "Student Name," who has requested to move their Work Study (WS)
designation from their current student job in your department to a student job in our
department.

To complete this request, a few Workday actions will be required. These can be initiated by you
as the manager or by your HR Partner. Ideally, we would like this change to be effective "Date."
Does that effective date work for you?



The required Workday process depends on whether the student can remain in their current
position after the WS designation is removed.

First, will the student be able to continue working in their current position without the Work
Study designation?

If no: Please let me know. I'll confirm with "Student Name" that they understand moving their
WS designation will require their current job in your department to end. If they wish to proceed,
you (or your HR Partner) will need to process either an End Job (if the student has other active
student jobs) or a Termination (if this is their only active student job).

If yes: The student can remain in their current position, and the WS designation can be moved

by processing a Change Job.

Review this webpage which outlines the required Workday steps for each scenario.

Please let me know if you have any questions. Thank you!

Step 3: Update the Student's Current Work Study Job
After coordinating with the student's current manager and agreeing upon an effective date,
determine which scenario below applies and complete the appropriate Workday process.

Scenario 1: Student will remain in their current job after WS is moved to new job
The current manager or current HR Partner will initiate a Change Job on the student's current
Work Study job.
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https://hr.colostate.edu/wp-content/uploads/sites/25/2026/08/How-to-Move-WS-from-one-student-job-to-another-student-job.pdf
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Scenario 2: Current job will end once WS is moved but student has multiple student jobs
1. Before ending their current WS job, the current manager or current HR Partner will need
to process a Switch Primary Job using today's date and the reason 'Primary Job is
Ending.'

Important: Always process Switch Primary Job before End Job when ending a student's
primary job.
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2. Once the primary job has been switched, the current manager or current HR Partner can
process an End Job using the agreed-upon effective date.



Scenario 3: Current job will end once WS is moved and student currently only has one student
job (only use this process if the student is receiving a new job via a job requisition)

Option 1: The current manager or current HR Partner can process a Termination on the current
WS job. This should be completed before the student is moved to Ready for Hire within the job
requisition by the new department to ensure Workday initiates a Hire Business Process instead
of Start Additional Job Business Process. If the student has already been moved to Ready for
Hire within the job requisition, please create a Workday help case requesting that this be
undone.

Option 2: Leave the current WS job unchanged. When the student reaches Ready for Hire within
the job requisition, the new department will need to ensure that Change Job is selected to
convert the current Work Study job into the new Work Study job.

Next Steps:

If the Work Study (WS) designation is being moved to an existing student job (rather than a
new job through a job requisition), the receiving department must complete the following steps
after the current department completes either Scenario 1 or Scenario 2:

e Initiate a Change Job on the student's existing job.
e Update the Job Profile to the appropriate Work Study (WS) job profile.

e Ensure the new Work Study job is designated as the student's Primary Job.
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