
Building the Academic Appointment FAQs

Q: Can the probationary end date be changed if tenure is extended for any reason (parental leave, etc.)?
Yes, it is built into the business process for Absence to review and update if needed.
 
Q: For a new employee, does the process follow the current state, or would the academic appointment be added during the initial hiring paperwork?
Academic appointments are added after the employee is hired. It is built into the business process for this to be reviewed and added by the Academic Partner.

Q: Will the faculty member receive an alert that an appointment has been added?
No.
 
Q: Will existing academic appointments in myUFL transfer over or will we have to enter these also?
We will transfer over appointments that we are aware of, such as primary appointment. If the faculty member has a secondary appointment to a center, that will need to be entered at the unit level.
 
Q: Is the rank specific to each appointment, meaning it may be different for each one?
Academic appointments are created one by one. You would choose the rank for each academic appointment created.
 
Q: If the Center Director appointment came with additional pay (e.g., an admin supplement), where would that be entered?
This occurs during the Request Compensation Change business process.
 
Q: How do you add additional pay for an admin appointment?
This occurs during the Request Compensation Change business process.
 
Q: If you select an end date, will the appointment automatically end or will we have to go in and end it?
The end date does end the appointment. If a renewal is needed, there is a separate process for this.
 
Q: If we do not update the working title as needed initially, can it be edited later?
If you have the Academic Faculty Partner role, you will be able to edit the academic appointment via the Update button on the appointment.
 
Q: Will the system give a hard stop error if you mistakenly add a primary appointment when one already exists?
No.

Q: Is there a screen in Workday where you can view both the salary for the academic position (e.g., Associate Professor) and the salary for the administrative appointment, such as Program Director?
Yes, you can see this via the Compensation page on the worker's profile.
 
Q: It didn't seem that attachments were part of this process. Will that be the case with most Workday transactions?
In the Add Academic Appointment task, there is a section at the bottom that is labeled Attachments and will allow for the processor to drop files or select files. This is built into the various Workday transactions on a needed basis.
 
Q: Will we add graduate faculty appointments?
There is still discussion on how we manage graduate faculty appointments. Graduate information will still need to be tracked in student information systems, so we are working to ensure we do not duplicate efforts here. 
 
Q: If a faculty member holds a 9-month faculty position in the supervisory organization and a 12-month academic administrative appointment in the academic organization, would they be required to convert to a 12-month position in the supervisory organization?
They will not be required to convert to a different month position as academic appointment dates can be different than the position dates.
 
Q: Does the Workday system generate appointment letters, or is that handled outside of Workday, similar to how it is currently done outside of PeopleSoft?
Appointment letters will be generated in Workday.
 
Q: Does the Workday system generate courtesy/affiliate letters?
Yes, this will occur in Workday. 
 
Q: Are comments intended for internal use or does everyone see them?
Internal use. Typically, only those with the appropriate security can view comments. 
 
Q: Who are the notes useful for once we can see them? Just internal notes?
Internal use. Typically, only those with appropriate security can view.
  
Q: Will we be notified when an appointment is approved? For example, do we receive an email similar to the current EPAF approval notification?
At this time, there is not a notification built in to confirm if an academic appointment was approved; however, at the end of the task it will notify you if the process was successful or if it is routing for approval.

