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H R S o ur c e  

W S U S y st e m Pl a n s f or C O VI DW S U S y st e m Pl a n s f or C O VI D --1 9 1 9 
V a c ci n ati o nV a c ci n ati o n   

A pril 2 8, 2 0 2 1, Pr e si d e nt S c h ul z  a n n o u n c e d  
W S U s y st e m wi d e pl a n s f or C O VI D -1 9         
v a c ci n ati o n.  

W S U i nt e n d s t o r e q uir e t h e C O VI D -1 9 v a c ci n a-
ti o n s y st e m-wi d e f or all e m pl o y e e s, v ol u nt e er s 
a n d affili at e s e n g a gi n g i n a cti viti e s at a W S U 
w or k l o c ati o n.  

T h e s p e cifi c i m pl e m e nt ati o n d at e h a s y et t o b e 
d et er mi n e d. D et ail s ar e still b ei n g d e v el o p e d 
a n d will b e c o m m u ni c at e d o n c e fi n ali z e d.  

E m pl o y e e C O VI D -1 9 V a c ci n ati o n F A Q s  ar e 
a v ail a bl e o n t h e H R S w e b sit e . A d diti o n all y, t h e 
W S U C O VI D -1 9 R e s p o n s e T e a m h a v e p o st e d 
a v ari et y of b a si c v a c ci n ati o n F A Q s o nli n e at 
W S U C O VI D -1 9 F A Q s .  F A Q s r el at e d t o t h e 
a n n o u n c e m e nt ar e b ei n g a n d will c o nti n u e t o b e 
a d d e d a n d u p d at e d a s w e k n o w m or e a b o ut t h e 
i nt e n d e d i m pl e m e nt ati o n. 

F or st u d e nt -r el at e d q u e sti o n s a n d all ot h er i n-
q uiri e s, pl e a s e e m ail c o vi d -1 9.i nf o @ w s u. e d u  

F or e m pl o y e e r el at e d q u e sti o n s pl e a s e r e vi e w 
W S U C O VI D -1 9 E m pl o y e e I nf or m ati o n  or    
c o nt a ct H R S at hr s @ w s u. e d u or 5 0 9 -3 3 5 -4 5 2 1  

N oti c e of S u m m er H o ur s N oti c e of S u m m er H o ur s   

Wit h t h e a c a d e mi c y e ar dr a wi n g t o a cl o s e, it 
i s ti m e f or m a n a g er s t o m a k e pl a n s f or s u m-
m er s c h e d ul e s. W a s hi n gt o n St at e U ni v er si-
t y’s b u si n e s s h o ur s ar e 8 a. m. t o 5 p. m. y e ar 
r o u n d. 

I n k e e pi n g wit h a l o n g-st a n di n g pr a cti c e, 
W S U will o b s er v e a s c h e d ul e k n o w n a s s u m-
m er h o ur s f or a s m a n y e m pl o y e e s a s p o s si-
bl e, w hil e still m e eti n g t h e r e q uir e m e nt t o 
s er v e t h e p u bli c fr o m 8 a. m. t o 5 p. m. S u m-
m er h o ur s will b e 7: 3 0 a. m. t o 4 p. m., wit h 3 0 
mi n ut e s f or l u n c h, d uri n g t h e p eri o d fr o m M o n d a y, M a y 1 0, t hr o u g h Fri d a y, A u g u st 1 3.  

It i s t h e r e s p o n si bilit y of t h e s u p er vi s or s a n d st aff of e a c h ar e a t o pr o vi d e s er vi c e t o t h e 
p u bli c d uri n g t h e n o o n h o ur a n d fr o m 4 p. m. t o 5 p. m. d uri n g t hi s p eri o d. S u m m er 
h o ur s ar e a p pr o v e d at t h e d e p art m e nt l e v el.  

M a n a g er s m a y a p pr o v e a n e m pl o y e e t o w or k a fl e xi bl e w or k s c h e d ul e, i n cl u di n g a 
4/ 1 0 s w or k s c h e d ul e. T h e m a n a g er i s r e s p o n si bl e f or d et er mi ni n g t h e w or k s c h e d ul e i n 
a c c or d a n c e wit h t h e n e e d s of t h e o p er ati o n s, a n d a p pli c a bl e r ul e s or p oli ci e s.  

 

I nf or m ati o n o n fl e xi bl e s c h e d uli n g: hr s. w s u. e d u/ m a n a g er s/fl e xi bl e -s c h e d uli n g  

Q u e sti o n s  P: 5 0 9 -3 3 5 -4 5 2 1 E: hr s @ w s u. e d u  

S u m m er B e n efit s: Pr e mi u m C oll e cti o n sS u m m er B e n efit s: Pr e mi u m C oll e cti o n s  

Ar e y o u o n a l e s s -t h a n-1 2 -m o nt h a p p oi nt m e nt ? If s o, 
l e ar n h o w pr e mi u m s  a n d s ur c h ar g e s will b e d e d u ct-
e d fr o m y o ur p a y c h e c k s.  

F a c ult y a n d st aff o n a c a d e mi c or c y cli c a p p oi nt m e nt s 
will h a v e s u m m er pr e mi u m s a n d s ur c h ar g e s c oll e ct-
e d fr o m t h e l a st p a y c h e c k s of t h e s pri n g s e m e st er.  

S u m m er pr e mi u m s f or lif e i n s ur a n c e will b e c oll e ct e d 
fr o m t h e fir st M a y p a y c h e c k. 

M e di c al pr e mi u m s a n d a n y s ur c h ar g e s will b e c ol-
l e ct e d fr o m t h e s e c o n d M a y p a y c h e c k.  

T h e l u m p s u m pr e mi u m will b e t h e e q ui v al e nt of s e v-
e n p a y p eri o d s ( o n e M a y c o ntri b uti o n, a n d all J u n e, 
J ul y, a n d  A u g u st pr e mi u m s).  

F or i n di vi d u al s o n 9. 5 or 1 0 m o nt h a p p oi nt m e nt s,   
d e d u cti o n d at e s will v ar y, 
b a s e d o n w h e n t h e s u m m er 
br e a k o c c ur s. 1 1 -m o nt h 
e m pl o y e e s will h a v e t h eir 
pr e mi u m s c a u g ht u p     
f oll o wi n g t h eir br e a k, if 
n e e d e d.  

Vi sit S u m m er Pr e mi u m C oll e c ti o n s  f or m or e i nf or-

m ati o n, a n e x a m pl e, a n d F A Q s.  

Pl e a s e c o nt a ct H u m a n R e s o ur c e S er vi c e s at 5 0 9 -
3 3 5 -4 5 2 1 or hr s. b e n efit s @ w s u. e d u  if y o u w a nt t o 
di s c u s s y o ur sit u ati o n wit h a b e n efit s s p e ci ali st.  

 

mailto:hrs@wsu.edu
https://payroll.wsu.edu/paydays/paydate2017/
https://hrs.wsu.edu/vaccine-requirements-for-fall-2021/
https://hrs.wsu.edu/covid-19/leave-and-work-faqs/#covid-vaccine
https://hrs.wsu.edu/
https://wsu.edu/covid-19/faqs/#vaccines
https://hrs.wsu.edu/covid-19/
https://twitter.com/CareersWSU
https://www.linkedin.com/company/wsu-jobs
https://www.facebook.com/wsuhrs
https://hrs.wsu.edu/managers/flexible-scheduling/
https://hrs.wsu.edu/employees/benefits/summer-premium-collections/
mailto:hrs@wsu.edu
https://hrs.wsu.edu/recognition/crimson-spirit-award/
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D e p art m e nt s n e e d t o s u b mit a T er mi n a ti o n a c ti o n i n W or k d a y f or e m pl o y e e s w h o s e a p p oi nt m e nt e n d s M a y 1 5t h a n d ar e n ot r et ur ni n g F all 
2 0 2 1 or h a v e a s u m m er a p p oi nt m e nt f oll o wi n g t his a c a d e mi c y e ar.   I n t h e e v e nt a f a c ult y m e m b er will n ot b e r et ur ni n g f or F all 2 02 1, b ut 
t h e y will h a v e a s u m m er a p p oi nt m e nt, a n A d di ti o n al J o b or P eri o d A c ti vit y P a y will b e s u b mi tt e d a n d t h e T er mi n a ti o n will b e s u b m i tt e d o n c e 
t h e a d di ti o n al j o b/ P A P e n d s. 
  
If a n i n di vi d u al is n ot r et ur ni n g t o w or k i n t h e F all, b e n e fit s s h o ul d e n d wit h t h e a c a d e mi c or c y cli c a p p oi nt m e nt, n or m all y b ei n g M a y 3 1.   I n 
t h e e v e nt t h es e i n di vi d u als h a v e a s u m m er a p p oi nt m e nt f oll o wi n g t h e e n d of t h e a c a d e mi c/ c y cli c a p p oi nt m e nt, pl e a s e c o nt a ct H R S -B e n e fit s 
t o d et er mi n e if t h e s u m m er a p p oi nt m e nt will e xt e n d b e n e fit eli gi bilit y b e y o n d M a y, si n c e t h at m a y n ot al w a y s b e t h e c a s e.  

A d di ti o n all y, if y o u h a v e a ni n e -m o nt h f a c ult y m e m b er or c y cli c e m pl o y e e w h o h as s u b mi tt e d a r esi g n a ti o n 

l e tt er st a ti n g t h e y will n ot b e r et ur ni n g t o e m pl o y m e nt f or F all 2 0 2 1, or a ft er t h eir c y cli c br e a k, t h e r esi g n a-

ti o n d at e s h o ul d r e fl e ct t h e l a st d a y of t h eir p ai d a c a d e mi c or a p p oi nt m e nt, i. e. M a y 1 5, 2 0 2 1.   D e p art m e nts 

ar e n ot t o a c c e pt r esi g n a ti o n l e tt ers w hi c h r e fl e ct d at es t h at d o n ot c orr es p o n d wit h t h e p ai d a p p oi nt m e nt.

O n e w a y t o m a n a g e o ur f u n d s, i n li g ht of t h e u ni v ersit y ’s b u d g et e ff ort s, is t o ti m el y c e as e t h e e m pl o y er 
c o ntri b u ti o n t o w ar d s b e n e fits f or e m pl o y e es w h o ar e n o l o n g er eli gi bl e.    
 

 
N e w vi d e o:  U p d a ti n g y o u r W -4   
C h e c k o ut t hi s n e w vi d e o d et aili n g st e p s  o n h o w  t o c h a n g e y o u r F e d e r al W-4 Wit h h ol di n g s i n W o r k-
d a y. Y o u c a n e a sil y u p d at e i nf o r m ati o n s u c h a s m a rit al st at u s, d e d u cti o n s, a n d e xt r a wit h h ol di n g 
a m o u nt s.  Mi c r o s oft St r e a m will h o st a  s e ri e s  of  H o w -T o vi d e o s f o r p r o c e s s e s f o u n d i n W o r k d a y. Y o u 
c a n a c c e s s t h e c h a n n el h e r e . 
 
C o di n g t r a n s a c ti o n s a n d w o r k t a g s  
F o r t h o s e w o r ki n g cl o s el y wit h fi n a n ci al t a s k s i n W o r k d a y, t hi s h a n d o ut o utli n e s i m p o rt a nt t y p e s of 
w o r kt a g s, s u c h a s d ri v e r, r el at e d, a n d a d diti o n al w o r kt a g s. It al s o p r o vi d e s e x a m pl e s of e a c h ki n d.  
 
C h e c k o u t t h e s e r e c e n t R e f e r e n c e G ui d e s  
T h e M o d e r ni z ati o n T e a m a d d e d n e w R ef e r e n c e G ui d e s a n d a rti cl e s t o t h e W o r k d a y K n o wl e d g e B a s e 
r a n gi n g i n t o pi c s f r o m s u m m e r f a c ult y w o r k t o i niti ati n g s hift diff e r e nti al s.  

T hi s g ui d e  p r o vi d e s st e p s t o s et u p s u m m e r p o siti o n s a n d c o m p e n s ati o n f o r a c a d e mi c f a c ult y w h o 
will w o r k d u ri n g s u m m e r. A n ot h e r g ui d e a d d r e s s e s s u m m e r g r a d u at e w o r k.   

T h e C r e at e C u st o m e r R e q u e st  g ui d e g o e s t h r o u g h t h e p r o c e s s t o i niti at e r e q u e st s s o y o u c a n g et 
n e w c u st o m e r s a d d e d i nt o W o r k d a y.  

Y o u c a n l e a r n w h e n t o fill i n t h e T a x C o d e fi el d  i n W o r k d a y a n d w h e n it s h o ul d b e l eft bl a n k wit h 
t hi s a rti cl e. I n a d diti o n, t h e r e a r e s e v e r al P -C a r d t r a n s a cti o n v e rifi c ati o n e x a m pl e s.  
 

W o r k d a y Ti p s a n d T ri c k s  
T o r e c ei v e w e e kl y ti p s t o m a k e u si n g W o r k d a y m o r e effi ci e nt, f oll o w t hi s a rti cl e s e ri e s . R e c e ntl y, t h e 
s e ri e s d e s c ri b e d h o w t o vi e w n otifi c ati o n s  i n t h e s y st e m, a s w ell a s h o w t o r e d u c e e r r o r s w h e n        
c o m pl eti n g t a s k s i n W o r k d a y u si n g m ulti pl e I nt e r n et t a b s.  

St a ff R e cr uit m e nt B a si c s  

W histl e bl o w er A ct   

   

I nt er p er s o n al C o m m u ni c a ti o n 

i n t h e W or k pl a c e    
 

W S U R et ur n t o t h e W or k pl a c e 

Pl a n ni n g G ui d a n c e -E m pl o y e es   
 

 P ur c h asi n g C ar d: N e w 

C ar d h ol d er s       
 

F o u n d a ti o n s of A c a d e mi c 

A d visi n g: P art 2   
 

m y W S U: Q u er y F o u n d a ti o n s   
 

m y W S U: A d v a n c e d Q u er y 

T e c h ni q u es   
 

B u si n ess P oli ci es, Pr o c e d ur es 

a n d R e c or d s R et e n ti o n   
 

L e a di n g Virt u al T e a ms   

List e ni n g W h e n it ’s Diffi c ult t o List e n  
 
Li b r a r y I D : 
p e _ 0 3 _ a 0 1 _ b s _ e n u s  
 
Y o u'll l e a r n c o m m o n            
mi s c o n c e pti o n s a b o ut li st e n-
i n g, h o w t o h o n e y o u r li st e ni n g 
s kill s, a n d w h at t o d o w h e n 
y o u e n c o u nt e r r o a d bl o c k s t o a cti v el y li st e ni n g. Y o u ’ll 
al s o l e a r n h o w b ei n g r e c e pti v e t o w h at ot h e r s a r e 
s a yi n g c a n g o a l o n g w a y t o b r e a ki n g d o w n t h e b a r ri-
e r s t o cl e a r c o m m u ni c ati o n.  

C o n c e ntr a ti o n: St a yi n g F o c u s e d i n Ti m es of 
Di str a c ti o n  
 
Li b r a r y I D: 1 5 1 5 6 2  
 
T hi s a u di o e diti o n e x pl ai n s 
h o w t o c o n c e nt r at e i n a w o rl d 
of b e e pi n g s m a rt p h o n e s, 
c h a n n el s u rfi n g, li v e -
t w e eti n g, p o p-u p a d s, a n d 
ot h e r di st r a cti o n s.  

https://web.microsoftstream.com/channel/e0de39d9-c837-4cef-bbed-af8b32ad48d6
https://modernization.wsu.edu/documents/2021/04/workday-basics-coding-worktags.pdf/
https://jira.esg.wsu.edu/servicedesk/customer/kb/view/165879346
https://jira.esg.wsu.edu/servicedesk/customer/kb/view/169158036
https://jira.esg.wsu.edu/servicedesk/customer/kb/view/169158096
https://jira.esg.wsu.edu/servicedesk/customer/kb/view/169156567
https://jira.esg.wsu.edu/servicedesk/customer/kb/view/169151767
https://modernization.wsu.edu/tag/tipsandtricks/
https://modernization.wsu.edu/2021/04/14/workday-tips-and-tricks-notifications/
https://modernization.wsu.edu/2021/04/07/workday-tips-and-tricks-opening-workday-in-multiple-tabs/
http://ihr.hrs.wsu.edu/skillsoft/default.aspx?c=ilt_wsu_HR_989
http://ihr.hrs.wsu.edu/skillsoft/default.aspx?c=ilt_wsu_LC_806
http://ihr.hrs.wsu.edu/skillsoft/default.aspx?c=ilt_wsu_COMM_1012
http://ihr.hrs.wsu.edu/skillsoft/default.aspx?c=ilt_wsu_COMM_1012
http://ihr.hrs.wsu.edu/skillsoft/default.aspx?c=ilt_wsu_HR_1502
http://ihr.hrs.wsu.edu/skillsoft/default.aspx?c=ilt_wsu_HR_1502
http://ihr.hrs.wsu.edu/skillsoft/default.aspx?c=ilt_wsu_SYST_295
http://ihr.hrs.wsu.edu/skillsoft/default.aspx?c=ilt_wsu_SYST_295
http://ihr.hrs.wsu.edu/skillsoft/default.aspx?c=ilt_wsu_PD_1169
http://ihr.hrs.wsu.edu/skillsoft/default.aspx?c=ilt_wsu_PD_1169
http://ihr.hrs.wsu.edu/skillsoft/default.aspx?c=ilt_wsu_SYST_994
http://ihr.hrs.wsu.edu/skillsoft/default.aspx?c=ilt_wsu_SYST_995
http://ihr.hrs.wsu.edu/skillsoft/default.aspx?c=ilt_wsu_SYST_995
http://ihr.hrs.wsu.edu/skillsoft/default.aspx?c=ilt_wsu_SYST_264
http://ihr.hrs.wsu.edu/skillsoft/default.aspx?c=ilt_wsu_SYST_264
http://ihr.hrs.wsu.edu/skillsoft/default.aspx?c=ilt_wsu_MGMT_1503
mailto:hrstraining@wsu.edu
http:/ihr.hrs.wsu.edu/skillsoft/default.aspx?c=acm_14_a01_bs_enus
http://ihr.hrs.wsu.edu/skillsoft/default.aspx?c=151562C:/Users/jacob.o.murray/Documents/Custom%20Office%20Templates
http://ihr.hrs.wsu.edu/skillsoft/default.aspx?c=151562C:/Users/jacob.o.murray/Documents/Custom%20Office%20Templates

