
Office of Faculty Administrative 
Services (OFAS)

Information Session

October 18, 2019



Reminder

Copies of presentations

These presentations will be sent via email following the 
session.

They will also be posted on the OFAS website: 

– Administrative Processes menu > Resources 
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https://facultyadmin.yale.edu/


Agenda
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Interfolio Update 
(https://facultyadmin.yale.edu/interfolio-slides-
ocotober-2019)

Administrative Processes 

Updates to Hiring Guide

Workday review
• AWP and DPP

Octobertest – postponed until next month



Administrative Processes
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Administrative Processes

Deadlines: October–May
• FAS – 9th of every month
• Professional schools – 15th of every month
• To allow time to 
 Check supporting documents
 Obtain approvals from the Offices of the 

FAS Dean and the Provost
 Check entry in Workday
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Transactions in Workday that are more than 1 month old 
and missing supporting documents may be sent back.  
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External 
Processes –
Obtaining approval, 
Search, Promotion 
Review, Hire, Send 
offer letter, etc.

Documentation –
Charging 
Instructions (if 
compensation), 
Signed Offer Letter, 
recommendation 
letters, CV, etc.

Submit all 
documentation to 
faculty.admin@
yale.edu and 
receive ticket 
number for tracking.

Submit transaction 
in Workday.
Note: Include case 
number in 
comments.

OFAS Administrative Procedures Model
For additional information, refer to the Administrative Processes page on the OFAS 
website.

Administrative Processes

mailto:faculty.admin@yale.edu
https://facultyadmin.yale.edu/admin-processes


Administrative Processes

Merge all documents 
into a single PDF.

Use instructions 
online on AdminPro
page and on the 
reverse side of the 
AdminPro handout.
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Updates to Hiring Guide



Workday Training Guides

Workday @ Yale Training - https://workday.training.yale.edu/

https://workday.training.yale.edu/


Updates to Hiring Guide



Workday Review:
Disbursement Plan Period (DPP)



Workday Review – DPP

• AWP represents the work period during which 
the faculty member is working.

• DPP is the period over which the compensation 
is being distributed.
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Annual Work Period (AWP) and Disbursement Plan Period (DPP)

Clip from Job Details window in Workday



Workday Review – DPP

• DPP can only be as short as the 
AWP; never shorter.
– Example

• AWP = 9 months Sept-May 9M

• DPP can be for 9, 10, 11, or 12 months; 
not shorter
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Disbursement Plan Period (DPP)



Workday Review – DPP

• DPP is only enforced on the compensation plan 
“Academic Salary”

• Academic Salary is the plan used for paying all 
faculty and postdoc/postgrad associates.

• It does not control distribution of Allowance 
Plans, or any other compensation plans.
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Disbursement Plan Period (DPP)



15

Have a 
wonderful 
weekend!
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