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Getting Started

Basic assumptions for this course:

® You know the difference between the academic record and the
employee record.

= You know the difference between hiring and reappointing a faculty
member.

®You know what a supervisory organization is and how to look this
up for an employee.
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Getting Started

Before starting any transaction in Workday, here are some questions
to consider:

= \What do you want to do?

® Have you obtained the necessary permissions from the Dean’s and
Provost’'s Offices? Do you have the supporting documentation?

m\Who is the individual and have you checked Workday to search for
a record or to examine the status of the record?

m \What type of relationship will the individual have, or does the
individual have, with Yale? Is he or she performing work for
another unit?



Getting Started

Some questions to consider (con’t):

m\Where will the individual be located primarily, i.e. in your
supervisory org or a different one?

m Our point of view is that a faculty member should have one
stable primary home and that unit takes responsibility for
coordinating all payments for him or her.

®m Has this person been paid by Yale during this calendar year?

m |f so, all payments must be entered into Workday as some form
of compensation, i.e. you cannot pay with a check request.



Prerequisites

Prior to requesting any compensation changes or one-time
payments, all initiators must:

v' Communicate with all appropriate parties and follow all pre-existing
approval processes outside of Workday (i.e., Provost’s Office or Dean’s
Office).

v’ Gather all supporting documentation and submit to
faculty.admin@yale.edu.

Conversations are still an integral
precursor to any business process!




KEY CONCEPTS
OF ACADEMIC COMPENSATION




Key Concepts of Academic Compensation

Time Type — Full time is Job Details
always only 100% FTE, and
part time is anything less
than 100%.

Position P274401 Lecture for Training

Job Requisition  64149WD Lecture for Training (Open)

Employee Type Facult -
ployee Typ Y Screenshot of completed hiring

business process.

Job Profile Lecturer
* @me Type F‘arttirna
Default Weekly Hours — The
full time number of hours Hocation Whitney Ave, 221
that the employee works. PayRate Type  Salary

This is always 40 for

academics and 37.5 for staff. v Additional Information

Job Title Lecturer
*SChedUIed Weekly Hours _ Business Title Lecturer
The number of hours that the _
. Location Weekly Hours 40
faculty member will work per
Default Weekly H 40
Week Q ault Weekly Hours _)
@heduled Weekly Hours 2?@
*These are not exposed on the
FTE 68.75%

employee record.




Key Concepts of Academic Compensation

Screenshot of employee record.

Supervisory organization — The
only organization that can pay a
faculty member.

FTE (% time) — The percent of time
that the faculty member is working.
This is a Workday calculated field
derived by dividing the Scheduled
Weekly Hours by the Default Weekly
Hours.

Example:
11 hours / 40 hours = 27.5%
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Job Details

Employee ID

Organization
—_—

Yale University (Salovey, Peter) == School
Nursing - Dean's Office (Portillo,
Carmen)

i

Position

P248900 Lecturer

Business Title Lecturer
Job Profile Lecturer
Employee Type Faculty
Time Type Part time
@'E 2?.50%_)
Location WC Office Complex North

Annual Work Period

Work Period Percent of Year

Blended FTE

Disbursement Plan Period

4 Month AWP - September (September 1 -
December 31)

33.33%
9.17%

4 Month DP - September (September 1 -
December 31)




Key Concepts of Academic Compensation

Screenshot of employee record.

Annual Work Period (AWP) — The

time period when the work is being
completed. This sets limitations on
the disbursement of pay.

Disbursement Plan Period (DPP) —
The period when pay will be
disbursed. If this is not aligned
correctly, pay will not be generated.

Job Details

Employee ID

Organization

Position
Business Title
Job Profile
Employee Type
Time Type

FTE

Location

Yale University (Salovey, Peter) == School of
Mursing - Dean's Office (Portillo,
Carmen)

P248900 Lecturer
Lecturer

Lecturer

Faculty

Part time

27.50%

WC Office Complex North

\ Gmual Work Period

4 Month AWP - September (September 1 -
December 31)

Work Period Percent of Year

Blended FTE

33.33%

9.17%

\ Gsbursemenl Plan Period
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4 Month DP - September (September 1 )

December 31)




Key Concepts of Academic Compensation

Academic Salary — The compensation plan used for
Peterson, Jonas . )
Lecturer ) paying all academics.

(_ Actions )

B4 &8

Email Team

Annual — The amount that would be paid to a faculty
member if working full time (100% FTE).

Sstrmacy Prorated — The actual amount being paid to a faculty
i member who is working part time. This only appears if
o the faculty member is less than 100% FTE.

Compensation

Plan Assignments 2 items [
Effective Date Plan Type Compensation Plan Assignment
07/01,/2018 Salary Academic Salary 53,700.00 USD Annual (Prorated: 31,307.10)
06/30/2018 Merit Faculty Annual Salary Review (School of Art) 3.00% Annual
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DETERMINING
THE METHOD OF PAYMENT




Determining the Method of Payment

for faculty:

There are three Workday business processes that can be used to adjust pay

¢

!

/

Compensation >
Request One-
Time Payment

Extra compensation
such as Taxable
Reimbursements,
Bonuses, Awards and
Prizes...

Compensation >
Request
Compensation
Change

Submit changes to
salary including
recurring ongoing
payments
(Allowances)
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Job Change >

Transfer, Promote,
or Change Job

Submit changes to
items on the employee
record that impact
compensation, i.e.
FTE %, AWP, and DPP




Determining the Method of Payment

["."':'] Request For Provostial Pre-Approval for Faculty Extra Compensation
.

ALL extra compensation, either one- e
time or on-going, requires prior S

Date of Reques

approval from the Provost’s Office.

Faculty Ha Employec #:
£ art & oy, St ooma

Faculty Ra

You must complete and submit the SR
Provostial Pre-Approval form in R
advance of paying any faculty member vk e drsedieeweS] w0 w0

B, B e O O Dt D LD A L e D putrar 0 i i g U e f ot il ol il
DR D i D D o F e D s DA e i G i ¥ S pprr o & F o o e STUSE e Foc ity

( htt p S ://vo u r'ya | e . e d u/ N O d e/4704 1 ) it e a0 gt S wiear (RIS R orsrudmitin g o the (Ve o e Frovart.

QEF ar FRME Authorizer Hame and Tikl,

Lzerkify khat Lam Familiar with the requirementr of thir grank, thak Thave revicue d thie cxtra sompenration

If a p p rove d , yo u Wi I I u Se O n e Of th e roquerk and khat thir payme it ir 2learly aszounked in thirrpanrared proje =t praparal.

ukhorizer Ziqnakurc and Dake:

two Compensation processes on the T —

Faryment Amaunt Fcquerted: ! SrartDake: EndDake:

prior page to enter payment in
Workday.

Funding Zaurz

lappruvs ths Fanding of thir requart and confirm that ths abuvs infourmatioe i corrsct.

Eurinerr Adminirkrak

Hame Siqnakure {Dake

SchooliDeparkment
Flearerubmitkhir Form toprovorkformeiy gle o dy in khe OFFize of the Frovare

I, OFfics mf tha Pravart Annruval
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https://your.yale.edu/node/47041

REQUEST ONE-TIME PAYMENT




One-Time Payments

Compensation Total Rewards

Peterson, Jonas

Lecturer e
E&quest One-Time F'EI‘ﬂTIE'I‘ID

(_Actions ) Create Eligible Earnings Override

Manage Period Activity Pay Assignments

Actions View Compensation
View Compensation History
Academic Faculty View Compensation Basis Details
Eenefits View Period Activity Pay Assignments
View Period Activity Payment Details

Calendar
View Estimated Compensation for a Period

D View Reimbursable Allowance Plan Activity

@ View Total Rewards

Recurring (on-going) one-time payments should be submitted as an
Allowance in the “Request Compensation Change” business process.
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One-Time Payments: Reason Codes for Faculty Payments

Reason Categor Reason

Reason codes Adoption Reimbursement Incremental Teaching
should be Affiliated Program Interim Assignment
selected Awards and Prizes Master Supplement
carefully. If Clinical Bonus Mortgage Supplement
you don’t Departmental Bonus Program Non-Taxable Moving Expense
know which to Additional Dependent Care On Call Pay
pick, consult Reason Differential Pay Retention Bonus
with OFAS or Extra Compensation Second Job
YSM Fir.;ancia/ Faculty Education Special Recognition Award
Operations. Homebuyer Program Taxable Moving Expense
Incidental Research Pay Vehicle Stipend
Note: Some

Incremental Services

reasons that

will appear on Biannual Stipend

the list in Bonus
Workday are Housi
¢ th ousing
or use wi Hire Agreement Non-Taxable Moving Expense
staff only. :
Taxable Moving Expense
Travel

Tuition
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Compensation Plans —
Selection of the correct one is
critical. It may have an impact
on

* Routing for approvals

* YURAP contributions

e Tax implications

e Budgetary considerations

One-Time Payment Plans for Faculty

Compensation Plan Name

Adoption Reimbursement
Defined Additional Compensation
Awards and Prizes
Bonus
Dependent Care
Faculty Education
FAS Faculty Special

Taxable Moving Expense
Non-Taxable Moving Expense

One-Time Extra Compensation
PDF Compensation
PDF Supplemental Refund
Sign-on Bonus
Taxable Reimbursement
Taxable Reimbursement 120
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REQUEST COMPENSATION
CHANGE




Request Compensation Change vs. Job Change

Use Request Compensation Management Chain Organizations
Change when you only need to

make a change to the Job Details
compensation plan, i.e. salary or Employee ID 139382
Organizati Yale University (Salovey, Peter) >>
allowances. e oo e
Position P22694 Lecturer
If you need to make a change to Business Title

any of the following items, you

. Job Profile Lecturer
will need to use the Job Change lores Type .
> Transfer, Promote or Time Type part time
Change Job. T
Location Kroon Hall
. Annual Work Period 5 Month AWP - August 9m (August 1 -
L d FTE % time ( December 31) )
° Annua' Work Period Work Period Percent of Year  55.56%
e Disbursement Plan Period Blended FTE 27.00%
Disbursement Plan Period 5 Month DP - August (August 1 -
December 31)
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Request Compensation Change vs. Job Change

Use Request Compensation Change when you only need to make a change to the
compensation plan, i.e. salary or allowances, this includes adding compensation by

changing from SO to an amount.

Example 1
Compensation Total Rewards Pay Change History Other Compensation Details
Totals 1 item
Total Base Pay Faculty Total Base Compensation Currency Frequency
0.00 0.00 USD Annual
Example 2

Plan Assignments 3 items

Effective Date Plan Type Compensation Plan Assignment

09/01/2016 Allowance FAS Faculty Special 878.81 USD Monthly

09/01/2016 Allowance Ongoing Extra Services 1,500.00 USD Monthly

S
End Date

06/30/2017

06/30/2017
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Request Compensation Change vs. Job Change

Request Compensation Change is also used to change or add the Actual End Date.

Actual End Date

Compensation Total Rewards Pay Change History Other Compensation Details
e Insures that the C_J_
compensatlon.ls remov.ed otale 1 e @ v il
after the appointment is e .
otal Salary & Allowances Total Base Pay Faculty Total Base Compensation Currency Frequency
completed.
2,700.00 2,700.00 2,700.00 USD Annual
e Changes the Compensation
to SO Compensation
. Compensation Package  Faculty and Other Academic
e Prevents active faculty oo _—
member from bEing Company Yale University
accidentally paid if not Plan Assignments
rea p pOi nted . Effective Date Plan Type Compensation Plan Assignment End Date
° WI | | cause be n eflts to be 09/01/2017 Salary Academic Salary 90,000.00 USD Annual (Prorated: 2,700.00) . 12/31/2017

dropped.
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Request Compensation Change vs. Job Change

Reason codes should be selected carefully. If you don’t know which to pick, consult with OFAS or
YSM Financial Operations.

Reason __________ Descripion

Additional Duties _ _ . _
) Change in compensation due to additional duties
Adjustment

Chair Supplement Payment for serving as department chair

Correction to Salary ) ) )
A : Correcting a salary that was incorrectly entered previously
moun

FAS Faculty Special Change in compensation reserved for FAS Dean’s Office use

Interim Assighment Change in compensation to reflect an interim assignment
Supplement to Faculty for serving as a Head of a residential college,

which could be a direct payment, money added to a research

Head of College

Supplement
A account, tuition for child education, etc.

T -ETERTT I I L 4 Payment to offset mortgage deductions

Restructuring Faculty Change in compensation to reflect restructuring of a faculty
Comp Plan compensation plan
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Request Compensation Change vs. Job Change

Use the Change Job business process when any other aspects of the position
need to be changed. The Change Job business process allows you to make
changes to Job Profile, FTE %, Annual Work Period and Disbursement Plan
Period, as well as Compensation.

® When do you ® Job Profile ® | ocation ® Employee = Company ® Employee
want this Type Visibility Date
change to take ™ Job Title = Work Space = Employee
effect? = Time Type Type = Total Base Pay
® Business Title ® Scheduled (Annual)
= Why are you Weekly Hours = Annual Work
making this (impacts FTE) Period (AWP)
change? and
Disbursement
Plan Period

(DPP)
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Sample of Job Change

TN D W WD W)

Start > When do you want this change to take effect?
Start Details
Wnen dosou want s crange totake ety % Enter date on which it will take effect. This should
Why are you making this change? * . .
Who will be the manager after this change? Initiator, 01 matCh the date In the app0lntment letter'
Which team will this person be on after this Training_Biochemistry Org 01 (Initiator, 01)
change? . .
WWhere will this person be located after this # Training Yale University > Why are you maklng thls Change?
change?

Reasons codes matter! They drive subsequent actions.

Change (change in hours) by this Reason
Change in the scheduled work week that keeps employee at or
Remaining At/Above 20 above 20 hours per week

Work Week Change Change in the scheduled work week that keeps employee below
Remaining Below 20 20 hours per week
Work Week Change to Change in the scheduled work week that raises employee from -
LG ERCIAGUEIR G less than 20 hours per week to 20 hours or more per week
GTE QN QoL EL-:CR GA IS Change in the scheduled work week that drops employee from -

Than 20 20 hours or more per week to less than 20 hours per week
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Sample of Job Change

EETED WD BT WD W Y

The Location tab provides you the ability to edit the following fields:

Location (] Location — Enter the name of the new location, if

appropriate.
Location Details pprop

— The Location entered may change the Default
Weekly Hours on the Details page

— FTE = Scheduled Weekly Hours / Default Weekly
Hours

Location * Science Park Bldg 25
Work Space

Scheduled Weekly Hours 40

J Scheduled Weekly Hours — Enter the number of weekly hours the person will be scheduled to
work.

For most schools, full-term courses:
1 course = 13.32 hours

2 courses = 26.64 hours

3 courses =40 hours (full time)
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Sample of Job Change - Details

EETED WD WD ST W Y

The Details tab provides information such as:
* If a worker’s FTE falls below 100% due

Administrative to a change I? hours, you must also
update the Time Type to reflect that
Employee Type * Faculty L the worker is now Part Time, and visa
Time Type * Parttime — versa.
Pay Rate Type Salary
Location Weekly Hours 40
e Default Weekly Hours are always 40
Default Weekly Hours 40 < for academic appointees.
FTE 87 5%
. * The Annual Work Period (AWP) and
Academic . .
Disbursement Plan Period (DPP)
Annual Work Period 5 Month AWP - August 9m (August 01 - December 31) ShOUld a“gn Wlth the academic
Work Pertod Percent of Year  55.56% — appointment dates for pa rt_time
Disbursement Plan Pertod 4 5 Month DP - August (August 01 - Decemnber 31) facu |ty
NOTE: Use the “9M” option for all
teaching faculty.
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Sample of Job Change - Compensation

EETED WD WD WETED W S

Compensation Plan
Academic Salary

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

Apply FTE%

Amount *

72,289.16

e If the FTE is less than 100%, -

Workday will calculate the :
Amount Change

Prorated Amount. This should [re0674 :

match the amount to be paid.

Percent Change

-13.92

Currency *

* Frequency should always be
“Annual”, never Monthly.

X UsSD

Frequency *

X Annual
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Sample of Job Change - Compensation

Currency *
m For faculty with — =
appointments that
are less than 1 Frequency *
year, add the X Annual =

Actual End Date.

OAdditionai Details

®m This insures that

the faculty Currency *

member will not be X USD =
paid beyond the

end date unless Frequency *

reappointed with X Annual =
compensation.

Additional Details

Expected End Date

I [l
!

Actual End Date
12/31/2017
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Deleting Compensation

®m |t is not possible to
enter “0” as the

Salary amount. Assignment Details
83,975.90 USD Annual (Prorated: 69,700.00)

Salary

m To delete salary,

] . Plan Name
click the “X” in the Academic Salary
upper right corner
of the Salary box.

Effective Date
07/01/2016

Salary

signment Details

x 8$,075.90 USD Annual (Prorated: 69.?00.00)

Plan Name

X Afpademic Sa]ar;r

Effective Date

% Of/01/2016
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TIPS AND IMPORTANT
REMINDERS




Tips and Important Reminders

‘/Gather supporting documents which
clearly state; (1) amount to be paid,
(2) dates/period of work, and (3)
describe the work being done or

include the appointment rank.

NOTE: If this faculty member has
multiple appointments, try to align the
dates with the other units to keep changes
to a minimum.

‘/Complete the Faculty Compensation

Approval Form by referencing the
supporting documents. This should
be an exact match.

‘/Send all documents to
faculty.admin@yale.edu, and, if
secondary, to primary department.

‘/Enter transaction in Workday.

Note: Please download and save this form locally before completing,

FACULTY COMPENSATION APPROVAL FORM
Required for all franssctions nvofving compensation

Yale

Instructions: For ail transactions involving compansation, complste and amall this form to the OMcs of Faculty Aaminisirative

sarvices (OFA S] at facilty sumingysis. sou m torm Is used for abtaining the necessary spp of ine comp from the.
Provosts Offics andior FAS Deam's Offics, a8 approprists. This 18 8180 used for plans to tne
suparvisory algmlzanun of & faculty member. For more Information, please refer to nitpuiTacu mu-' Ly #le S0Ua0mIn-PIOCEESEs.
Prepared by: | Date

Dept: ] Phone: | ]

1. FACULTY INFORMATION (should maich Workday) |

Last Name: | First Name: . |

Position/Rankc | Employee # or NetD (f one exssss) |

Supervisory Organzation Namse (Primary Dept ); |
Is: this facuty member in your supenvisory omganization? | | Yes [ |he*
1P, (i o mmwh“wlwmmadmun T pmll frguart Luum e, mul Iluhuiﬂ—ldm A STV iy o -nlt

oniry ik Westliday Pl provide them with the T ——
Ihe apfefeprlale fedsed hf his comrgefadlion il w..n.ug- I A.IJInILMh.rI -Mplﬂ mu!mluu,u.:.-n
Secondary Business Administrator Name: |
Sagrature Cate
[2. COMPEN SATION INFORMATION (for inis transschion only) |
Reason: [ - | FTE % sme (=scheduled hrsi40). [

| End siop) date:] ]
| Nete: 1 5 ool il B (e et s L s g o sl ot

Eflectve 5:art date for thes compensaton |
Compensation amount (total of this transaction only): § [
Additional information

[+ cosmme atLocamion |

“Cosling ATOCTOR INRmaton I ordy reguined I faculty member 18 HOL N YOUT superviEary Ofganizaticn. This ISSrmaton wil Do endered Dy e Cost
Center Payrall Costng Speciatel for Ihe facully MEmbers SUPenvIRory arganization

oo inding o | Costcenter Program Project Assignes e Date Endaatey | anocw)

TR fota! 1005 s

Final Authorzationjs):

FAS Dear's Office

Name Datz Nama Da=

Office of Facully Adminktrative Senices uss only

Naotes:
Raviewad by: Approved In WO by

Nams Date Nama Date
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https://facultyadmin.yale.edu/faculty-compensation-approval-form
mailto:faculty.admin@yale.edu

Tips and Important Reminders

Always include a comment to describe the event to the next
approvers. Think from the perspective of the reader.

Be sure to Submit your To-Do’s to complete the transaction.

Reasons codes matter!
» They guide business processes and integrations.
» They are used for reporting and analytics.

For help with tracking business processes, run these reports:
» Business Process Transactions Awaiting Action by Role
— Yale
» My Business Processes in Flight — Yale

For help with checking compensation:
» Academic - Compensation Details - Yale
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Tips and Important Reminders

View Compensation History provides a view of all compensation
related transactions that have ever been initiated.

stivaiiasia )t Toeand

Tamtiber | aviliaer = T -t.il-n' sl i Tty el Q Work Space

s Tasttill Sikaadbies e Linsly-Chittenden = 002

Actions

Actions
Worker
Academic Faculty 2
Benefits b
Nicw Contact
Calendar 2 e

Committee Membership >

View Compensation

Payroll

Phane +1(2
? Reguest One-Time Payment
Job Change 2 Create Eligible Earnings Override
Organization ? Manage Period Activity Pay Assignments
Payment ?

The tabs below will only appear if there
IS relevant activity.

Compensation Events Period Activity History

One-Time Payments

Compensation History from Previous System

-35-




DEMO OF WORKSHEETS

® To access worksheets and additional information go to
https://facultyadmin.yale.edu/managing-compensation-faculty.
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https://facultyadmin.yale.edu/managing-compensation-faculty

Demo of Worksheets: Scenarios

Scenario 1: Rita James is a full-year, part-time tutor in the CTL. She
Is paid $16,600 for the year and works an average of 11 hours per
week. She is hired by CompL.it to teach a course in the fall for $8,250.

Scenario 2: Bob Baker is an unpaid professor adjunct in MCDB. He
has been hired by Yale College to teach a course in the fall term for
$10,000. In late October, it is discovered that he was also hired
retroactively to teach a course in Public Health for $11,500.

Later in the fall, Bob is hired to co-teach a course in MBB in the spring
for $5,400.
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RESOURCES




Workday@Yale Help Resources

Help resources are available for performing Workday- ® &
related tasks

View Profile

= Training Guides

ﬁ;t[ Home
- Vldeos {37 Favorites
o My Reports
To find help resources:
N E
= From within Workday: 2 MyAccount S

Click on the cloud icon, or your photo, in the upper-right
corner and select “Help” to go to Workday@Yale training.

= Go directly to Workday@Yale training:
http://workday.yale.edu/training

= Contact Faculty Administrative Services:

— Email: faculty.admin@vyale.edu
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http://workday.yale.edu/training
mailto:faculty.admin@yale.edu

Workday@Yale Help Resources

Top Tips for Workday Users
e https://workday.yale.edu/top-tips-workday-users

More Tips
e All transactions submitted in Workday are permanently stored in the system and

can be found from the Search box.

* Tip: Select a category from the left menu to limit the results.

e All transactions submitted on an employee record can be accessed by going to
the Worker History.

e Tip: Click the button, “View Worker History by Category” to view transactions in related
groupings.

e Tip: View all compensation transactions for an employee by clicking Actions, hovering
over Compensation, and selecting “View Compensation History.”
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https://workday.yale.edu/top-tips-workday-users

Workday@Yale Help Resources

Top Guides for Compensation Transactions

Manage Compensation (Academic) — This guide is to be used for completing the

following tasks for academic appointees:
e Request Compensation Change
* Request One-Time Payment
* View Compensation Change or One-Time Payment Request
e Correct your Compensation Change or One-Time Payment Request

Change Job: Work Week FTE/Location — Walks you through the steps required to
change someone’s work week hours and FTE.

Assign Payroll Costing Allocation — Provides instructions for updating salary
charging, especially useful for faculty with multiple assignments.

Hire Faculty Process — Walks you through the entire business process for hiring a
new faculty member, including the addition of compensation.
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Workday@Yale Help Resources

Tip for finding guides

On the main Workday @ Yale
Training site, scroll down the
page to the box, All Training
Resources, and click the link.

This will bring you to the full
library of guides.

Select the Human Capital
Management tab to filter on all
guides related to employee
record transactions.

Then, you may either scroll
through the list to find the
appropriate guide, or use the
filters to limit the results.

Workday @ Yale Training

Home  Training Support Mews About ReportingUpdates  Login to Workday

Workday Financials

Featured Trainings

Workday HCM: HR, Payroll, Talent

Workday Workday HCM All Training
Financials hoadem .

Resources

eporting Explore training resources

m m om o
l.'. a 2

All Training Resources

1] Financials Human Capital Management

Search by Category Search by Keyword

- Any - v faculty APPLY
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