** Indicates that a question was not fully answered, has a related action item,
or was escalated and needs verification/follow-up.

Topic: Workday Security Roles & System Access

Question: What roles in Workday are expected for an HR team who performs basic
HR functions at the college level, and which roles should not be shared so there are
proper checks and balances? For example, would an HR generalist/assistant holding
HR Partner, HR Compensation Partner, and Finance Partner roles simultaneously
remove proper checks and balances?

e Answer: Currently, many individuals hold both HR Partner and Compensation
Partner roles out of functional necessity. Workday business processes are
inherently built with checks and balances regardless of role combinations (e.g., if a
manager initiates an action, the HR Partner must approve it). The system
accommodates multiple roles, but the team is open to feedback if specific business
processes feel lacking in controls.

Topic: Compensation, Merit Changes & SALX

Question: Can you clarify what interaction, if any, SALX will have with other actions
effective July 1st (promotions, job offers, title changes, non-SALX salary changes)?
Are there actions that should be made effective July 2nd to avoid a SALX interaction?

e Answer: Unlike Oracle, Workday allows multiple actions on the same effective date.
[f a SALX action is completed for July 1st, you can still make other job changes
effective July 1st. However, if a future-dated salary action is in place and you try to
apply an earlier compensation action, the system struggles. In those scenarios, you
must submit a help ticket to temporarily rescind the SALX action, apply the change,
and reapply SALX.

e Note: If FTE changes occur before July 1st, change the FTE first, then reach out to
central compensation (CCA) to adjust the July 1st merit changes manually.

Question: When using a costing allocation for a cell phone allowance, where does the
dollar amount get entered?

¢ Answer: The dollar amount is entered on the compensation plan itself (via a Job
Change or Request Compensation Change task). The costing allocation form is
strictly used to assign the accounting split.



Question: Is it possible to split an employee's salary across multiple accounts by
specific dollar amounts?

e Answer: No. Costing allocations in Workday strictly use percentages, not specific
dollar amounts. Users must calculate the math manually and input the resulting
percentages.

**Question: Does the reason selected for compensation changes matter, and can we
get definitions for the available dropdown reasons?

e Answer: Compensation reviews are handled case-by-case. central HR will not flatly
reject a transaction just because the wrong reason was selected, but they will reach
out to correct it. Central HR will work on compiling a comprehensive list of
definitions for these dropdown fields.

Question: Does a compensation change apply to hourly employees when changing
their hourly rate, or should this action be completed via "Job Change Details"?

¢ Answer: [t can be completed in both ways. If the only action being taken is a rate
change, utilizing the standalone "Request Compensation Change" task is much
cleaner. If multiple job attributes are altering simultaneously, bundle it into a "Job
Change."

Question: Is there a job aid for employees to view their SALX raise effective July 1st?
Is there a standard report for managers to download this data, and can they see the
details before July 1st?

e Answer: HR Partners and Compensation Partners can run the Position
Compensation as of Effective Date Report using an effective date of 7/1 to preview
the data. Employees cannot see future-dated changes on their profile; they will only
be able to view the updated pay change history details under their profile's
compensation tab once the change becomes effective on July 1st.

e Note: The budget office has guides about how to generate reports for employees so
they can obtain information and documents about their raise



Can department units deactivate compensation plans while keeping the employee in
an active status? (ex: A GRA will not work from May-Aug 16t)-Can we deactivate the
comp plan and then reactivate when the employee returns (to mimic suspensions in
Oracle)?

e Answer: It is not advisable to deactivate and reactivate comp plans to “suspend” an
employee due to benefits and leave consequences depending on scenario and
employee type. This scenario illustrates a perfect example of when to use 9/9 pay
for an employee (9-month work period, 9-month disbursement period). The
employee won't be paid for the months they aren’t working but will remain active
and not need to be rehired. During the set-up for the grad assistant, in the academic
section, you can set up the work and disperesment periods to be 9/9.

e For employees, (especially Graduate Assistants) who are going to be gone for an
entire semester, they should be terminated and re-hired.

Topic: Job Change Actions and Transfers

Question: Is the university still adhering to the legacy associate definitions (affiliate,
committee member, guest associate, etc.) in Workday setup and dropdown menus?

e Answer: By and large, the definitions are still effective and relevant. There is an
ongoing dialogue with the graduate school regarding updates for graduate
committee-specific roles, so slight updates may occur down the line.

Question: We need to increase an employee's FTE effective June 1st using a job
change action, but Workday blocks it due to July 1st actions already in the system. Is
there an override SOP?

e Answer: You must submit a Workday help case. Central HR must temporarily
rescind the July 1st action, allow you to enter the June 1st FTE change, and then
recalculate/reapply the July 1st action.

Question: Can you demonstrate the steps to change an FTE from full-time to part-
time (e.g., 40 hours to 30 hours)?

e Answer: Initiate a "Transfer, Promote or Change Job" action. Scheduled weekly
hours are located under the Location tab. Change the hours from 40 to 30. Crucial
missing step noted: When reducing FTE, you must manually adjust the
compensation plan amounts in the same process; otherwise, the employee will
continue to automatically clear a full 40-hour paycheck. You must also remove



duplicate/unnecessary salary plans (e.g., separating academic vs. regular salary
lines) if the system flags an error during submission.

Question: How does Workday account for leave balances when a worker transfers or
takes a new job? Does it recognize the change seamlessly, or does it require manual
HR intervention?

e Answer: Workday tracks leave accruals and eligibility at the worker level, not the
job level (a major upgrade from Oracle). If an employee shifts between
classifications (e.g., State Classified to Administrative Professional) or adds an
additional job, Workday evaluates their cumulative monthly eligibility
automatically. Balances do not need to be manually transferred.

e C(Caveat: Eligibility relies on the designated "Primary Job." If a worker holds multiple
roles, ensure the primary job is not the one falling below 50% time, or
benefits/leave eligibility might be negatively impacted.

Question: How do you change a secondary job to a primary job?

e Answer: You can run the Switch Primary Job task as a standalone action anytime
without creating an HR support ticket.

Question: If a staff member that has phone allowance is transferring departments
and the new department doesn't have phone allowance, what is the best way to
remove phone allowance on our side before the transfer? Can we make it effective
July 1st, even if the member is transferring departments at the end of June?

e Answer: In terms of timing, you should check if the other department is going to be
paying for the last month of cell phone allowance. To remove the cell phone
allowance, use the Request Compensation Change task or as part of the Job Change
and remove the row with the cell phone allowance. It's recommended to follow the
Job Change Process and remove the cell phone allowance later if necessary.

**Question: We have a GTA that is being moved to our department and weren’t able
to change the ending date while processing the job change request. The option was
grayed out after the request was approved and sent back to my department. I was
told that once a new job becomes effective, I can make a job change request. Is that
an appropriate workaround for this situation?

e Answer: That is correct. Once the new job becomes active, the new HR Partner will
have access to change details and can submit a new Job Change request to make
required updates. The team noted that they are discussing enhancements to allow



the transfer prosses for grad assistants to fall under one HR Partner to reduce
confusion and back-and-forth during transfers.

Topic: Hiring, Onboarding & 1-9 Verification

Question: Can we download candidate files and resumes from an open pool
requisition to save on our departmental server, similar to how we operated in TMS?

e Answer: Yes. In your job requisition workspace, you can click the ellipses (...) button
and utilize the Bundle Resumes or bulk download feature to securely transfer files
to your department's shared drive or OneDrive.

Question: Is it possible to designate two hiring authorities for an open pool
requisition so both a Director and Assistant Director can view and access applicants?

¢ Answer: While you cannot officially list two separate "Hiring Managers" in the
default field, you can grant equal view/access privileges to additional personnel by
assigning them as the Search Chair or a Search Member on the requisition.

**Question: Are we sure the automated university email containing NetIDs is actually
being sent to newly hired employees? (Multiple partners reported zero emails
received across several new hires)

e Answer: The issue has been noted and will be routed to the integrations team to
verify if the automated sequence is breaking.

Question: Is there a way to run a background check without creating a brand-new job
requisition (e.g., for volunteers or internal promotions requiring motor vehicle
checks)?

e Answer: Yes, you can run background checks outside standard hiring business
processes. Instead of Workday routing, you submit a Workday Help Case
categorized under Background Check - Other.

Question: When hiring an existing hourly employee, the system prompts us to
"change the primary job." What if we don't want to change it—can that task be
removed?



e Answer: This step has been removed for standard employee types because it was
causing mass confusion. Currently, the task only prompts if you are ending an
additional job that happens to be designated as the worker's primary job. It remains
active for students, non-student hourlies, and graduate assistants, but it is entirely
optional—you can click the gearbox icon on the task and select Skip.

Question: What is the legal timeline for completing I-9 verifications? Does it have to
be completed on Day 1 or within 3 business days?

e Answer: It is a mix of both based on federal law. The employee must complete
Section 1 of the I-9 on or before Day 1 of employment. The employer must verify
identification documents and complete Section 2 within 3 business days of the
start date.

Question: Are we allowed to conduct I-9 verifications virtually? Do employees need
to upload their own documents when filling out the form?

e Answer: Virtual verification is strictly reserved for employees who are 100%
remote. For in-person employees, physical verification is required. Forcing
employees to upload their own documentation in Workday has slowed down
operations and resulted in high error rates (uploading incorrect documents).
Central HR plans to streamline this process so employees can provide documents
via secure SharePoint, leaving the official upload responsibilities to the HR Partner.

**Question: Can we stop employees from clocking in/entering time before their I-9
verification process is fully completed?

e Answer: Currently, no. Central HR and their integration partners have looked into a
system block but found no native workaround in Workday. It remains an active
enhancement request.

Question: When a current student employee applies to a new job in Workday, should
we advance them through all job requisition workflow stages, or just manually run
an "Add Job" task?

e Answer: Advance them through all standard workflow stages of the job requisition.
Once they hit the "Ready for Hire" stage, Workday will automatically flag them as an
existing employee and offer a branch option: "Add Additional Job" or "Change Job."

Question: We would like to save our open pool applicants to review throughout the
year. There are people who like to look at these who do not really use Workday. I



want to download the files for all my candidates for a position to save on our server.
We used to be able to do this in TMS where we could save the applicant's information
and upload documents, but I haven't found a way to do this in Workday. Is it
possible?

e Answer: Yes, it is possible. The primary recruiter and hiring manager can bundle
and download résumés from a job requisition. Furthermore, if someone needs
access to view an evergreen applicant pool but doesn't typically use Workday, the
primary recruiter can add them as search committee members. This grants them
direct access to view candidate materials inside the system.

Question: Is it possible to have two hiring authorities? It was possible in TMS, but it
doesn't seem like I can do that in Workday.

e Answer: No, it is not possible from a system perspective. The hiring manager or
authority is strictly tied to a single supervisory organization in which the new role
resides. As a workaround, you can list the primary individual as the hiring manager
by creating the job requisition in their supervisory organization and then add the
second person as a search chair or search committee member. (Note: A search chair
has the permission to take action on candidates, whereas a committee member can
only view materials).

Question: When a current student employee applies to a new job through Workday,
should we move them through all the workflow stages through the job requisition or
just separately add a job for them?

e Answer: They should proceed completely through the candidate stages for the
second job to ensure they receive an additional formal offer letter. However, if the
job is purely being added for accounting purposes (e.g., logging hours for the exact
same job but under a different project account), you should notify Talent
Acquisition to bypass recruitment if you want to pay them under a different costing
allocation within the same department.

Question: Could you clarify what happens when hiring student workers after the
supervisor hits the "ready to hire" button in the requisition? Do they then go to a
background check? Do the employees receive an email? We have a few students for
whom we hit "ready to hire" but are not sure what the holdup is because they have
not received the hire task over a month later.



e Answer: Background checks occur much earlier in the search process, before a
student candidate is moved to "ready to hire." What happens after "ready to hire"
depends entirely on the student's status:

¢ New student (No Work-Study): The hire business process routes directly to the HR
partner to fill out.

¢ New student (With Work-Study): The process routes to Student HR Employment
first to confirm work-study eligibility, then routes to the HR partner.

e Current student (No Work-Study): An "add job vs. change job" determination task
routes to the student HR partner, which then routes the subsequent process to the
HR partner.

e Current student (With Work-Study): The "add job vs. change job" task routes to
the student HR partner, followed by a work-study eligibility task, before finally
routing to the student HR partner for the final action.

Topic: Reporting & Workspace Management

Question: When running the report CSUF All Reports I Can Run, I get hundreds of
results, but clicking them frequently throws a "page error” stating I lack access to
filtered fields like Pay Group. If I don't have security clearance, why do they show up
in my search results?

e Answer: Implementation partners shared reports globally with broad security
groups. This allows you to view the report template title, but if the underlying data
or filters require a higher security clearance, the report errors out. To fix this,
central HR is vetting and compiling clean lists of runnable reports. HR Partners can
find verified, error-free reports pinned directly to the side panel of the HR Partner
Hub.

**Question: I am unable to enter an employee's name or run the Period Activity
Payment Details report. Furthermore, the Period Activity Pay Assignments report
won't pull up at all. Is this a security role error?

e Answer: Both reports are technically configured to be runnable by HR Partners.
However, the search prompts will only populate names if the employee currently
has active period activity pay. If you know the worker has active PAP and it still
errors, it points to a data value or configuration issue. Central HR will investigate
these specific report bugs.



Question: I am trying to use the "Change Workspace" task for graduate students, but
the workspace field dropdown returns "No Items." How do I resolve this?

e Answer: This happens when no pre-existing physical workspace values have been
mapped to that specific geographical work location. Submit a help case requesting
central teams to add valid workspaces to that location. If you are moving them to a
brand new location entirely, you must update their location attribute before
selecting a workspace.

Topic: Period Activity Pav (PAP) & Pavroll Accountin
Adjustments (PAA)

Question: Can Payroll Accounting Adjustments (PAAs) be used to reallocate a portion
of a Period Activity Pay assignment to a different account? At what point in the PAP
schedule can we enter a PAA? (Example: Summer assignment where only May hours
need adjusting).

¢ Answer: Yes. The timing dictates the tool you use:

o Past/Finalized Months: If payroll has already run and finalized for that
month (e.g., May), you must use a PAA to retroactively shift the expenses to a
new account.

o Current/Future Months: If payroll has not been finalized, do not use a PAA.
Instead, use the Manage Period Activity Pay task to alter the costing
override for the upcoming months.

Question: Can payroll accounting adjustments (PAA) be used to move some of a
period activity pay to a different account? At what point in the period activity pay can
we enter a PAA? (Example: Period activity pay is for all of summer, but some hours
from May need to be adjusted).

e Answer: Yes, this can be done. A PAA is designed to be entered after a payroll has
successfully run. If the period activity pay has not hit payroll yet, you can adjust the
costing directly to ensure it builds out correctly. Once payroll runs, you can initiate a
PAA to adjust a specific portion/amount of it rather than moving the full thing.

Question: There is an employee from a different department whose salary was
charged to an account in my department. Would a payroll accounting adjustment be
used to correct it?

e Answer: Yes, a payroll accounting adjustment would be the correct tool to resolve
this error.



**Question: If an hourly employee with multiple roles selects the wrong position
during a pay period that has already been unlocked and then permanently relocked,
the process for ensuring they are paid correctly is unclear. Submitting a payroll
accounting adjustment only updates the account but does not correct the pay rate.
What is the correct process?

e Answer: A payroll accounting adjustment cannot fully fix this scenario on its own
because selecting the wrong job affects separate object codes and splits (such as
work-study vs. non-work-study accounts). Central payroll will need to be directly
involved to move it. The HR team is currently following up with the payroll
department to establish a definitive process guide.

**Question: What do we do If someone misses a paycheck? Is this handled by
creating a Workday case? How do we know its being handled and when the student
can expect payment?

e Answer: If the employee was not paid because of a data issue (something was set up
incorrectly on their job), making a change or correction to the data retroactively will
fix the issue and those changes will go into effect in the next retro payment cycle
(running weekly). If you need to pay an employee immediately, you can create a
help case for Payroll.

e The team noted they are aware of several payroll issues from this May, related to
issues with how academic pay is configured. They are working on building a report
of affected employees and solving the issue.

Topic: Student Employment & Separation/Termination

Question: We used to receive automated email lists from central HR showing
graduating student employees and those with zero credit hours. How is this tracking
communicated now through Workday?

e Answer: Student Employment pulls graduation tracking lists via Financial Aid.

o Graduating Students: Student Employment will send an explicit email list of
graduating employees to HR Partners ahead of time. You have two choices:
respond to the email identifying students who are continuing into a new
degree-seeking program to stop their termination, or process a job change to
shift them to a Non-Student Hourly role. If no action is taken, central HR will
mass-terminate them (scheduled for June 27th).

o Zero Credit Hours: This tracking is paused during the summer due to
unique credit rules but will resume via email notifications in the Fall
semester.



Question: If an employee leaves an Administrative Professional (AP) role and is
hired into another AP role after a one-month gap in employment, do they lose their
accrued leave?

e Answer: If an AP worker experiences a true break in service (even for a single day),
their leave tracking resets. If they are eligible for a leave payout upon separation,
they will receive it; otherwise, the balances are forfeited and cannot be rolled over
across an employment gap. Exception: If an AP drops below 50% time but stays
employed, they can retain their sick leave bank for up to one year.

Question: When terminating an employee that is a supervisor, do we need to move
the employees that report to them to another supervisor before entering the
termination?

e Answer: No, this does not have to happen beforehand. If you terminate a supervisor
without changing their reports, Workday automatically routes the subordinate
supervisory organization up to the next level of management. The supervisor's
manager will automatically inherit the supervisor role. Later on, when a new person
is hired into that vacant position, they will automatically become the manager of
those direct reports without requiring manual intervention.

**Question: If we are processing an Involuntary Termination and need to add
Documentation, what kind of documentation should we expect to submit? Is the final
letter sufficient, or do we need to include incident documentation?

e The termination letter is the only required document to upload for involuntary
terminations. Information such as worker history or incident reports is not
necessary. The team noted that they could clarify the language in job aids, business
processes, and (possibly within the system) to clarify necessary documentation of
involuntary terminations.

Topic: Contingent Workers

Question: Will existing contingent workers transitioning from Oracle to Workday
automatically be placed into a Job Managed (JM) supervisory organization?

¢ Answer: Yes. All legacy Oracle "Associates" were mapped into Workday as
Contingent Workers housed inside Job Managed supervisory organizations. Note



that Workday does not support secondary assignments for contingent workers; only
their primary Oracle associate record was migrated.

Question: Are managers authorized to initiate contracts for contingent workers, or is
that restriction limited to HR Partners?

e Answer: This task is restricted to HR Partners. Because the process requires
creating a pre-hire identity and entering highly sensitive personal information (date
of birth, gender, nationality), the step cannot be safely opened up to all managers.

Question: Do all contingent workers receive a NetlID, and are departments billed for
them? What if a NetID isn't needed?

e Answer: Yes. Currently, every single contingent worker entered into Workday
automatically provisions a NetID, and the department is charged. The division of IT

explored creating distinct, cheaper licensing tiers, but that project is on indefinite
hold.

Question: Contingent workers are receiving confusing automated notifications
instructing them to log into Workday to complete "hiring forms," which they don't
have. Can this notification be modified?

e Answer: Yes. These automated notices are firing from an external Boomi
integration process rather than Workday itself. The integration team will look into
updating the language to clarify that they are completing basic "onboarding forms"
rather than hiring paperwork.

**Question: Can the Risk Management volunteer form be natively built into the
Workday "Contract Contingent Worker" process as an integrated questionnaire for
supervisors?

e Answer: Central HR will look into the feasibility of this suggestion and figure out
how data could be securely routed to the Office of Risk Management.

**Question: Will HR Partners receive an automated Workday alert when a contingent
worker's background check is approved?

e Answer: Currently, the notification routes primarily to the manager when the
background check status changes to completed. Central HR has made a note to
explore adding the HR Partner security role to this notification chain.



Question: Are departments still required to submit the Provost's physical paperwork
for "Visiting Scientist" associates and affiliates?

e Answer: Yes. As far as central HR is aware, the Provost’s office has not changed its
standard compliance requirements for visiting scientists.

Topic: One-Time Payments

Question: Why does Workday require a KFS accounting string for "Apparel Imputed
Income” one-time payments when it's just an employee tax adjustment rather than
an actual departmental cash disbursement?

e Answer: Costing overrides were made mandatory across all one-time payments
because departments were previously blindsided by unexpected ledger hits.
However, central HR will look into removing this strict requirement specifically for
non-cash imputed One-time Payments.

**Question: When submitting a one-time payment, why must we type the business
reason twice (once in the summary and once in the payment plan)? Can this auto-
populate?

o Answer: The system treats the overall transaction reason and the specific plan
reason as separate items (which is native Workday delivery), but central HR will
consult the compensation team to see if auto-population is possible.

Question: Can we fix the approval routing rules for one-time payments applied to
hourly employees with multiple jobs? (Currently, Workday routes the request to all
business officers tied to the worker, regardless of the selected position, which
creates confusion. If an unrelated business officer denies or returns it, the entire
transaction is killed, forcing a complete restart).

e Answer: Workday security settings for roles (like Business Officer or HR Partner)
are binary. To allow personnel to manage student employees with secondary
assignments, they had to be granted visibility across all the worker's jobs. A
downside of this wide visibility is that approval notifications route to everyone
supporting that worker.

e Solution: It is a joint review step where only one relevant business officer needs to
sign off to clear it from everyone's inbox. To prevent accidental denials, the creator
should add a clear comment in the transaction notes stating exactly which
department/position the action belongs to, so outside reviewers know to ignore it.



**Question: To clarify, One-Time Payments aren't being paid as additional funds,
right? Are they just imputed income that won't increase an employee’s paycheck?
¢ Answer: This isn’t true for all one-time payments. Certain types of one-time
payments (imputed tips, apparel, etc.) are imputed income and won’t affect
employee paychecks. However, one-time payments are also used for supplemental
pay or bonuses that will increase employee pay. The Compensation team is working
on developing guidelines for when to use the different types of One-time payments
and period activity payments.

Topic: Create Position and Edit Position Restrictions

Question: I understand that before creating a position you want to make sure that it
does not already exist. How do we do a search for that?

e Answer: You can run a report in Workday called "View All Positions" and then
select the specific supervisory organization you are searching within to see if the
position already exists.

Question: I noticed a qualification tab when completing the first part of the form.
When would those qualification questions need to be answered?

e Answer: CSU does not utilize the qualifications tab, so this section can be
completely ignored. The minimum qualifications for a position should instead be
manually entered into the job description field on step 11.

Question: Can you clarify what best practices are for creating/editing position
descriptions when we know that there will be overlap between the incumbent and
new hire? Should we be creating a second position to fill through the job requisition
or using the original position that will eventually be vacated by the incumbent and
filled with the new hire?

e Answer: The best practice is to reuse and modify the existing position rather than
create a new one. Workday supports position overlap, meaning both the current
incumbent and the new hire can temporarily occupy the exact same position
concurrently for training or transition. However, for this to work, the current
employee must have a formal, future-dated termination action already entered into
the system.

¢ Additionally, note that when a position is updated via "edit position restrictions,"
those changes do not automatically apply to the seated incumbent. The updated
attributes only take effect once someone is formally hired into that modified
position via a job requisition.



Question: Is it possible to add a notification for the HR partner when the edit position
restriction task is approved by HRCCA?

e Answer: Yes. This has been updated and built out. HR partners should now
automatically receive a notification once Class and Comp approves the edit position
restrictions.

Question: Is a promotional announcement appropriate even if there are no pay

changes? For example, updating language for a position that is outdated after the
reorg.

e Answer: Yes. If a position has been modified via edit position restrictions, the only
way to officially seat the current employee into that newly updated version of the
position is to route them through a promotional announcement, job requisition, and
application process. Because of this workflow, departments are advised to only
modify positions when absolutely necessary to avoid creating excessive
administrative work.

Question: If updating a current employee's position description with additional
responsibilities and a title change but no change to position classification, job family,
or salary, which Workday function would be the most appropriate? Either an edit
position description, change job, or promotion?

¢ Answer: You must first perform edit position restrictions. This must be followed
by a promotional announcement, a job requisition, and a job application. Once
the employee is moved to "ready to hire" within that job requisition, the department
will then select change job - promotion.

Question: If we keep a job open and later learn we are not going to backfill it, are we
able to close the position?

e Answer: Yes. There is a “Close Position” task in Workday that allows you to view and
close positions in your supervisory organization(s) as an HR Partner.
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