
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

Faculty & Staff Meal Plan Enrollment Guide 
 
 

 
 
 



Faculty/Staff Meal Plan Enrollment 
 
Please use this process to request enrollment in a Faculty/Staff Meal Plan.  
 
Employees will receive an email confirmation once the meal plan has been 
assigned. 
 

 
 
Step 1: Type “Create Request” in Search Bar and select the “Create Request” Task 

 

 
 

Step 2: At the next prompt you will select “All”: 
 

 
 

 
 
 
 



Step 3: Select “Staff & Faculty Meal Plan Enrollment Request” 
 

  
 
 

Step 4: Enter the requested Information on the form and click Submit. 
 

 



 

Once submitted, the Request will be routed to the Office of Student Account and 
the Payroll Office for Review and Approval.  Once approved, your meal plan will be 

added to your ID card, and the deductions for the selected plan will be initiated. 
You will receive a system-generated notification confirming the completion of your 

request. 
 
 
 
 

At any point in the process, you can access the My Requests task to review the 
status of your request. 

 

 
 

 
 

 
 
 
 
 
 
 
 
 
 
 

For Meal Plan related questions you may reach out to our Office of Student 
Accounting via email at stuactg@kean.edu 

 

For Payroll Deductions related questions you may reach out to our Payroll Office 
via email at payroll@kean.edu 

 
 
 
 
 
 

Please feel free to email Workday@kean.edu if you have any questions throughout the 
process. 


