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% Management
Innovation Project
| Workday
Add academic appointment

This job aid helps users add academic appointments for academic personnel in Workday.
Academic appointments are created for paid faculty, academic professionals and non-paid
faculty or academic professionals. Most academic appointments are added to a staffing
transaction like Hire or Add Additional Job. This job aid covers initiating academic appointments
ad hoc for other scenarios like additional administrative appointments.

Note: If the academic appointment is initiated as part of a staffing transaction, the process
begins at step 5.

Initiators: Academic HR Analyst, Academic HR Partner, Dean/VP, Cost Center Manager,
Provost/EVP.

Approvers: Academic HR Partner, Dean/VP, Provost/EVP.

Start

Complete these steps to add an academic appointment ad hoc:

1. In the search bar, search for and select the worker’s name.

On the worker’s profile:

2. Select Actions.

3. Hover over Academic Faculty and select Add Academic Appointment.

Employee ID
100045

Aaliyah Employee

Associate Professor

@ Location

Actions
Worker

Frequently Used Aaliyah Employee

Start Proxy

( ) (]
Change Contact Inform... View Team

3

Academic Faculty ) I Add Academic Appointment

Compensation ’
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4. Enter the Start Date.
5. Select the Academic Unit.

Note: If you add an academic appointment as part of a staffing transaction, the

academic unit maps from the supervisory organization. If the supervisory organization

does not have an associated academic unit, Workday goes up the supervisory

organization hierarchy until it finds a related academic unit.

6. If the appointment is directly related to a position, select Employment Position.

Note: The position auto-populates if you add an appointment as part of a staffing
transaction.

Add Academic Appointment Aaliyah Employee @2

Start Date

Academic Unit

Employment Position

4

| e8/16/2024 [ {

% | wx Department of Physics-AU

OoCcMm

w P-900014 Associate
Professor - Aaliyah
Employee

7. Select Track Type.

Note: The Track Type Category populates based on your Track Type selection.

Select the Reason.
Select the Rank.

Note: The title auto-populates from the rank.

Track Type

Track Type Category

Reason

Rank

Named Professorship

Constructed Title

Title

Appointment Information

*| x Administrative Appointment

Administrative

*/| x% Add Academic Appointment >
Add Academic Appointment >
Ad Hoc Additional Appointment

‘ % Senior Program Director

(empty)

*

Senior Program Director
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10. If applicable, enter the End Date.
11. Select the Identifier.

11

Identifier * | x Administrative - Dual

Roster Percent | 100

Related Academic Unit |

12. If applicable, select the Tenure Status.

v Tenure Information

Track Is Tenure Eligible  Yes

w College of Arts and e = ‘
Sciences-AU OCM

Tenure Home *

Tenure Status *| % Tenure-Track = I

Probationary End Date 85/15/2825 E |

13. If applicable, select files to upload required attachments per ASU policy and
procedures. Select the Academic Appointments category on the upload page.

14. Select Submit.

Next steps

Adding the academic appointment is now complete. You can view the completed steps by
selecting Details and Process. Select Remaining Process to view the remaining steps in the
business process.

Typical approvers receive a task to approve, deny or send back the appointment. An approver
must provide a reason for sending the appointment back.

Workday HCM 7/23/2024
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 Workday
Add additional job

This job aid helps users add an additional job to an employee in Workday. You must have the following
before you begin:

e An unfilled position for Position Management supervisory organizations.

e A job requisition for all jobs other than international assignments or non-competitive
academic jobs.

See the Appendix for a table of job types, rules and how a primary job is designated when an additional
job is added.

Initiators: Academic HR Analyst, Academic HR Partner, Global Mobility Administrator, Global Mobility
Partner, HR Administrator, HR Analyst, HR Central, HR Partner, Primary Recruiter

Approvers: Academic HR Partner, Cost Center Manager, Dean/VP, Provost/EVP, HR Partner

Start

You can initiate the Add Additional Job process in two ways. If the job is an international assignment or
non-competitive academic job, complete step 1a. For all other additional jobs, complete step 1b.

1a. Search for and select Add Job using the search bar. Continue to step 2.

1b. Select Add Additional Job from the staffing action step from the Ready for Hire process and
select submit. Skip to step 5.

Staffing Action “ (Internal) - JR100229
Action * | select one v
select one [N

| Add Additional Job | 1b

| Change Job ‘
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2. Select the Supervisory Organization where the additional job resides.
Note: The supervisory organization defaults to the initiator’'s supervisory organization.
3. Select the Employee.

4. Select OK.

Add Job X

% Knowledge University-OCM ... = 2
Training (Martha Manager) |

Supervisory Organization *

X Ora Employee - = 3

|
TN
J |

The window displays the employee’s name and supervisory organization.

Employee *

On the Add Job page:
5. Confirm the Effective Date.

6. Select New Additional Job as the Reason.

& Add Job

Ora Employee  [+-- Knowledge University-OCM Training (Martha Manager)

Effective Date|*

06/04/2024 [

Reason * | 3 Add Additional Employee Job > =3 6
Add additional Job > New
Additional Job

In the Job Details section:
7. Select an Assignment Type if this is an international assignment.

8. If the Supervisory Organization is Position Management, either confirm the position defaulted
from the Job Requisition or select a Position Without a Job Requisition.

Note: A job requisition is not required when hiring for a non-competitive academic additional job.
9. Confirm the Employee Type.
10. Confirm the Job Profile.

11. Confirm the Time Type.
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12. Confirm the Location.

Job Details

ER CLASSROOM

Pay Rate Type Salary

7
Assignment Type = |1
. 8
Position % | 3 P106140 Academic =
Instructor I
- -9
Employee Type |#| X Regular =
Job Profile * | x Instructor = 10
|
. . I
Time Type * | » Parttime = ;
Location % | » CLASSROOM/LAB/COMPUT = 12

In the Working Time Section:

13. Confirm the Scheduled Weekly Hours.

~  Working Time

Location Weekly Hours
Default Weekly Hours

Scheduled Weekly Hours

FTE

40

40

20

50%

13
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In the Additional Details section:
14. Confirm the Business Title.
15. Select an Annual Work Period if applicable.
16. Select a Disbursement Plan if applicable.
17. Confirm the First Day of Work.

18. Select Exclude from Headcount if applicable.

v Additional Details

: 14
Business Title Instructor ’ -
. ' — 15
Annual Work Period * | » 9 Month (August 5- May 11) = |
Work Period Percent of Year 75%
— 16
Disbursement Plan Period *| x 9 Month (August 5- May 11) = |
Job Exempt
Job Category Faculty
Job Classifications FAC - Faculty (Employee Classification)

FP - Fingerprints Required (Recruiting Assessment)

Workers' Compensation Code from Job Profile  (empty)

— 17
First Day of Work B8/85/26824 E |

End Employment Date

18

Exclude from Headcount ]

In the Organization Assignments section, these fields auto-populate from the selected position or job
Requisition:

e Authorized Driver?

e Cost Center.

e Federal Funding.

¢ Fingerprints Required?
o |9

e Mail Code.

e Time Entry Method.
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~ QOrganization Assignmenis
Assign Default Organization Assignments |:|
Cost Center | w CCO0979 EA-Business Office =
Operations

Fingerprints Required? | * Fingerprints Required =

I-9 % In Person I-9 =

Time Entry Method | ® Elapsed Time (Total Time) =

Federal Funding * No Federal Funding =

Mail Code X MC-0353 =

Authorized Driver? =

19. Click Select Files to add supporting documentation if applicable.
a. Optional: Enter a Description of the attachment.
b. Select a Category.
Note: An attachment is required if the additional job is academic.

20. Select Submit.

Attachments
Offer Letter paf
+  Successfully Uploaded!
.
19a
Description ‘ Offer Letter for Academic Instructor —
4
Category [*| x Offers :_19b
Iy

20 ,

( Cancel ) (SaveforLater ) .m
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Next steps

You must perform additional required tasks to complete the add additional job process. Additional tasks
may include:

e Add Academic Appointment.

e Assign Costing Allocations.

e Assign Period Activity Pay.

o Change Organizational Assignments.
e One-Time Payment.

¢ Propose Compensation.

You can view the add additional job steps completed so far by selecting Details and Process. You can
view the steps remaining in the business process by selecting Remaining Process.

The type and nature of the additional job determine who is involved in its approval. Typical approvers

receive an additional job task to approve, deny or send back. An approver must provide a reason for
sending the additional job back.
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Appendix

When you add an additional job to an employee, Workday evaluates these rules in this order for the
employee’s primary job:

Job types Primary job result

Regular vs. Regular Fixed Term Regular is Primary
Graduate Appointment vs. Student Worker Graduate Appointment
Regular/Regular Fixed-Term vs. Variable/Variable Fixed Regular/Regular Fixed
Term/Student Worker

Variable/Variable Fixed-Term vs. Student Worker Variable

If the Proposed Job Scheduled Weekly Hours are more than the Proposed Job

Current Primary Job Scheduled Weekly Hours

If the primary job doesn’t meet these criteria, the system uses the employee’s existing job as their
primary one.
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Change a job
This job aid helps users change a worker’s job in Workday. Use this process to promote, reassign, transfer or

change worker data like FLSA status or work location.

e |If you change a worker’s job for non-competitive reasons — which occurs after recruiting — begin
from their worker profile.

e If you change a worker's job for competitive reasons — which occurs during recruiting only — and
have chosen Change Job as the staffing action, go to My Tasks to complete additional tasks.

You must select the most appropriate Change Job reason to start. See the Appendix for descriptions and
use cases for each reason.

Please note:

e Do not use Change Job to add or end a worker’s additional jobs. Refer to the Add additional job or
End jobs and terminate employee job aids.

e If you must change a worker’s job profile for an existing position, update the position using the Edit
position restriction job aid first. Then start the Change Job process.
These icons indicate actions users can take during the process:
e Pencil: Edit the section.
e Checkmark: Save changes.

e Left arrow: Undo and discard changes.

Note: Navigate to the relevant section in this job aid using the table of contents below based on the type of job
change you are initiating.

Initiators: Academic HR Analyst, Academic HR Partner, HR Central - Compensation, Cost Center Manager,
Dean/VP, Global Mobility Partner, HR Analyst, HR Central, HR Partner, Manager, Primary Recruiter,
Provost/EVP

Approvers: HR Partner, Academic HR Partner, HR Central - Compensation, Cost Center Manager, Student
Employment Office, Dean/VP, Provost EVP, Tax Manager, Global Mobility Partner, Signature Authority at ASU

Workday HCM 11/07/2024 1





Table of contents

The change job reason determines which sections and subsections of the job change process you can see and
edit. You may not see all sections and subsections listed below. To use this job aid effectively, review only
sections that you see on the screen.

Select the hyperlinks in the table below to jump to specific sections.

Each page has a link in its footer to return to this table of contents.
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Start

Complete these steps to change an employee’s job:

1. Navigate to the worker’s profile.

2. Select Actions.

Gregor Employee
Student Worker | 9

3. Hover over Job Change, then select Start Job Change.

Compensatios *

3 3
Job Change™ Start Job Change ™5
Manage Work 3 Change Business Title

Confirm the Worker.
If the worker has multiple jobs, select the Job to change.
Select the Change Job reason for What do you want to do?

Note: You may only select change job reasons for which the worker is eligible.

Start Job Change X

Worker *

‘ » Gregor Employee

Job *

5
‘ » P106075 Student Worker | - Gregor Employee - ) :ﬂ

What do you want to do? *

6
‘ x FLSA Status Change ‘

7. Select OK.
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Start details

1. Enter the effective date for When do you want this change to take effect?

2. If the job change must be effective by the next pay period, select Do you want to use the next pay
period?

When do you want this change to take effect?

a7/22/2824 [F

1

Why are you making this change? *

Promation - Non-Competitive

Do you want to use the next pay period?

v
LB

3. Confirm or select the manager for Who will be the manager after this change?

4. If you change supervisory organizations, select the new proposed supervisory organization under
Which team will this person be on after this change?

5. Confirm or select a location for Where will this person be located after this change?

Who will be the manager after this change?

w% Martha Manager - =
3
Which team will this person be on after this change?

w OCM Scheduling JM 5 —
(Martha Manager) ‘
4

Where will this person be located after this change? *

% Arizona State University . —
ASU
= 5

6. Select Start.
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Move

Opening
Complete this section if you are changing managers or supervisory organizations.

Select an action for What do you want to do with the opening left on your team?

2. If you plan to backfill this headcount and the position is available for overlap, select Is this position
available for overlap?

What do you want to do with the opening left on your team? *

| plan to backfill this headcount v

Is this position available for overlap?

- 2

Job

Complete this section to change the position and job details.

Position

Complete this subsection if your proposed supervisory organization’s staffing model is Position Management.

1. Confirm or select an existing position for the Position field.

Note: If you change the job for non-competitive reasons, select a position without a job requisition.

Position

P-900006 Director

» P-900006 Director ---

If there is no existing position to select, choose Do you want to create a new position?

If you create a new position and do not intend to backfill the current one, select Close the current
position?
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Do you want to create a new position?

2
Job Requisition

empty)

Close the current position?

L 3

4. If you select an existing position and the current one is available for overlap, select Is the current
position available for overlap?

| Is the current position available for overlap?

v
= 4

Job Profile

5. Confirm or change the Job Profile.

Job Profile * l

5

# Administrative Professional - e

Note: For Position Management supervisory organizations, the proposed job profile must match a job
profile specified by the position’s restrictions.

Note: The pay rate type for this job profile must match your selection in the Administrative subsection.

Business Title

6. Confirm or change the Business Title.
|

Business Title

6

Administrative Professiona | ‘

Location

Location details

1. Confirm or change the Location.

Note: If the job is fully remote, select a location ending in “-Remote.” The worker must have an
approved flexible work arrangement to select a remote location.
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Location + | x STUDENT SERVICES
BUILDING

Note: All locations must be in the ASU HCM LOCATIONS hierarchy. To ensure you select an
appropriate location, search Locations by Location Hierarchy and select ASU HCM LOCATIONS in the
dropdown.

Location * Qv

% Arizona State University
ASU

Search

¢ Locations by Location
Hierarchy

ASU HCM LOCATIONS >

2. Confirm or change the Scheduled Weekly Hours to update the worker’s FTE.

Scheduled Weekly Hours 2

‘ 40

Details

Administrative

1. Select or confirm the Employee Type.

Note: If you choose Variable/Temporary or Variable Fixed Term or Student, this job does not contribute
to benefits eligibility.

2. If Scheduled Weekly Hours is 40, select Full Time for Time Type.
If Scheduled Weekly Hours is 0, select PRN for Time Type.
If Scheduled Weekly Hours is any other value, select Part Time for Time Type.
3. Select or confirm the Pay Rate Type.
Note: This must match the pay rate type of the job profile selected in the Job Profile subsection.
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Employee Type * '
1
% Regular =
Time Type *
2
Pay Rate Type
3
X Salary =

If you select Regular Fixed Term or Variable Fixed Term as the employee type, select the End
Employment Date.

End Employment Date *

87/38/2024 [

4

Note: Before the End Employment Date, change the date or end the job.

e To change the date, begin a new Start Job Change task and select Modify End Date as the
Change Job reason.

e Refer to the End jobs and terminate employee job aid if you must end the job.

If you change the international assignment duration, change the Assignment Type.
If you completed step 28, confirm the Expected Assignment End Date.
|

Assignment Type *

1)

X Long-term (>=4 months) [4

Expected Assignment End Date

06/30/2025 [
6

Academic

Complete this section if your job change may impact the academic pay period.

Note: The Annual Work Period and Disbursement Plan Period must match unless the employee has an
approved Pay Option Change Request.

7. Confirm or change the Annual Work Period, which is the contract or appointment period for the

academic employee.
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8. Confirm or change the Disbursement Plan Period during which the academic employee receives base
pay for this job.

Annual Work Period

»* 9 Month (August 7 - May 12)

Work Period Percent of Year

75%

Disbursement Plan Period *

* 9 Month (August 7 - May 12) =

Organizations

Complete this section to change the job organization assignments.

Cost Center

1. Confirm the Cost Center.

Cost Center * 1 l
% CC1413 ET - Personal =
Services
Costing
2. Confirm the Fund.
Fund |
2

#x FD7920 Payroll Default Sup Org — ‘

Other

3. If a fingerprint check is required, select Fingerprints Required.

Note: If you add Fingerprints Required and select a non-competitive Change Job reason, initiate a
fingerprint check after submitting this task.

Search and choose the Select Background Check Package task to initiate a fingerprint check. Select
the Worker's name as the Recipient and select OK. Select Fingerprinting as the Name of the
package. Then select Submit.
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The employee receives instructions via My Tasks to begin the fingerprinting process.

Fingerprints Required?

3
® Fingerprints Required - — |J
4. Confirm the Federal Funding.
Federal Funding |
4

* Mo Federal Funding =

i

5. Confirm the Mail Code.

Mail Code

5
X MC-0353 (+v) =

6. If the position or job requires driving, select Driving Required.

Authorized Driver? |
6
X Driving Required = ‘

Compensation

Complete this section if the job change impacts compensation or exemption status.

Note: Go to the Guidelines subsection for your job profile’s compensation range.

Note: If the Grade or Grade Profile is incorrect, review the job profile in the Job Profile subsection. If you can’t

change the job profile, delete this task, edit the position’s restrictions, then begin the Start Job Change task
again and continue to this step.
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Guidelines

Total Base Pay Range 4
® 23.37-29.21 - 35.05 USD Hourly added
x 20.00-23.50-27.00 USD Hourly removed

Compensation Package

General Compensation Package

Grade
Staff Non-Exempt

Grade Profile
e Grade 5 added
x Grade 1 removed

Salary or hourly

1. Confirm or change the salary or hourly details.
a. Change or confirm the Amount.

Note: If the compensation plan is a Salary plan, assume 100% FTE for the Amount. Workday
prorates the amount based on the Scheduled Weekly Hours.

Note: If you select FTE Change as the Change Job reason, do not change the Amount.

Note: If you select FLSA Status Change as the Change Job reason, the Amount must equal
the current pay rate.

You are responsible for converting the pay rate correctly without changing total pay on
the job or position.

The hourly and salary rate changes based on the 100% salary or FTE rate, work period,
disbursement period and changes to compensation plans — hourly to salary, salary to hourly,
between academic salary plans.

Amount *

Amount Change

Percent Change

b. Select the Additional Details header.
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c. If you selected Regular Fixed Term or Variable Fixed Term for the Employee Type, enter the
Actual End Date.

Note: The Actual End Date must match the Employment End Date in the Administrative
subsection.

b
~  Additional Details

Expected End Date

‘ 11/01/2024 [

Actual End Date

c
‘ 11/81/2024 [0 |

Allowance

2. Select Add and then the Compensation Plan if you add a compensation plan.

Allowance

e ™, 2 Compensation Plan

I‘\ Add __/I : 2
% Car Allowance =

3. Enter or confirm compensation plan details.
a. Enter the Amount.
b. Confirm the Frequency.

Amount *

30.00

Currency *

| x usp E|
|

Frequency *

* Semimonthly 3

c. Select the Additional Details header.
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d. Enter the Actual End Date.

c
~  Additional Details

Expected End Date

‘ 11/81/2024 [0

Actual End Date
d
‘ 11/81/2024 [0 |

Attachments

Documents

Attach supporting documentation like an email approval, accepted offer letter, amendment or promotion letter.

1. Upload supporting documentation.
a. Select Add.

Attachments

Documents

Add

b. Select Attach, then the file to upload.
c. Select Offers as the Document Category.
d. Enter a file description.

File b

Attach
( )

Document Category *

X Offers -

Comment

Change Job Offer Letter

To upload another file, repeat the process above.

Selecting Submit is the final step in any change job business process, which is then routed for review,
approval and other related tasks.
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Next steps

Your job change request is submitted. Additional steps are now required. Selecting Details and Process lets
you view the steps completed thus far and the next steps.

If you changed the supervisory organization, the job change request routes to the receiving department for
review.

After you complete a submission and any approvals, go to My Tasks and complete each additional task you
receive.

They may be the following tasks:

e Assign Costing Allocations.
e Manage Period Activity Pay.

e Request One-Time Payment.

Workday HCM Back to table of contents 11/07/2024
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Appendix

Job change reasons are categorized as competitive or non-competitive. Competitive job changes go through
the recruiting process, while non-competitive job changes do not. Review the tables below to select the most
appropriate job change reason.

Depending on the employee’s worker data, some job change reasons may not be available for the employee.

Non-competitive data change reasons

All non-competitive data changes must meet the following criteria:

e No change to the compensation rate.

¢ No change to management or job level.

¢ No job requisition tied to the proposed position.

Change Job reason Description

FTE Change

Change an employee’s scheduled weekly hours and FTE status. This impacts
compensation by keeping the employee’s pay rate constant and prorating
compensation based on the new FTE status.

Do not use this reason if the FTE status change causes an employee's salary to
decrease below the exempt threshold. Use the FLSA Change reason below
instead.

FLSA Status Change

Change an employee’s job profile due to a change in FLSA status according to
FLSA Compliance efforts.

Use this reason if there is no change to the compensation rate and the job change
is due to an FLSA status change. Otherwise, consider using other Change Job
reasons or initiate an ad hoc Request Compensation Change task.

Before initiating Change Job, complete the Edit Position Restrictions task to
update the position’s job profile. Then initiate Change Job using this reason.

Location Change

Changing an employee's physical work location may impact pay and benefits.

This is used if an employee works remotely full-time or reports to a new office due
to a job change.

Academic Pay Option
Change

Use if an academic employee is approved for a change to Annual Work Period —
AWP — and Disbursement Plan Period — DPP — effective July 1, 2025.

Also, use it if there is no change to compensation, position or job profile.
Otherwise, use another Change Job reason or initiate an ad hoc Request
Compensation Change.

Workday HCM
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Change Job reason

Description

Modify End Date

Change a fixed-term position’s end date.

Note that pay and employment continue after the end date unless a termination,
change job or compensation change is submitted.

Non-competitive promotion reasons

All non-competitive promotions must meet the following criteria:

¢ A change in the job profile.

e Increased management or job level.

¢ No job requisition tied to the proposed position.

Change Job reason Description

FTE Change

Change an employee’s scheduled weekly hours and FTE status. This impacts
compensation by keeping the employee’s pay rate constant and prorating
compensation based on the new FTE status.

Do not use this reason if the FTE status change causes an employee's salary to
decrease below the exempt threshold. Use the FLSA Change reason below
instead.

FLSA Status Change

Change an employee’s job profile due to a change in FLSA status according to
FLSA Compliance efforts.

Use this reason if there is no change to the compensation rate and the job change
is due to an FLSA status change. Otherwise, consider using other Change Job
reasons or initiate an ad hoc Request Compensation Change task.

Before initiating Change Job, complete the Edit Position Restrictions task to
update the position’s job profile. Then initiate Change Job using this reason.

Location Change

Changing an employee's physical work location may impact pay and benefits.

This is used if an employee works remotely full-time or reports to a new office due
to a job change.

Faculty/academic
professional
promotion

Promote an academic employee into a new or existing position without a job
requisition or keep them in their current position to show progression through the
academic track. This promotion typically occurs when the fiscal or academic year
starts, depending on their academic appointment.

Academic employees must receive a pay increase when promoted. Otherwise,
consider using a different Change Job reason or a standalone ad hoc Request
Compensation Change task.

Workday HCM
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Change Job reason Description

Promotion — Non-
competitive

Promote an employee into a new or existing position without a job requisition or
keep them in their current position.

This type of job change must include increased management or job levels. It may
involve an increase in pay or compensation grade, change in weekly hours, time
type, employee type or benefits eligibility.

Non-competitive reassignment reasons

All non-competitive reassignments must meet the following criteria:

¢ A change in the job profile.

e Decreased management or job level.

¢ No job requisition tied to the proposed position.

Change Job reason Description

Voluntary
Reassignment —
Non-competitive

Reassign employees to a new or existing position or keep them in their current
position voluntarily.

This type of reassignment may decrease their compensation grade and amount.

There may be a change in location, weekly hours, time type, employee type or
benefits eligibility group.

Involuntary
Reassignment

Reassign an employee to a new or existing position or keep them in their current
position for an involuntary reason.

This type of reassignment may decrease the compensation grade and amount.

There may be a change in location, weekly hours, time type, employee type or
benefits eligibility group.

PD Involuntary
Demotion

Use for a classified staff progressive discipline demotion through SPP 809.

Workday HCM
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Non-competitive transfer reasons
All non-competitive data changes must meet the following criteria:

¢ No change to management or job level.

¢ No job requisition tied to the proposed position.

Change Job reason Description

Move the employee to a new or existing position or keep them in their
current one.

Non-competitive Lateral This type of transfer may cause a change in the supervisory organization,
manager, job profile, compensation grade and amount, weekly hours, time
type, employee type and benefits eligibility group.

Competitive reasons

All competitive job changes require a job requisition and must go through the recruiting process.

Change Job reason Description

Promotion - Competitive Competitive equivalent to Promotion - Non-competitive reason.
Competitive Lateral Competitive equivalent to Non-competitive Lateral reason.
Voluntary Reassignment - Competitive equivalent to Voluntary Reassignment - Non-competitive
Competitive reason.
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Create a job requisition for academic personnel

This job aid helps users create job requisitions for academic personnel in Workday. Academic personnel
recruiting happens in APARS Faculty Search. You create the job requisition to link the candidate from APARS
Faculty Search to Workday and complete the hire.

Initiators: Academic HR Analyst, Academic HR Partner, Manager

Approvers: n/a

Start

Complete these steps to create an academic position and job requisition:

Search for and select Create Job Requisition in the search bar.
Enter the Supervisory Organization.

Select Create New Position or For Existing Position.

Select Employee as the Worker Type.

Select OK.

o &~ 0 Ddh =

Create Job Requisition X

Copy Details from Existing Requisition ‘

1]
N

w Knowledge University-OCM
Training (Martha Manager) |

Supervisory Organization *

© Create New Position (7, 3
() For Existing Position

) For Multiple Existing Positions

Worker Type # | Employee v

. S |

Cancel

The Create Job Requisition page begins with the recruiting information section. Some fields are pre-populated
if you selected For Existing Position in step 3. Other fields, like in step 6, only appear if Create New Position
was selected.
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6. Enter the Number of Openings. This determines how many identical positions will be created and
filled by this job requisition.

7. Select Reason.
8. Enter the Recruiting Start Date.
9. Enter the Target Hire Date.
10. Optional: Enter the Target End Date.
Note: The Target End Date is only required for fixed-term employee types.

Number of Openings 6 A Vv
1 I )

Reason * 7

Spotlight Job

-

Replacement For

Recruiting Start Date *

‘ 06/12/2024 [ ‘

Target Hire Date * 9

‘ MM/DD/YYYY [ ‘

Taraet End Date

10

‘ MM/DD/YYYY [ ‘

11. Select Next, which directs you to the Job section.
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12. Enter the Job Posting Title.

13. Enter the Justification.

14. Select or confirm the Job Profile.

15. Select Additional Job Profiles to allow flexibility at the time of hire.

Note: Additional job profiles should be added when hiring for open-rank positions. Faculty Associates
should also list these job profiles:

o Faculty Associate.

o Faculty Associate Non-Exempt.

o Instructional Professional Session.

o Instructional Professional Session Non-Exempt.
o Summer Instructor.

o Summer Instructor Non-Exempt.

Job Posting Title * 12 a v

Faulty Associate |

Justification * 13

This position is needed because...

v
Job Profile * 14
% Faculty Associate - = |
Additional Job Profiles 1 5
x Instructional Professional s

Session

w Faculty Associate Non-
Exempt

s Instructional Professional
NE

* Summer Instructor -

% Summer Instructor Non-
Exempt

16. Optional: Enter the Job Description.

Note: The Job Description Summary may list the minimum qualifications from the job profile and cannot
be edited.

Job Description Summary

Faculty associates are appointed on semester or annual, fixed term appointments,
are not eligible for promotion, and are not members of the Academic Assembly.
Individuals in this rank are qualified by training and experience to teach university-

Job Description *

B I U

1>
i
P

Essential Duties:

Desired Qualifications:

Working Environment:

Additional Job Description

B I U A

[}
o

Department Statement:
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17. Enter the Worker Sub-Type.
18. Enter the Time Type.
19. Optional: Enter the Remote Type.

Note: Edit fully remote or partially remote for Remote Type. Select Fully Remote if this position does
not report to an ASU site. Select Partially Remote if this position has a hybrid work option.

20. Enter the Primary Location.

Note: All locations must be in the ASU HCM LOCATIONS hierarchy. To ensure you select an
appropriate location, search Locations by Location Hierarchy and select ASU HCM LOCATIONS in the
dropdown.

Search

¢ Locations by Location
Hierarchy

ASU HCM LOCATIONS >

21. Enter Scheduled Weekly Hours.

Worker Sub-Type * 1 7
Time Type * 1 8
Remote Type

19

Primary Location *

iij

Primary Job Posting Location * 20
= ‘

Additional Locations

| =|

Additional Job Posting Locations

| =)

Scheduled Weekly Hours 21

o

Note: In the Jobs section, Link to Evergreen Requisition, Compensation Details and Questionnaires are
unnecessary for this business process.

22. Select Next. The Skills section is not needed for this business process.

23. Select Next. The Qualifications section is not needed for this business process.

24. If necessary, select Edit to edit Cost Center or Costing.

Note: These all default from the supervisory organization.
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Cost Center 24

Cost Center * Vi

CC0979 EA-Business Office Operations

Costing
Fund Vd

FD7920 Payroll Default Sup Org

25. If the position is grant-funded or a federal work-study, select Edit and select the appropriate Federal
Funding value. This defaults to No Federal Funding.

26. If the position is fully remote, select Edit and Remote Anywhere 1-9.
27. If authorized driver status is required, select Edit and select Driving Required.
28. If fingerprints are required, select Edit and select Fingerprints Required.

Note: If fingerprints are not required on the job profile but are required for the position, then select
fingerprints required.

29. Optional: Select the Mail Code.

Other ”
25
Federal Funding 4 ‘
No Federal Funding |‘
26
19 4
In Person I-9 |
27
Authorized Driver? V4
|
28
Fingerprints Required? 4
, , , I
Fingerprints Required
29
Mail Code 4

30. Select Next to navigate to the Compensation section. Skip the Attachments section.
31. Select Edit to enter Amount.
Note: The job profile determines the compensation plan and pay range.

Note: The pay amount can be adjusted during the offer. It routes for reapproval if the amount is more
than what was initially approved on the job requisition.
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Compensation Plan

Salary Plan

Total Base Pay Range

42,000.00 - 92,000.00 - 142,000.00 USD Annual
Apply FTE%

Yes 31

Amount *

0.00

Currency *

x USD

Frequency *

* Annual

32. Select Next.
33. Select Add to assign roles for the Primary Recruiter.

Assign Roles

33

Add

34. Select Edit and enter Primary Recruiter.

35. Select Assigned To and enter the Primary Recruiters for the requisition. You should assign multiple
people as Primary Recruiter.

Role * QA v

® Primary Recruiter = |

i *
Assigned To 35

»x P105967 Teaching Learning ... =1
Specialist - Holly HR

% P105045 Training Specialist ...
- Anwar HR

w% P105963 Teaching Learning
Specialist - Martha Manager

36. Select Next.

37. Review job requisition.

38. Select Submit.

39. Navigate to My Tasks and select Edit Additional Data task.
40. Enter the APARS Faculty Search Position ID.
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41. Select Submit.

ﬁ {g? o Created: 06/12/2024 | Effective: 06/17/2024
Edit Additional Data  Job Requisition: JR100164 Faculty Associate for Business Management (==

Custom Object APARS Faculty Search Position ID

APARS Faculty Search Position 1D

40

Position ID * ‘

enter your comment

41
«»

42. Navigate to My Tasks and select the Medical Surveillance Questions task.
43. Complete the questionnaire.
44. Select Submit.

Next steps

Contact the APARS Recruiter and enter the job requisition number in the APARS Faculty Search. The APARS
recruiter sets the application status to “Send Candidate to Workday.” The candidate appears on the job
requisition in either the Offer or Background Check stage. The Primary Recruiter can then complete the hiring

process.

If you wish to post to third-party advertising sites, use the Create Request business process. See the Create
Request job aid for instructions.
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Create position for admin/staff/students

This job aid helps users create administrative, staff and student positions in Workday. You can create positions
to recruit candidates immediately or in the future. Positions can only be created in Position Management
supervisory organizations. Job Management supervisory organizations do not allow positions because they do
not have employees sitting in tracked positions.

Refer to the Create Position and Job Requisition for Academics job aid for guidance on creating academic
positions.

Initiators: Academic HR Analyst, Academic HR Partner, HR Administrator, HR Analyst, HR Central, HR
Partner, HR Central - Recruitment, Recruiting Administrator

Approvers: HR Partner, Academic HR Partner

Start

Complete these steps to create a position:

1. Search for and select the Create Position task in the search bar.
2. Select the position’s Supervisory Organization.
3. Select OK.

Create Position

% HR (Martha Manager
(Inherited))

Supervisory Organization | *

3

«»
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4.
5,

6.

Note:

these

Select the Position Request Reason.
Enter the Job Posting Title.

Enter the Number of Positions. This indicates how many identical positions you want to create.

Identical positions are distinguished by a number based on how many positions you enter. Remove
numbers from the job requisition name and business title during recruitment. The number of created

positions is also the number of costing allocations you must assign.

10.

Create Position sy

Supervisory Organization HR (Martha Manager (Inherited))
- = 4
Position Request Reason | * w Create Position > Create = I
Position > New Position
; ~ 5
Job Posting Title * | Office Specialist 1 |
6
Number of Positions * |1 |

Select the Hiring Restrictions tab.
Select the Availability Date.

Note: This is the earliest date a job requisition can be opened for the position. If you date a position for
the future, you cannot act on it, and it will not appear in reporting until that date.

Select the Earliest Hire Date. This is the earliest date the position can be filled.
Note: The earliest hire date cannot be before the availability date.

Select the Job Profile.
Hiring Restrictions Qualifications
7
- 8
Availability Date x| 82/20/2024 [ ’
' 9
Earliest Hire Date *| 92/20/20824 [ |
10
Job Profile *| x Specialist =

Note: You must select the correct job profile because it determines the exemption status,
compensation grade and other position-specific information in the job description. Select Related

Actions next to each Job Profile to review the job description and determine the best job profile for the
position.

Headers in the Job Description populate as a template, letting you further describe the position.
Sections include essential duties, desired qualifications and working environment.
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Job Profile *| x Accountant1 (:+)

Job Description Summary Associate's degree and one (1) year of experience appropriate 1o the area of assignment/field; OR, Any equivalent combination of
experience and/or training from which comparable knowledge, skills and abilities have been achieved.

Format B I U A ¥ ”

»

Job Description

Essential Duties:

Desired Qualifications:

Working Environment:

Location +| x BUSINESS =
ADMINISTRATION e
BUILDING

Time Type * | x Fulltime = ‘

Worker Type *| % Employee = ‘

11. Optional: Enter a Job Description.

Note: The Job Description Summary includes the minimum qualifications for the required education
and experience and cannot be edited. This information auto-populates from the job profile.

12. Select a Location from the ASU HCM Locations hierarchy.

Note: Select ASU HCM Locations in the dropdown. Locations are organized by campus. Select the location
that most closely aligns with the supervisory organization and the nature of the position.

13. Select the Time Type.
Note: If you select full-time, 40 hours per week must be scheduled. If the proposed time type is PRN — Pro Re
Nata/As Needed — then scheduled weekly hours must be zero. Everything else is part-time.
14. Select the Worker Type.
15. Select the Worker Sub-Type.
Note: See the Appendix for descriptions of worker sub-types.
16. Enter the Scheduled Weekly Hours.

Job Description Summary  Specialist
Job Description 11 MNoma B I U & R U
Test
4
Location %| x R761776 EYESTREETNW .. = 12
|
Time Type *| X Fulltime = 13
»
Worker Type *| x Employee = 14
Worker Sub-Type *| X Regular = 15
Default Weekly Hours 40
- 16
Scheduled Weekly Hours | * | 40 |
FTE 100%
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Note: The FTE % is based on the Scheduled Weekly Hours divided by 40 hours. If the FTE is under 100%, the
salary prorates to the amount based on the FTE when the compensation is set.

17. Select Submit.

Next steps

Next, change the organizational assignments and assign costing allocations for the position. For more
guidance, refer to the Change Organizational Assignments and Assign Costing Allocations job aids.

View completed steps by selecting Details and Process. View the remaining steps in the business process by
selecting Remaining Process. The type of position and its attributes determine who is involved in the approval
process. Typical approvers receive a task to approve, deny or send back the position. Approvers must include
a comment for further action if they send the position back.

Appendix

This table outlines worker sub-types and their descriptions.

An employee who works 90 days or more. May be eligible for benefits based on

Regular FTE and employee classification. Reg/temp = R (Regular).

An employee with an expected end date. May be eligible for benefits based on
FTE and employee classification. Reg/temp = R or L (Regular or Nt/NC Acd).

You are not required to assign the fixed term sub-type to all employees who are
hired with an expected end date. The end date does not end the job, pay or
benefits automatically, but can be used for reporting purposes. You must modify
the end date if the employee’s assignment is reduced or extended. Otherwise,
you must end the job or change the position to another sub-type at the end date.

Regular Fixed Term

Student A student worker/employee (SW I-V). Employee classification = STU.

An employee with an expected end date. May be eligible for retirement based on
hours worked. Reg/temp = H (Variable).

You are not required to assign the fixed term sub-type to all employees who are
hired with an expected end date. The end date does not end the job, pay or
benefits automatically, but can be used for reporting purposes. You must modify
the end date if the employee’s assignment is reduced or extended. Otherwise,
you must end the job or change the position to another sub-type at the end date.

Variable Fixed Term

An employee expected to be employed less than 90 days at any FTE. May be

eligible for retirement based on hours worked. Reg/temp = H (variable).
Variable/Temporary

Do not use this sub-type for student workers. All student workers should be

classified as Student.
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Direct hire for academic personnel

This job aid helps users complete a direct hire for academic personnel in Workday. Only use this process
when you know your intended hire — this process does not go through recruitment. The offer is attached
during the Hire business process and a background check is initiated.

Initiators: Academic HR Analyst, Academic HR Partner, Dean/VP

Approvers: Academic HR Partner, Cost Center Manager, Dean/VP, Provost/EVP

Start

Complete these steps to begin a direct hire for an academic job profile:
1. Enter Hire Employee in the search bar.
2. Enter the First Name.
3. Enter the Last Name.
4. Optional: Select Contract Details. Then enter the Email Address.

5. Select Search.

a. If results appear, select the correct pre-hire profile, then select Start Hire and continue to step
11.

b. If no results appear, select Create New Pre-Hire and continue to step 6.

Search for Person b
Note: ~ Contact Details
If you enter Date of Birth, National 1D, or Previous Role
Details, you must enter 1 or more other personal or Country Phone Code
contact detail. ]
Country * | * United States of America (+1) = |
. * United States of America = lPhone Number i
~ Personal Details Email Address
First Name '
Middle Name ' > Previous Role Details
| | 5
'd
Last Name 3 | Search |
Workday ID Type
Date of Birth 5a = 5b .
|' MM/DD/YYYY E | |  Create New Pre-Hire |/ Cancel |
. J . v AN A
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6. Enter the First Name.
7. Enter the Last Name.

8. Select Contact Information.

Legal Name Information Contact Information

A

Country *| X United States of America

Prefix = |
6

First Name * Y

Middle Name |

Last N\ame *

Suffix

9. Under Email, select Add and enter the Email Address and Type.

10. Select OK.

Legal Name Information Contact Information
Phone

Email 9

Add
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11. Enter the Hire Date.

12. Select the Reason.

Note: If this employee is a rehire, confirm the Hire Reason aligns with their latest termination date.
13. Select the Position.

Note: The Employee Type, Job Profile, Time Type and Location populate from the position. You
manually enter all Job Details if you use a Job Management supervisory organization.

Hire Employee

1
MI/DC/YYYY [ ‘

Hire Date *

12

Reason *

Job Details
13

Position *

Employee Type *

Job Profile *

Time Type *

Location *

14. Enter Scheduled Working Hours.

Note: This auto-populates when using a Position Management supervisory organization.

+~ Working Time

Default Weekly Hours 0
14

Scheduled Weekly Hours 0 |

FTE 0%
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Under Additional Information, complete the following:
15. Enter or Update the Business Title.
16. Select the Annual Work Period.
Note: This does not apply to Faculty Associate job profiles.
17. Select the Disbursement Plan Period. This does not apply to Faculty Associate job profiles.

18. Confirm the First Day of Work. This populates based on the Hire Date, and the two dates should
match.

19. Optional: Enter the End Employment Date for Fixed-Term employees only.

v Additional Information
15

Business Title | |

Annual Work Period *

16

Work Period Percent of Year

Disbursement Plan Period =*

17
Job Exempt

Job Classifications FAC - Faculty (Employee Classification)

18

First Day of Work 89/086/2624 [ |

End Employment Date
ploy 19

20. Click Select Files to add an attachment. An offer letter must be uploaded for Academic Direct Hire.

Select Offers for the document category.

21. Select Submit.
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22. Select Change Organization Assignments in My Tasks.

Note: These default based on the supervisory organization. They may be updated based on the
selected candidate.

Note: If Fingerprints Required? is selected, it does not trigger a fingerprint check. If a fingerprint
check is required, it will be initiated ad hoc after the hire.

23. Confirm the 1-9 is to be completed in person or remotely. Only select Remote if the employee does not
report to an ASU site and has a “[State Abbreviation] - Remote” work location.

24. Confirm Federal Funding. Update if the position is Grant Funded.
25. Confirm or enter the Mail Code.

26. If the position requires driving but is not indicated in the job classifications for the job profile, select
Driving Required in the Authorized Driver? field.

Other

Fingerprints Required? 7

Fingerprints Required

1-9 e 23

In Person I-9

Time Entry Method Z

Elapsed Time (Total Time)

Federal Funding & 24

No Federal Funding |
25

Mail Code Z

MC-0353

Authorized Driver? d 26

Driving Required

27. Select Submit.
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28. Select the Background Check for Hire task in My Tasks.

29. Select the Name of the Background Check Package.

Note: Most academic job profiles use the Staff/Faculty/Student & Volunteers background check

package. A fingerprint package should not be selected. If one is required, initiate it ad hoc after completing
the hire.

30. Select Submit.

Note: If completing a direct hire into a Job Management supervisory organization, a To-Do step appears in
the Primary Recruiter's inbox once the candidate is moved to the Background Check stage. It will prompt
the Primary Recruiter to add a position to the Pre-Hire profile before the background check integration is

run. This allows the candidate’s SSN and DOB to return to Workday. See the last page of this job aid to
see more details.

Y7 @y T Created: 09/09/2024

Select Background Check Package
29

Name *

Description  (empty)

> Details

30

m ( Save for Later } ( Cancel >|
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31. Select the Propose Compensation Hire task in My Tasks.

Note: If the job family is session faculty, the Add Period Activity Pay task is prompted. See the Period
Activity Pay job aid for more information.

32. Under Salary, select Edit to enter the salary amount.

33. Enter the Amount and select Save.

34. Select Submit.

Compensation Plan

Academic Salary Plan

Total Base Pay Range
0.00-500,000,000,000.00 - 1,000,000,000,000.00 USD Annual

Apply FTE%

Yes

Amount * 33

|033\

Currency *

|XUSD

Frequency *

| X Annual

> Additional P

. N N ™
(
Y Deny /I \ Save for Later /I \ Close )
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35. Select Assign Costing Allocation in My Tasks.
36. Select the Costing Allocation Level.

37. Optional: Select Copy Position Restriction Costing Allocation to assign the costing allocations from
the position.

38. Optional: Select Add to assign a new Cost Center and Program.

Note: The Costing Allocation must be added for grant-funded positions and Job Management supervisory
organizations. See Assign Costing Allocation job aid for more instructions.

¢ 8 L7 Created: 06/26/2024
Assign Costing Allocation for Hire Employee

Event Details

Event Costing Allocation for Hire: Carter Candidate

Effective Date  07/15/2024

Costing Allocation Details

36

Costing Allocation Level * | select one v

Earning (empty)

Copy Position Restriction Costing Allocation

38

37

Next steps

An Employee ID, ASURITE and Campus ID are created for the new hire. The manager and initiator of the Hire
will receive a notification once this is complete.

Next, you must complete the Onboarding Setup. See Setup New Hire Onboarding job aid for instructions.
Complete the new hire onboarding setup promptly; otherwise, the employee cannot begin onboarding tasks. If
you do not submit the task within three days, it is automatically submitted for you.

The initiator may also receive other tasks like:

e Add Academic Appointment task.
e Add Flexible Work Arrangement task.
e Manage Period Activity Pay if the job family is session faculty.

e Request a One-Time Payment task.
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Edit Pre-Hire

Once the Candidate is moved to the Background Check stage, a To-Do appears in the Primary Recruiter's
inbox to add a position to the Pre-Hire profile before running the background check integration. This allows the
Candidate’s SSN and DOB to return to Workday.

1. Enter the Candidate’s name and find their Pre-Hire profile.

2. Select Related Actions, hover over Job Application and select Edit Pre-Hire Profile.

View Pre-Hire AdrianAdd Job &®

Actions

Pre-Hire &
Pre-HirelD A100129 By o— >
Duplicate Management Adrian Add Job
. Favorite »
Pre-Hire Profile
ool »
Source (empty)
Job Application
Referred by (empty) Personal Data 5 Edit Pre-Hire Profile
Enter Interview Results
Pre-Hire Pools (empty) Talent >
View Interview Results
Comment (empty)
Eligible for Hire  (empty)

3. Select Add Row (+).

4. Enter Considered For Position for Background Check position under *Considered for.

Conside 3 jons 1 item

*Considered for “rganization Hiring Manager Interviewers Expected Start Date

4

x P106247 Considered ... = EE‘ ‘ MM/DD/YYYY [
Far Position for L )L

Background Check
(Unfilled)

5. Select OK.

Next steps

The background check will start. No further steps are required.
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Manage period activity pay

This job aid helps users pay employees for fixed-term activities and payment arrangements via Period Activity
Pay in Workday. You can complete the ad-hoc process via the Manage Period Activity Pay Assignments
business process. Access the related task through My Tasks if connected to an existing process.

o The worker must be hired into Workday to receive Period Activity Pay.
Please note the following about terminating workers with active Period Activity Pay:

o If the worker is terminated before completing the period activity or mid-period during a payment, ending
the Period Activity Pay will result in a zero payment. You must enter a manual calculation of the
prorated pay using the Manage Period Activity Pay task to edit the payment amount prior to the
termination.

o If deleting a previously entered Period Activity Pay that has not yet paid out any of the total, and you do
not need to track it for reporting purposes, use the End Period Activity Pay reason and select the
Remove icon next to the row that needs to be deleted.

e You can select the Do Not Pay checkbox if you cancel a transaction that has not paid a payment and
still want to track it.

See the table in the Appendix for various activities, use cases and impacted populations for which you can
assign period activity pay.

Initiators: Academic HR Analyst, Academic HR Partner, HR Analyst, HR Partner

Approvers: Grant Manager, Cost Center Manager, Project Manager, Dean/VP, Provost/EVP, Graduate
College, Signature Authority

Start

Complete these steps to manage a Period Activity Pay:

1. Search for and select the Employee’s Name in the search bar.
2. Select Actions.
3. Hover over Compensation and select Manage Period Activity Pay Assignments.

- Employee ID
Alina Employee B ooss |

Faculty Consultant

(@) Location

Academic Faculty @ AsU Tempe, A

Compensation D Request Compensation Change
Job Change 5 Request One-Time Payment
Manage Work ? ) ) ) 3
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Enter the Effective Date.

Select the Academic Period that includes the date on which the period activity pay assignment will
begin.

6. Select OK.

Manage Period Activity Pay Assignments X

Employee Selection
Effective Date * | 81/68/2024 [

Employee % % Alina Employee -

Assignment Details

Academic Period *1| x Spring Session C (01/08/2024-
05/04/2024)

X Period Activity Rate Matrix = ‘

Period Activity Rate Matrix *

Quick Entry Choices

All Activities ‘ = ‘

Start Date ‘MM/DD/YVYY =

7. Select the Reason.

Note: When ending period activity pay, select the reason that matches the action being taken — finish
or forfeit payments.

Manage Period Activity Pay Assignments Alina Employee &2

Position P-000018 Faculty Consultant - Alina Employee Total Amount

0.00 USD
Academic Period * Spring Session C (01/08/2024-05/04/2024)

Rate Matrix  Period Activity Rate Matrix 7

Reason * | x Period Activity > Add Activity =
Pay = New Assignment

Continue to step 8 to add or update the Period Activity Pay.

Continue to step 34 to end the Period Activity Pay.
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Add or update Period Activity Pay

In the Activity column of the table:

8. Select the Activity.
9. Select the Task if applicable.

10. Enter a Comment describing the activity.

+ *Activity

Activity *

% FA - Faculty Associate

o —

Task
9
Comment
10

In the Activity Dates column:

11. Enter the Start Date.
12. Enter the End Date.

13. Confirm Use as Payment Date Range is selected.

*Activity Dates

Start Date *

11
01/08/2024 [ |

End Date *

12
05/04/2024 [ ‘

13

Use as Payment Date Range

Weeks in Activity Period

16.86

In the Reportable Hours column:

Workday HCM
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14. Enter the activity hours.

Reportable Hours

Work Hours Per Week

14

E

Work Hours Per Activity Period

o

In the Units column:

15. Update the Quantity if applicable.

Note: Each Period Activity Pay type results in different unit types. Example: Period Activity Pays can be

paid based on hours, stipend or per credit.

16. Enter the Assigned Unit Rate.

Note: Enter or update the Quantity or Assigned Unit Rate to see the Total Amount. The last value

entered updates the other field and the Total Amount. Double-check all numbers for accuracy.

*Units

Unit Type
Credits
Quantity *

3

15

Default Quantity

0

Assigned Unit Rate *

1,666.666667

Default Unit Rate

0.00

16

Workday HCM

10/23/2024

4





In the Compensation column:

17. Confirm the Total Amount.

18. Optional: If you must revise the costing allocations on the period activity pay assignment, click the 0
under Costing Overrides.

Note: By default, costing allocations are derived from the worker’s position. If you do not need to
override them, skip to step 24. If you select Costing Overrides in error, select Cancel to return to the
Manage Period Activity Pay Assignments page.

*Compensation

Total Amount *
17

5,000.00 |

Currency
usD

Costing Overrides

18

If overriding the cost, a pop-up window displays. Complete the following steps:

19. Select the Cost Center.
20. Select the Fund.

1 ite
Required witl 19 20
no Default
Order Default (As of Start Date) (Must have *Cost Center *Fund

Costing
Owverride)

Cost Center: CC0979 EA- Activity

Business Office Campus

Operations

Fund: FD7920 Payroll Default

Sup Org

21. Select the appropriate driver worktag — i.e., Gift, Grant, Program, Project.

Note: The Additional Worktags populate based on your selection. The Default (As of Start Date)
costing information is overridden.

21

Gift Grant Program Project Additional Worktags

Workday HCM 10/23/2024





22. Enter Percent or Amount.

Note: You must account for the Total Amount so the Amount Remaining is 0.00 USD. Add additional

rows if needed.

Percent Amount

0 0.00

22

23. Select Done. The Costing Overrides then updates.

In the Payments column:

24. If applicable, enter the Start and End Dates for payments if different from the Activity Dates.

25. If applicable, select Do Not Pay.

Payments

24

Start Date

‘ 01/08/2024 [ ‘

End Date

‘ 05/04/2024 [ ‘

Do Not Pay

Ll 25

( Customize 9 Payments )

Customized

Remaining Balance

5,000.00

Paid to Date

If customizing the payments, a pop-up window displays. Complete these steps:

26. Update the Payment Amount.

27. Update the Work Hours.

Workday HCM

10/23/2024

6





Customize 9 Payments

$5,000.00 USD $0.00 USD 134.88 0
27 Total Amount  Amount to Distribute  Total Work Hours  Work Hours to Distribute
2 1

9 items

Scheduled Payment Date Payment Amount Work Hours

01/21/2024
555.56

02/04/2024
555.56

02/18/2024
555.56

03/03/2024
555.56

03/17/2024
555.56

03/31/2024
555.56

04/14/2024
555.56

04/28/2024

& Done ) & Cancel )—"

In the Attachments section:

28. Enter a comment if needed.

29. Click Select files to attach supporting documentation.
30. Enter the Description.

31. Select the Category.

32. Select Upload.

Attachments
Offer Letter.docx Tl
DoC ~  Successfully Uploaded!
- 30
Description ‘ Offer Letter |
- 31
Category *| X Period Activity Pay ="
- 32

Upload |

33. Select Submit.

Workday HCM 10/23/2024 7





End Period Activity Pay

In the Activity Dates column of the table:

34. Update the End Date.

*Activity Dates

Start Date *

01/08/2024 [

- 34
End Date * -

85/04/2024 [

Use as Payment Date Range

Weeks in Activity Period

16.86

In the Units column:

35. Update the Quantity.

36. Update the Assigned Unit Rate.

*Units

Unit Type

Credits

Quantity *

- 35
3 -

Default Quantity

0

Assigned Unit Rate *
- 36
1,666.666667 I

Default Unit Rate

0.00

Workday HCM

10/23/2024
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In the Compensation column:

37. Update the Total Amount.

Note: When updating, consider whether the ending Period Activity Pay will be a Finish Payment or
Forfeit Payment. Refer to the remaining balance amount for accuracy.

*Compensation

Total Amount *

37
5,000.00

Currency
usD

Costing Overrides

In the Payments column:

38. If applicable, update the Start and End Dates for payments if different from the Activity Dates.
39. Check the Do Not Pay Box if applicable.

Note: This field is unavailable if payments have already been made.

Payments

38
Start Date

‘e1xeax2924 = ‘

End Date

‘9559432924 = ‘

Do Not Pay

39

Workday HCM 10/23/2024 9





40. Confirm the Remaining Balance amount is correct.

Note: Ensure the remaining balance accurately reflects any adjustments made for Finish Payment or
Forfeit Payment.

( Customize 4 Payments )

Customized

40

Remaining Balance

0.00

Paid to Date

5,000.00 USD

41. Enter a comment if needed.
42. Select Submit.

Next steps

No additional steps are required. The Period Activity Pay is submitted for approval. Select Details and
Process to view completed steps. Select Remaining Process to view the steps needed to complete the
business process.

Workday HCM 10/23/2024 10





Appendix

This table outlines the activities, use cases and populations for which you can assign Period Activity Pay.

Activity Use case Populations

Administrative

For duties outside regular job responsibilities, often

Academic Exempt.

Supplement leadership or project-based. Staff Exempt.
AmeriCorps Fixed payment for Americorps students onl Student
Student pay P y u ’
Faculty Pay for faculty with temporary or part-time teaching Facult
Session assignments. Y-

Intra University

Consulting form is required. Staff Exempt.

. o . . . - Academic Exempt.
Instructional Additional income for teaching or academic-related activities Graduate
Supplement beyond standard duties. Staff Exempt.

Supplemental
Pay

Supplemental

an — Gross teaching academic or special interest courses but increases Straf(fj Léate' ¢
P the amount of payroll tax obligations. alt Exempt.
Summer — Fixed pay for faculty working on projects or teaching during Facult
Faculty summer sessions. ulty.
Summer — Fixed pay for graduates working on projects or teaching Graduate
Grad during summer sessions. :
Summer Fixed pay for academic personnel working on projects or g?:gﬁ;'ec'
Stipend teaching during summer sessions. :
Staff.
Stipend A fixed regular payment for services, contributions, or to g?:gﬁ;;c Exempt.
cover living expenses during internships or training. Staff Exempt.
Student — Fixed regular student pay for services or contributions, Graduate.
Stipend typically not hourly. Student.
Workday HCM 10/23/2024

Compensation for faculty or staff providing expertise within
the university that is beyond their primary job. An external

Additional income is provided for another department or
different duties, including tasks requiring employee-specific
expertise or teaching academic or special interest courses.

Additional income is provided for other departments or duties.

Includes tasks requiring employee-specific expertise or

Academic Exempt.

Graduate.

Academic Exempt.

Graduate.
Staff Exempt.

Academic Exempt.

11
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Hiring Session Academic Personnel
(Faculty Associates, Academic Associates, Instructional Professionals*)

*Note: The Instructional Professional rank is used in many ways. This guide refers to those Instructional
Professional hires that are treated like FAs and hired on a per session basis as non-benefits or as an
additional job for staff that occasionally teach.

Academic Direct Hire Process (Formerly known as Target/Waiver hire):

Step 1) Create Position task (If using a vacant position already created or a job
management sup/org, you may skip this step and proceed to step 2). See Create positions
for admin/staff/students HCM Work Instructions for additional resources.

e Select create position task from search bar. Enter reports to supervisory
organization and select okay.

e Select position request reason, defaults to Create Position > Create Position >
New Position

e Job posting title will be Faculty Associate, Academic Associate, or Instructional
Professional (may include Summer Instructor for summer only appointments).

e Availability Date and Earliest Hire Date may be entered with today’s date or on or
before start date. See Create position guide for additional guidance.

e Job Profile: For session hires that are FAs and IPs, you must select ALL SIX of
the following session job profiles before you can move on. This will allow you the
ability to change the job profile to any one of these at time of hire. This flexibility
may be needed when doing open searches. (see sample image on next page)

o Academic (Non-Staff) job families > Session Faculty
(1) Faculty Associate and (2) Summer Instructor
o Academic (Non-Staff) job families > Session Academic Professionals
(3) Instructional Professional Session
o Academic (Non-Staff) job families > Session Faculty/Academic
Professionals Hourly
(4) Faculty Associate Non-Exempt, (5) Instructional Professional
Session Non-Exempt, (6) Summer Instructor Non-Exempt
If you are hiring an Academic Associate, you should select the appropriate AA job
profile under the session AP job families provided above.

e You may skip job description or enter generic description of duties.

¢ Enter location for where the work is performed, usually main office location of
academic unit or select HR Remote > Remote state/country if employee is
approved to work remotely and not on a campus.

e Time type is Part-Time; Worker type is Employee; Worker Sub-Type is
Variable/Temporary.

e Scheduled weekly hours is the average hours this employee will work in any
given semester. Should not be more than 16hrs (.40FTE) for non-benefits,
session employees (unless Summer Instructor which is allowed to be 1.0FTE).

e Attachments may not be necessary at this stage but verify with your college
process.

(See next page for sample create position)
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Last updated: 12/24/2024

SAMPLE CREATE POSITION:

Revise Position Request

Supervisory Organization TCLAS The College - Student Success Programs and Engagement (Jeffrey Banner)

» Create Position > Create
Position » New Position

Position Request Reason *

Job Posting Title * ‘ Faculty Associate ‘
Number of Positions *1 ‘
Hiring Restrictions Qualifications
Availability Date * ‘ 12/16/2024 [ ‘
Earliest Hire Date *‘ 12/16/2024 [ ‘

Job Profiles for Job Family  (empty)

Job Profile *| % Faculty Associate (

> Summer Instructor

Faculty Associate —
Non-Exempt

x

» Instructional Professional
Session Non-Exempt

> Summer Instructor
Non-Exempt

MORE (1)

Job Description Summary  Faculty associates are appointed on semester or annual, fixed term appointments, are not elig

COUrses.

Job Description Fomat ~v B I U A «

Essential Duties:

Desired Qualifications:

Working Environment:

%

Location *| % ARMSTRONG HALL (--9) = |
Time Type * | > Part time = |
Worker Type *| % Employee = |
Worker Sub-Type *| % Variable/Temporary = |
Default Weekly Hours 40

Scheduled Weekly Hours | 16 |

FTE 40%

enter your comment
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Step 1 Continued)

= MENU

oo
oo

Q

C]
o

g
-

&

¢ Change Organizational Assignments subtask is next in the originator task list.
o Edit cost center if needed, this should be a default, not actual position
funding as that is later in the process.
o Update I-9 section if needed (click on edit icon) to remote |-9 vs. in person
[-9.
o Update Authorized Drive and add Fingerprint as needed.
o Add Mail Code for employee and submit.

Fingerprints Required?

Remote Anywhere -9

Time Entry Method

Elapsed Time (Total Time)

Mail Code '
MC-2505

€D o ) (o= )

Make note of position number for future reference found on the successfully

completed task details. If you need to go back to the task to find this, the
originator can find it in their archive folder in their My Tasks list. Or click on the

notifications (bell) icon in the top right corner.
; ® L a

AsU

@ My Tasks

All ltems

Saved Searches

Filters

Archive

Manage Delegations

Last updated: 12/24/2024

-

Archive

Q

%4 Advanced Search

From Last 30 Days

Create Position: Faculty Associate
Due: 12/24/2024
12/18/2024 - Successfully Completed

Assign Organizations: Create Position:

Faculty Associate

12/18/2024 - Successfully Completed

Assign Organizations: Create Position:

Academic Associate

12/18/2024 - Successfully Completed

Create Position: Academic Associate
Due: 12/24/2024

3 items

12/17/2024

12/17/2024

12117/2024

12/17/2024

>

Q search

L1 12/18/2024 - Successfully Completed

View Event  Create Position: Faculty Associate

For TCLAS The College - Student Success Programs and Engagement (Jeffrey Banner)
Overall Process  Create Position: Faculty Associate

Overall Status Successfully Completed

Due Date 12/24/2024
Details Process
Organization TCLAS The College - Student Success Programs and Engagement (Jeffrey Banner)

Positions Created P110194 Faculty Associate (Unfilled) «

Position Request Reason  Create Position > Create Position > New Position
Job Posting Title Faculty Associate

Number of Positions 1
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Step 2) Hire employee into a position/job

*Note: Offer letters for new session AAs and direct hire session FAs & IPs will be done outside of WD
and will be uploaded as an attachment to the hire process. New session FAs/IPs hired through a
competitive search will have an offer letter generated in WD before the background check process.

o If hire is external to ASU, use the Hire Employee task.
See Direct hire for academic personnel HCM Work Instructions.

(@]

If using a Job Management supervisory organization, use similar job
details as found in step 1 of this guide under create position. Job profile will
just be the one you are hiring the person into.
Annual Work Period and Disbursement Plan Period do not apply to these
job profiles as they are only paid with period activity pay.
Do NOT use end employment date. These are not fixed term employees.
These jobs will remain active until you manually term the employee from
the position. These jobs can remain active 15mos without an active period
activity pay to allow for those employees who only teach once a year to still
be affiliated and not have to be termed and rehired each year. Please be
sure you are monitoring these employees and terming them when no
longer needed.
As the work instructions for direct hire notes, instead of proposing
compensation (which is a zero-compensation on the job profile for session
faculty), the Add Period Activity Pay will prompt instead. When adding the
period activity pay in this process, academic period will be the first
session/semester they are hired to work in this role.
See Manage period activity pay HCM Work Instructions for further
guidance to compete this task. Additional explanations and examples of
period activity pay specific to AAs, FAs, IPs are further below in Step 3)
Manager Period Activity Pay section of this guide.
Offer letter should be attached to the direct hire process AND period
activity pay screen so that the approver can match the period activity pay
details to the session offer letter. Attachment category is Offers.
Costing allocations may be added specifically to the period activity pay, but
you will also need to add costing allocations as part of the next step in the
Direct hire process, after the period activity pay has been entered and
submitted. These may be the same, but one is tied to the position vs. the
activity pay. If nothing is added to the period activity pay, it will charge to
the costing allocations added on the position.
See Add Academic Appointment HCM Work Instructions
= Track type will be Session Faculty OR Session Academic
Professionals.
» Rank is Faculty Associate, Academic Associate, or Instructional
Professional
= Title will match the Rank in most cases and will default.
= |dentifier will be primary if this is their only academic appointment.
If they have another academic job, it might be a secondary
appointment (such as an FA that splits time in two units).
Consolidated approval of all steps will now route to complete hire.
—~>Academic HR Partner, Cost Center Manager, and Dean VP.
Originator will complete the onboarding task once fully approved.

Page 4 of 15
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SAMPLE HIRE EMPLOYEE TASK:

Last updated: 12/24/2024

Hire Employee Polly Wantacracker (=  TCLAS Department of Naval Science

Fire Date %

Reason # | x Hire Employee > Hire - Regular
(Initial Hire)
Job Details
Position * | Search =
x P1107193 Academic
Associate
Employee Type * | x Variable/Temporary = I
Jaob Profile * | % Academic Associate () = I
Time Type * | X Parttime = I
Location % | % ARMSTRONG HALL (=) = I

Pay Rate Type  Period Activity Pay

~ Working Time

Default Weekly Hours 40
Scheduled Weekly Hours 16 I
FTE 40%

~ Additional Information

Business Title

Academic Associate I

Annual Work Period * (empty)

Work Period Percent of Year

Disbursement Plan Period  # (empty)

Job Exempt
Job Classifications ACP - Academic Professional (Employee Classification)
End Employment Date

enter your comment

Hiring Academic Associate for Spring25

Attachments
Testing Attachment docx
' Successfully Uploaded!
Description Offer letter - Polly Wantacracker l
Category % | 3 Offers = l

P ) (o)
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Step 2 Continued)

o If hire is already employed at ASU use either Change Job if this is replacing
their current position or Add Additional Job if this is a secondary position.

See Change a job HCM Work Instructions

o You might use this option to change a current Faculty Associate to an
Instructional Professional/Academic Associate or vice versa. When doing
the job change, this would be a lateral non-competitive change. You may
need to edit position restrictions first if keeping in the same position, or you
may transfer to a new position.

o Job Details should be similar to what is shown under Step 1 of this guide
for creating positions.

o Update Business title to remove “Session” from [P titles so it will just say
Instructional Professional and not Instructional Professional Session.

o As the Pay Rate Type on these positions is Period Activity Pay, you will not
enter anything under the Academic work period section, and
compensation/base pay will be zero.

o Attach session offer letter as backup. Attachment category is Offers.

o Academic HR Analyst or Academic HR Partner will need to approve as the
Receiving Department of an academic appointment if sup/org change is
outside their area.

o After change job submission (and possible Receiving Department review
above) add costing allocations.

o One-time payment will be the next task, but you can “skip” this task if not
needed. One-time pays may be for moving/relocation stipends that these
positions don’t generally have.

= MENU m Q ashley lenz (&)
x
- + All ltems
L Success! Event submitted
ol Q  Search: All ltems Up Next: Chantel Powers | Request One-Time Payment
2 View Details
740 Advance d Search
T e Per Week within the Period A
@ @ m \ skip | seen the FTE and the Period /
-l - '
B Manage Period Activity Pay: Transfer: Ashley Lenz 12020/ 205
Effective 12/23/2024
™ =23
One-Time Payment: TCLAS Hugh Downs Schoal of 12/20/2024  Y¥ For TCLAS Hugh Downs School of Human Communication - Masters Level Online Ins
) Human Communication - Masters Level Online
Instruction - JM (Raena Quinlivan) Overall Process  Transfer; Ashley Lenz
Effective: 12/23/2024

Overall Status In Progress

o See Manage period activity pay HCM Work Instructions for further
guidance to compete this task. Additional explanations and examples of
period activity pay specific to AAs, FAs, IPs are further below in Step 3)
Manager Period Activity Pay section of this guide.

o After Manage Period Activity pay to do task, you must “submit” the to do
item in your task list.

o Consolidated approval of all steps will now route to complete hire.
—~>Academic HR Partner, Cost Center Manager, and Dean/VP.
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(@]

Originator or the HR Partner (Supervisory) will now complete the
onboarding task after the consolidated approval has processed if the job is
changing supervisory organization areas.
On a Change Job transaction, you will need to update the academic
appointment as an ad hoc transaction. See additional guidelines on how to
update the academic appointment and appointment details with this link:
https://docs.google.com/document/d/1ZZmMff7KQXbftlYJcw29x41UrMOZ
cGoFAAGCcEQP-8l/edit?usp=sharing

OR

See Add additional job HCM Work Instructions

o

Additional jobs may be used when hiring a staff member to teach a class.
This job assignment should be an additional job to be listed as the
Instructor of Record and teaching is separate from their normal staff job
duties.

Additional jobs may also be used for FAs that split teaching between two
units. Each job profile will need to be 20% FTE or a combination of FTE
that does not exceed the 40% max between both positions.

Confirm Pay Rate Type is Period Activity Pay for these positions and
nothing will be added to Annual Work Period or Disbursement Plan Period.
If this additional job is in the same unit, you may want to choose the
exclude from headcount option, so it does not double count the employee
for your area.

Job Details should be similar to what is shown under Step 1 of this guide
for creating positions when using job management sup/orgs.

Update Business title to remove “Session” from IP titles so it will just say
Instructional Professional and not Instructional Professional Session.

If you are adding this additional job to a full-time employee, you will get an
alert that this will put them over 1.0 FTE, you can still submit after this alert.
See Add Academic Appointment HCM Work Instructions and additional
notes included under the Hire Employee task above.

See Manage period activity pay HCM Work Instructions for further
guidance to compete this task. Additional explanations and examples of
period activity pay specific to AAs, FAs, IPs are further below in Step 3)
Manager Period Activity Pay section of this guide.

Assign costing allocations to position and submit.

Consolidated approval of all steps will now route to complete hire.
—~>Academic HR Partner, Cost Center Manager, and Dean/VP.

Originator will now complete the onboarding task after the consolidated
approval has processed.

HR Administrator in Central HR may need to review to determine if primary
job indicator should be switched on an Add Job transaction depending on
defined primary job rules.

(See next four pages for sample Change Job and Add Job screens)
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SAMPLE CHANGE JOB TASK (Changing AA to IP):

Start

Start Details

When do you want this change to take effect? * Z

12/23/2024

Why are you making this change? * @

Non-Competitive Lateral

Who will be the manager after this change?

Christy Adams

Which team will this person be on after this change?

TCLAS School of Life Sciences - Academic Associates - JM (Christy Adams)

Where will this person be located after this change?

LIFE SCIENCES CENTER C-WING

Do you want to use the next pay period?

Yes

Move
Opening

What do you want to do with the opening left on your team? % 4

I plan to backfill this headcount

Is this position available for overlap?
No
Job

Job Profile

Job Profile * Z

Instructional Professional Session

Business Title

Business Trtﬁ Z

Instructional Professional

Location

Location Details

Location * 7

LIFE SCIENCES CENTER C-WING

Scheduled Weekly Hours

16

Details

Administrative

Employee Type * 7

Variable/Temporary

Page 8 of 15
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SAMPLE CHANGE JOB TASK Continued (Changing AA to IP):
Time Type *

Pay Rate Type

Period Activity Pay

Default Weekly Hours

40

FTE

Job Exempt

Yes

Job Category

Academic Professional

Job Classifications

ACP - Academic Professional (Employee Classification)

Management Level

Professional Contributor

Workers' Compensation Code from Job Profile
End Employment Date
Assignment Type

Expected Assignment End Date

First Day of Work

12/23/2024

oiify By "]
12/23/2024

Academic

Annual Work Period 4
Work Period Percent of Year

Disbursement Plan Period

Compensation

Total Base Pay

Total Base Pay
® 0.00 USD Annual (100% FTE: 0.00) added

Proposed Compa-Ratio
a

Proposed Position in Range
0.00%

Guidelines

Total Base Pay Range 4
® 0.00-0.00 USD Annual added
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SAMPLE CHANGE JOB TASK Continued (Changing AA to IP):

(Each of the categories above can be modified with the edit button as needed)

Last updated: 12/24/2024

Compensation Package
® General Compensation Package added

Grade
@ Period Activity Pay added @

Grade Profile
(empty)

Allowance

Organizations
Cost Center

Cost Center

CC0499 NSC-School of Life Sciences Academic

Costing

Fund

FD7920 Payroll Default Sup Org

Other

Federal Funding

No Federal Funding

9

In Person |-9

Authorized Driver?
Fingerprints Required?

Mail Code

enter your comment

Attachments

Testing Artachment docx
BYelell - Successfully Uploaded!

Description | Offer Letter

Category *| x Offers

[ T DIED)
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SAMPLE ADDITIONAL JOB TASK:

Last updated: 12/24/2024

< Add Job

Jeffrey Banner

TCLAS Hugh Downs School of Human Communication - Masters Level Online Instruction - JM
(Raena Quinlivan)

Effective Date *

Reason *

Job Details

Employee Type *

Job Profile *

» Add Additional Employee Job =
Add Additional Job = New
Additional Job

¥ Variable/Temporary

s Instructional Professional

Session

Time Type *| x Parttime

Location % | x STAUFFER . =
COMMUMICATION ARTS A

Pay Rate Type I * Period Activity Pay =

~ Working Time

Location Weekly Hours

Default Weekly Hours

Scheduled Weekly Hours 16

FTE

~  Additional Details

Business Title

Instructional Professional

‘Annual Work Period (empty)

Work Period Percent of Year

Disbursement Plan Period (empty)

Job Exempt

Job Category Academic Professional

Job Classifications ACP - Academic Professional (Employee Classification)
Workers' Compensation Code from Job Profile  (empty)

First Day of Work

End Employment Date

Exclude from Headcount D

enter your comment

Attachments

poc

Testing Attachment.docx

+ Sucoessfully Uploaded!

Description

Offer Letter - Jeffrey Banner

|

( Cancel ) (Sa\refurLaler)
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Step 3) Manage Period Activity Pay

As a sub task for each of the hire processes above (Direct hire, Change job,
Additional job), you will need to add period activity pay in order to pay the session
salary per the offer letter.

See Manage Period Activity Pay HCM Work Instructions.

Session Offer Letter should be attached to Period Activity Pay, even if already added
to hire.

Activity: FS — Faculty Session

Task: Leave blank, currently not in use.

Comment: Describe task such as “Teaching AIS 340”

If rate is tied to a per credit hour amount, enter number of credits in Quantity and the
per credit hour rate in Assigned unit rate. It will calculate the total pay based on
number of credits.

If rate is not tied to a per credit hour amount and is just a flat stipend rate, enter 1 in
the Quantity and the full stipend amount in the Assigned Unit Rate. Total amount will
equal the flat stipend rate.

Each session will have their own period activity pay entry. If a person has session
assignments in both Session A/Session C or Session B/Session C for 3 credit hours
each, you will enter these as two separate period activity pays with different date
ranges as they are paid over different cycles concurrently. As the max allowable
hours per week for session faculty/APs is 16hrs (Summer Instructor is the exception
and can be 40hrs) we do need to consider the weekly hours in certain scenarios.
These concurrent session payments are an example where weekly hours may need
to be adjusted to accommodate the max allowable hours. It may be that total hours
for session A are 16hrs/wk and session C is 8hrs/wk, but we need the total hours per
week to remain at 16hrs or below for all active Period Activity Pays. For the
semester, actual hours would still only average out to 16hrs total per week so this is
allowable, but the PAP will need to be adjusted. For this scenario, you would enter
8hrs per week for both Session A (or B) and Session C even though Session A/B
should be 16hrs normally. If someone is teaching Session A 3 credits and then
Session B 3 credits, these pay dates do not overlap, so you would enter 16hrs per
week on each period activity pay entry.

You can add costing allocations within the period activity pay that can be specific to
just that payment, but you will also add costing allocations to the position after period
activity pay as part of the next step in the hire process. If costing allocations are not
added to the period activity pay, it will default to the position’s costing allocations.

(See next page for sample period activity pays)
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SAMPLE PERIOD ACTIVITY PAY:

Sample Academic Associate — You can have quanitity of 1 and just the stipend amount as the assigned
rate if not tied to a per credit hour rate.

Add Period Activity Pay Polly Wantacracker

Position P110193 Academic Associate (Unfilled) Total Amount
3,000.00 USD
Academic Period * SPring Session A (01/13/2025-03/04/2025)
Rate Matrix  Period Activity Rate Matrix B
Reason % | x Period Activity > Add Activity =
Pay > New Assignment
1item
(1) *activity *Activity Dates Reportable Hours. *Units *Compensation Payments
Activity & StartDate % Work Hours Per Week Unit Type Total Amount Start Date:
% Fs-Faculty Session = | ‘ 12/23/2824 [ ‘ ‘ 16 | Gredtts ‘ 3,000.00 ‘ ‘ 12/2372024 [ |
Quantity %
Task End Date Work Hours Per Activity Period ‘— Currency End Date
— 1 1 | usD =
‘ ':| ‘ e3/62/2025 [ ‘ ‘U | S ‘ 03/02/2025 [ |
Default Quantity Costing Overrides
Comment Use as Payment Date Range Do Not Pay

0
Instructional assistance for AIS 340 O
Assigned Unit Rate %

Weeks in Activity Period 3,000.00

Customize 5 Payments

Customized

10.00
Default Unit Rate

0.00

Remaining Balance
3000.00
Paid to Date

enter your comment

Sample Faculty Associate — This shows pay by credit hours and per credit hour rate.

Add Period Activity Pay Reese Witherspoon

Position TCLAS Hugh Downs Scheol of Human Communication - Masters Level Online Instruction - JM (Raena Quinlivan) Total Amount
6,000.00 USD
Academic Period * Spring Session A (01/13/2025-03/04/2025)
Rate Matrix ~ Period Activity Rate Matrix
Reason % | w Period Activity > Add Activity
Pay > New Hire
Errors and Alerts Found
1item
*Activity *Activity Dates Reportable Hours “Units *Compensation Payments
Activity % Start Date * Work Hours Per Week Unit Type: Total Amount # Start Date
x Fs- Faculty Session E‘ 12/23r2024 [£] ] ‘ 16 ‘ Credits | 6,000.00 ‘ | 1272372024 5 ‘
Quantity *
Task End Date Work Hours Per Activity Period — Currency End Date
_ 3 ‘ usD ]
‘ :‘ ‘ 3/82/2025 [£] ‘ ‘G ‘ ‘— | 83/02/2025 [ ‘
Default Quantity Costing Overrides
Gomment Use as Payment Date Range Do Not Pay
[]
Teaching COM 541 L s O
Assigned Unit Rate *

Weeks in Activity Period ‘ 2,000.00

‘Customize 5 Payments
10.00
Default Unit Rate.
Customized
0.00

Remaining Balance:

6,000.00

Paid to Date
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Additional Notes:

If hiring from a posted search
o Parts of this guide will still apply once you have the candidate identified and

transferred over from APARS to Workday.

In most cases, you will complete the search process outside of Workday as
you do today and prior to creating the position or academic recruitment in
Workday. This will allow you to setup the position/recruitment correctly once
the hire parameters are fully known (especially with open rank searches).
This can be after the offer letter stage for AAs and IPs, but before the offer
letter stage for FAs since the offer letter for FAs are done as part of the hire
process in Workday.

Once you have identified your candidate to hire, you will need to create a job
requisition for academic personnel in Workday in order to link the candidate
from APARS Faculty Search to Workday to complete the hire.

= See Create a job requisition for academic personnel HCM Work
Instructions. You will need to know the APARS Faculty Search Position
ID to complete this task.

» You can use an existing position or the create job requisition will
create a new position for you. Position parameters for these session
hire searches will be similar to those in Step 1 of this guide for the
create positions task.

* Note that the unit staff that completes the work in APARS may be
different than the staff that initiates the hire in Workday. Please be
sure you are working together on this process.

» The originator should include themselves as the primary recruiter on
the requisition, as well as the person responsible for updating and
completing the steps in Faculty Search outlined in the bullet below,
and the person handling the hiring process in Workday, ensuring a
smooth transition between systems.

Once you have the Job Requisition created in Workday, you will then link this
job req number to your APARS search candidate.

» See Faculty Search: Process Guide for Sending Candidates to
Workday instructions to complete this step. https://asu.service-
now.com/sp?id=kb_article view&sysparm_article=KB0026198

When the candidate has been successfully sent to Workday, the candidate
will appear on the requisition at the background check stage for Academic
Associates or the offer stage for Faculty Associate/Instructional Professional.
= Any of the primary recruiters listed on the requisition in Workday can
find the candidate and move them to the initiate background check
stage. You can use the recruitment dashboard to get to this step.

= For the FAs/IPs at the offer stage, there will be a task in all Primary

Recruiters inbox to start the offer.
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= Offer letters generated in Workday through a posted search will need
to be accepted by the candidate before they can move on to the
background check stage. An email is sent to the candidate’s email
address that they provided in APARS Faculty Search, which instructs
them on creating their ASU candidate home in Workday in order to
accept the offer letter.

o Further hiring steps and additional tasks such as add academic appointment
and manage period activity pay will be similar to those steps already
mentioned in this guide and other guides as the candidate moves through
these stages.

¢ Non-Exempt Job Profiles

o If an employee has another position with ASU and they are non-exempt and
hourly in that position, you will need to hire the additional session AP job as
non-exempt and hourly as well. The Instructional Professional Session Non-
Exempt job profile should be used. You will need to manage total hours
between both positions and may need to address overtime pay if weekly
hours exceed 40.

o Certain states have additional compensation rules with higher salary
exemption thresholds. In these states, you may need to hire session faculty
as hourly employees and use Faculty Associate Non-Exempt, Instructional
Professional Session Non-Exempt, or Summer Instructor Non-Exempt job
profiles.

¢ Renewals:

o If you have a session FA, AA, or IP that converted over from PeopleSoft that
you did not renew yet for Spring, you can still add a Period Activity Pay in
future sessions if their position is active in Workday with the correct zero
comp job profile. You will not need to rehire in these cases. Follow the
Manage Period Activity Pay HCM Work Instructions and notes from Step 3
above.

o Creation of renewal/session offer letters after the initial hire for all session
academic personnel will remain outside of Workday. Units will continue to
process the renewal/session offer letters using existing templates and then
upload and attach signed letters to new Period Activity Pays as needed each
semester/session.

o Existing session FAs, AAs, and IPs can remain active in their current
position/job profile without an active period activity pay for up to 75mos to
allow for those employees who only teach once a year to still be affiliated and
not have to be termed and rehired each year. Please be sure you are
monitoring these employees and terming them when no longer needed.
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