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Important Notices and Reminders

R e ad th e WO r kd ay @ Wed 5/3/2017 11:43 AM

Workday@Yale <workday@yale.edu>

Yale emal I to keep Workday@Yale Weekly Update (5/3-5/9)
1 To Workday @Yale Community
I nformed Of ChangeS. ﬂlfthere are problemns with how this message is displayed, click here to view it in a web browser.

Click here to download pictures. To help protect your privacy, Outlook prevented automatic download of seme pictures in this messad

Recent highlights
Include: o

_ 1 Weekly News and Updates May 35 - 9, 2017
A notice about y P Y59,
STA RT be In g Business START Users, Prepare for Go-Live
re p I aced OpEI’HtiOIlS Yale's automated tool for requesting or removing access
to Yale applications and services is retiring. Read more
- The pu rpose Of the For Distribution: P2P Information Sheet for Faculty
bl ue dot beS | de yo ur Kathy Byington requests that Lead Administrators
. distribute a second customized Workday information
Nname In WO rkd ay sheet to their faculty members. Read more
_ Changes to the Workday@Yale Answers Questions from the
Community
WO rkd a.y @ Ya.l e Answers to this week's top questions from the
Tl’al n | ng Slte Workday@Yale email inbox, community meetings, and

information sessions are now online. Read more
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Important Notices and Reminders

June through September - Deadline for
submitting materials for processing is
30 days in advance of effective date

June 7, 2017 — Deadline to submit Charging
Instructions with PTAEOS

Charging will not be entered for new hires with
start date of 9/1/17 or later

- New Faculty Compensation Approval Form will be available next
week

- Refer to OFAS Calendar of Changes for specific details

OFAS Training Sessions — Posted on OFAS calendar
- Register in TMS
- Workday training
- Academic Hierarchy


http://facultyadmin.yale.edu/calendar-changes-summer-2017
https://bmsweb.med.yale.edu/tms/tms_enrollments.courses?owner=OFAS&category=OFAS&std_id=&category_id=983

Summer Compensation Update

July and August 2017
Faculty
Summer Compensation



Summer Compensation Update

Do we have a special deal for you!

Available for the summer of 2017
only!

Operators are standing by!




Summer Compensation Update

Departments fll out the form, Oult...

Workday data entry will be done
CENTRALLY!!



Summer Compensation Update

The form is available on the policies and

procedu res website: https://your.yale.edu/policies-
procedures/forms

Start submitting as soon as you have all the
necessary information!

Please use the form from PPDEV as it is
possible there will be future revisions as we
get more experience with Workday

Yale University FACULTY SUMMER COMPENSATION FORM

Im Ao Ravgian Dt 5/10/17

EMPLD YEE INFD RMIATION

EmaieeNama: Employa Numbar

Erimany Ao ademic Ranic

Summer COMDNESB0n SUDErdsany OenEaton:

FTE Annual Stary Ona-Ninth:

Fiagon: Jummer Comp eneaBon ASEgnment
AUTHORZATIONS (ka8 provias signoture and dote)

Eana for the fonsing ameresa o fioa o ing fa ulsb e 2o Thets we dine rememn D fem Ba ey mam e g fing Bz Slmmmtie afh e au e

“% of Nanth Juty Amount
R e S e ey i
Nkt Weaded H Funded From Gant Must Compicss Both
[ Tost Catar | Progmem Progact engna meck | [ Amoum
U L] NN oS
-
T
I
l
* Seiect only ane. I any fanding & MIH, you must chack the MK bax TOTAL {oreast agual 100 (=3 -
FRME ONLY: Raiaw of Gent Albcation campietad by
August Acvity Dates 3/1/17 to 5/31/17 “% of Nanth August Amourt
T wen Sevel are gene oy avaliowalis, and will anl b
geemly = b f—"
ik N H Fundid From Gant Must Complkss Soth
Tost Caar | Progmm Progect = TiscET] T imeln
* Seiect only onz. i any fanding & MUK, youmust check the Mk bax. TOTAL {rwst el 100%): -
FANE ONLY: Raian Of SR AIDCRONCOMBRIEAN oo
FREF ARER: IN FO RMATI 0%
& rewman g tery, szt znage e - e et
et ot b mcrmioan 2.5 e steez
T 5uarda Rem rmrma iz s
e st - e

ot Qg | SRS TAT | A FRS NG L SO AN FLIT T LA DU IO CHANGES T TS FATVENTAND | AL NS TOHANGE THE ALLDCATIONA TS RTWERH DFSRTRNT 509
==

Prowcsts Ofce O
‘Warkday Entry dane
‘Workday Approel ane

Submit 1 5m 20 20proprists e un t po e amms Sk oy



https://your.yale.edu/policies-procedures/forms

Summer Compensation Update

- - - - — - =

3501 FR.0B Revision Date: 5/3/17

EMPLOYEE INFORMATION

Employee Name*

Yale University FACULTY SUMMER COMPENSATION FORM

Employee Number: , ‘

Primary Academic Rank*

Summer Compensation Supervisory Organization:

*

FTE Annual Salary One-Minth: o

Y

Reason: Summer Compensation Assignment

| |AUTHORIZATIONS ( please provide signature and date)

Business Partner/Strategic Business partner responsible for the funding sources verifies funding is available and that 4|
] higfher summer compensation ison file in the department business office.

} |Business Partner*
1

3 |2nd Business Partner:
3 Sz S Faniner onds aooaad ' et & fom molids snds

School

Provost]

NOTES ON THE FORM
Please be sure all red-starred fields are complete
We need the full name of the Summer Compensation

supervisory org. In the unlikely event your
department doesn’t have one, you must set one up
before you can submit this form.

& | Q biomedical summer

Ty Actions

Organization
Compensation

Favorite

Headcount Plan
Template

Hierarchy
Hire
Job Application
Job Change
Organization
Reports
Roles

Fa Staffing
Staffing Reports

Time and Leave

Humphrey, Jay D

Levchenko, Andre (On Leave)

Summer Compensation - Deaprtment of Ri~:

workday.

e (Humphrey, Jay D)

upervisory Organization [ il =)
Summer Compensation - Deaprtment of Biomedical

ngineering (Humphrey, Jay D)

Engineering - Office of the C

Type SuperveeT

Manager Humphrey, Jay D
Total Headcount 8

Superior School of Engineering and Applied Science - Department of Biomedical Engineering

Office of the Chair (Humphrey, Jay D)

Primary Location Yale University Locations

Phone
OrgChart  Navigate Hierarchy

+1(203) 43

+1(203) 43

+1(203) 43

John C. Malone Professor of Biomedical Engineering +1(203) 43

John C. Malone Professor of Biomedical Engineering +1(203) 73



Summer Compensation Update

NOTES ON THE FORM

July Activity Dates: 7/1/17 to 7/31/17 “ of Ninth July Amoum*
e eray i e et oz descles vegenealy _ooy [ ] FUNDING: If the allocation is charged to a grant, you
Pericd Activity © JULY Costing J\Iloa*s Mot Meeded if Funded From Grant Must Complete Bath Only need to enter the Grant COde (G R#####) and can
™ AYA[AumniAssoc.) Funding Cost Program Project Assignee Allac Amount Sklp the other Charglng Instructlon flelds
™ MIH [MIH-funded) GR. GE. GS. YD: Cost-Share : Center B ) . .
T OIA [Office of Int] Affairs) = All other funding codes (gifts, Yale Designated,
ot e e - endowment) will need complete charging instructi
™ SC-Summer Compensation - p ete c arglng Instructions
[ Yale Summer Session — - entered: Cost Center, Program, Project. For cost-
. - . , .
4 - sharing, you'd enter both the GR and other funding

N
)
* Sl onfone, Fanp funsling i AW pocmest check e M bos TOTAL (must equal 10051 0.00% - code as well as the rest of the Charging instructions.
EBMS ONLY: Review of Grant Allosation comp *

August Activity Dates: 8/1/17 to 8/31/17 # of Ninth August Amount JULY (or AUGUST) AMOUNT: This is the amount you
Nt Fequests o gpvce summe caaimade sty the by ohich the et s vt e sty 000 [ 1 . aregoing to pay the person.
Period Activity ™ AUGUST Costing Allocatio Mot Meeded if Funded From Grant Muzt Complete Bath
™ AYA[Aumnibssoc.) Funding l::l::osl Program Project Assignee Alloc 2t Amount ALLOC % Th|s |S Where you enter the percentage of
™ MIH [MIH-funded) GR, GE. G5, YD: Cost-Share enter g a
™ Ol [Office of Int' Affairs) = the July Amount you want to allocate to this charging
[~ Other & d Award. = H H H
r SC-eSrun:Ir?'n:Er:mp::sra:cm = InStrUCtlon Ilne
™ “ale Summer Sezsion -
- AMOUNT: Right now the spreadsheet is set up to

* Sindnct srprone, #anu g i W, g messt cheot-the M hos: TOTAL (mustequal 1002 [ 000 ] | s calculate the dollar amount as a function of the

EBMS OMLY: Review of Grant Alocation comp number you enter into “July Amount” and the “Alloc %”
fields. If you need to allocate based on a fixed dollar
amount, simply overwrite the formula in the “Amount”
column and manually add the percentage allocation in
the “Alloc %” column.

You must complete both the Alloc % and Amount
columns and be sure to allocate 100% of the payment
amount.

FRMS REVIEW: This field is for FRMS staff to
indicate they have reviewed and validated the cost
allocations



Summer Compensation Update

PREPARER INFORMATION

At tipn:

S theen de orpensar impaende afors ¢ op g o ML donot chargn thotsnoneor e cane 0 the s todlishn g 0w ol ata ¢ o amouse.
B S onenes dinesor e Fundin g ior mors o 5 RS0A o guirar 2wt nris st drom provnrt idics lich mur e attachasd

02 £ e b .t i e U i o et wadied et s otbachict

Prepared by: Dept.: Phone: Date:

EBHS OHLT: |CERTIFY THATIAM RESFONSIELE FOR AHY FUTURE FAYROLL GOSTING ADJUSTHENTS TO THIZF AYHENT AHD T WILL HOT CHAHGE THE ALLOGATION RATIO EETWEEH GRAHTS, GIFTE,
EMDOWHMENTS AND ¥ ALE DEEIGHATED WITHOUT FRIOR AFFROVAL.

Prowost's Office Only:
_ ‘workdayEntry done
_ ‘workday Approval Done

Submit farm and appropriate back-up to provostforme@ uale edy

NOTES ON THE FORM
Please be sure to complete preparer information.
Note that if you are changing funding source groups, you must
obtain fresh approvals from the Provost’s Office




Summer Compensation Update

A B C

Summer Compensation Tips

“ou can only pay summer comp to people with active (9-month Annual Work Peried) teaching appointments in
Workday. If they are 12-month employees, they are not eligible for summer compensation. If they do not have an
active appointment, they must be given a Workday job. Be sure to check whether faculty have active appointments
for the period of time you wigh to pay them summer comp. Note: For emeriti faculty you must ADD a "Teacher
Summer Program” job for them. For active retired faculty and others who do not have an active appointment, you
need to HIRE them into a "Teacher Summer Program” job.

If you wish to give summer compensation to someone who is not in your supervisory org, you need to contact the
home department and be azsured the faculty member has an active teaching appeintment for the period vou will be
employing/paying him or her.

There is a “Tips” tab in the Excel
workbook that summarizes key
points in this presentation.

People should be paid for the month the work was performed.

Preparers: Please complete all yvour information in the preparer section

Scan completed forms and back-up (needed only for non-grant payments) to provostformsi@yale.edu. Mo cc to
Provost's Office or OFAS staff is necessary. Pleaze include the last name of the faculty member(s) in the subject
line or body of the email 0 we can do email searches if needed.

Notes on selecting Period Activity:

Select only one; if any part of the funding i from an NIH grant, check "NIH™. If any part of the funding iz another type
of grant, =elect "Other Sponsored Awards”. Use "SC-Summer Compensation™ if the payment does not fit into one of
the other categories.

Motes on the Allocation fields:

1. If you supply a GR (grant) number, you do net have to complete the Cost Center, Program or Project fields.

2. If the allocation iz for cost-=sharing, enter GR in the first column and the cost-share fund in the zecond. You wil
need to supply Cost Center, Program and Project.

3. For Workday costing, we need both the percentage allecation and the dollar allecation. The spreadsheet is set up
to calculate dollars using the percentage you enter, but you can overwrite the formulas want to enter the dollar
amounts. However, if you do, you will have to add the percentages manually. As usual, totals must egual 100%.

)
L
'

For July and August 2017 only:
Departments SHOULD HOZdo the data entry of summer compenszation into Workday for July and August 2017, The




Summer Compensation Update

Deadlines for Summer Compensation

JUNE: Wednesday, June 14
JULY: Wednesday, July 12
AUGUST: Monday Aug 14




Summer Compensation Update

Reminders!
COORDINATE!
If you're paying another department’s faculty member, let
the home department know as payment for work represents EFFORT.
Also, you'll need their help to determine appointment status.

VALIDATE!
Is the person actually eligible to receive summer comp? Is
there an active, paid teaching appointment for the period?

APPI\Q/OVE!
Form needs to be signed by the business administrator
responsible for the funding source

DOCUMENTATION!
If the funding source is non-grant, include back-up

\@\\ DON'T WAIT!
&?/ Send forms to provostforms@yvale.edu

Please, no cc to OFAS or Provost’'s Office staff



mailto:provostforms@yale.edu

Paying faculty in the summer




Paying faculty in the summer

» Teaching faculty who work in the summer are all
paid with summer compensation, not regular comp

 Full-time, full year faculty must be given a Summer
Compensation job

 Faculty in the following categories must be given a

Teacher Summer Programs job
 Active faculty who are between appointments
 Active faculty with current appointments but no
compensation, this includes Emeritus faculty

* These jobs are added using Add Additional Job
In Workday




Paying faculty in the summer

 In all cases, faculty are paid Summer Compensation in
Workday using Manage Period Activity Pay Assignments

* Procedures for June 2017 are on the OFAS website at
http://facultyadmin.yale.edu/admin-processes

* Procedures for July 2017 and August 2017 will be added

sSo0on
* NOTE: For July 2017 and August 2017, departments only need
to complete and submit the Faculty Compensation Form as
described above. All jobs and payments will be entered into

Workday centrally. hA g
Ly
Q>


http://facultyadmin.yale.edu/admin-processes

Onboarding new faculty hires
and rehires

welcome Back!




Onboarding new faculty hires

Review documents on OFAS website at
http://facultyadmin.yale.edu/onboarding-procedures-
faculty-arrivals

* New Faculty Checklist
— Faculty Data Collection Form

 Template Welcome Email
* International Faculty Onboarding list
e Transfer-in Checklist



http://facultyadmin.yale.edu/onboarding-procedures-faculty-arrivals

Onboarding new faculty hires

1-9’s and our responsibility as an Employer

» We must verify the identity and employment
eligibility of every employee hired after November
6, 1986.

» The Form 1-9 must be retained for inspection; after
termination, we must retain the Form 1-9 until 3
years after the date of hire or 1 year after the date
of termination, whichever is later.

» We must refrain from violating or circumventing
the Form 1-9 process, including anti-discrimination
requirements of the law, or we may be subject to
civil and/or criminal penalties.

DRIVING LICENCE

1. SURNAME
2. NAME MIDDLE NAME

3.23-05-90 UNITED KINGDOM
da. 29-05 09 4b. 03-08-19 4¢. DVLA

\fl..ns.-as,m‘ls.n1 1) 17 T PSNRETOAVER o REES T L N



Onboarding new faculty hires

1-9’s (con’t)

» ALL faculty must complete an I-9 any time after the
offer of employment has been accepted but before the
end of the first day of employment.

» It must be reviewed and approved no later than the
third day of employment (e.g. end of day Thursday if the
employee started work Monday).

» They complete it in Workday. Then, bring their
credentials to a Yale 1-9 Center for official approval.

» https://your.yale.edu/sites/default/files/yale-i-9-
centers 2.pdf

DRIVING LICENCE
P 1. SURNAME
2, NAME MIDDLE NAME

' 3.23-05-90 UNITED KINGDOM

h. 29-05 09 4b. 03-08-19 4c. DVLA
0000000

:.';" iw
_ai\‘. 0 La LT

i.i.sAKtrniE'rmwzz d

:J
‘ft_ns;as,m.u1s,n1 bifcuas QYT

IJ 35


https://your.yale.edu/sites/default/files/yale-i-9-centers_2.pdf

Onboarding new faculty hires

1-9’s (con’t)

» Academic HR Support Specialists receive daily
notifications for faculty who need to complete 1-9’s

» “3 Tries Rule”
» Make 3 earnest attempts to get the faculty member to
complete the I-9
» Email 1-2 times
» Place note in mailbox
> Visit her or his office
» If unsuccessful, escalate to the Employee Service
Center

DRIVING LICENCE
SR 1. SURNAME
2, NAME MIDDLE NAME

' 3,23-05-90 UNITED KINGDOM
da. 29-05 09 4b. 03-08-19 4¢. DVLA

Contact the Employee Service Center:
— Email: employee.services@yale.edu & i ======= £
~ Phone: 203-432-5552 p @ ﬂsmé LW

f:'ms,-pz,m.mammzu,p 2\ r WL 0 8 S



mailto:employee.services@yale.edu

Onboarding new faculty hires

Rehires and reappointments with break in service
« Send template welcome email

« If applicable, remind them to re-enroll in benefits,
especially retirement plan

 Check I-9 status

welcome Back!




Off-boarding departing faculty




Off-boarding departing faculty

Review information on OFAS website at
http://facultyadmin.yale.edu/boarding-procedures-faculty-
departures

e Departures include term ending with no reappointment,
resignation, retirement, and the death of a faculty
member. Note: Emeritus faculty always remain active.

e Termination and Transfer Checklist 3501 FR.31

coda

gJoodbhyEuene

Auf-wiedersehen

ThaNKYOU e 2% oo

reg agwfpfmd G ~029IE-00 L2 Arrivederci
farewel 2ayonarag

cheerio Clao

adios


http://facultyadmin.yale.edu/boarding-procedures-faculty-departures
https://your.yale.edu/policies-procedures/forms/3501-fr31-termination-and-transfer-checklist

Off-boarding departing faculty

Terminating faculty in Workday
* Need resignation letter if leaving before original end date.

 Begin by using the “Terminate Employee” business process. Once
approved, you will receive a To Do to end the academic appointment(s).

* If the faculty member has appointments in other departments, notify those
departments of the departure.

* The Termination Date = Last Day of Work

* If you receive an error, contact OFAS. There may be a process that is
blocking.

* Always close the position. et b sl el Al AT e e

Position Details

Close Position

Is this position available for overlap?




Important tips for faster approvals

All transactions require supporting documentation. Refer to
Charts online at http://facultyadmin.yale.edu/admin-
processes.

* Gather all of the necessary documents as stated on the Chart and
submit to OFAS upon submission to Workday.

e Please DO NOT SUBMIT in Workday unless you have all of the
documents.

» Secondary appointments — You need an email or letter of approval
from the FAS department chair or authorized school dean.

* Format the subject line of the email as follows:
— Faculty name, transaction type, effective date

e E.g. Thomas Turbine, New Hire, 7/1/16
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