
 

 

Form 3503 FR.24  
Professional Student Payment Setup and Job Change Form 

Revised 9/19/2017 
 
Instructions: Use this form to either set up a new professional student for payment through Workday or to communicate a professional student job change 
requiring new payroll instructions.  This form may be used to indicate the status of multiple professional students.  Please submit completed forms via email to 
employee.services@yale.edu. 
 
 

Choose “New Setup” 
or “Job Change” 

NetID 
(uppercase) 

Hire Date 
(mm/dd/yyyy) 

Mail Code 
(xxx) 

Cost Center 
(ex. CC1234) 

Employee 
Number 

UPI Number 
(ex. 12345678) 

Name 

        
        
        
        
        
        
        
        
        
        
        
        
        

 
 
 
 

Contact Information 
Name of person completing form:  
Date form completed:  
Contact email address:  
Contact phone number:  

 
 
 

Questions? 
Please contact employee.services@yale.edu 

  

mailto:employee.services@yale.edu
mailto:employee.services@yale.edu
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