
Part 1: Hiring New Workers & Onboarding Setup FAQs

Q: Is PageUp going to be integrated into Workday?
No. Workday will serve as our applicant tracking system and PageUp will be phased out before go-live.

Q: Is the “Below Market” status an indicator that the offered salary is below market value for the position?
Yes, technically it indicates the offer is below market value. However, these ranges are still under construction. We are continuing to build out the criteria to determine whether a salary is below, at, or above market.

Q: Will hires still be contingent on a successful background and reference check? How will the system reflect if we are waiting on that or on RISC?
Yes. Offer letters will include language stating that the hire is contingent. The background check will be integrated into Workday. Research screening will still take place before the offer, as it does today.

Q: Will the letters be standard in terms of letterhead and format?
Yes, but you will be able to add information.

Q: Will the general background screening requirement appear in that section as well?
No, it will not.

Q: Will locations include recreation centers across the state?
Yes.

Q: How would we add the essential employee requirement? Would it be in the essential duties section?
It will be captured in a different area. This is still under consideration.

Q: Our college processes background checks prior to issuing formal offer letters. Will that still be an option?
Yes. Units may maintain internal processes that prevent a candidate from moving to “Ready to Hire” until unit requirements are met. However, units should be mindful of start dates and account for possible delays so the hire does not become late.

Q: When we select “yes” for research/research support, will the candidate still receive the current email reminding them to complete the supplemental questionnaire?
The questionnaire will be triggered and sent to the candidate when that step is selected. It will appear in the candidate’s home account.

Q: Are Level 2 DCF background checks going to be processed through Workday as well?
No, but they will be tracked in Workday. They will continue to be completed outside the system, except for the HireRight supplemental package.

Q: Will this only change UF working titles in the system?
We are allowing working titles as business titles in Workday. They will appear in the worker’s Workday profile.

Q: Will Workday notify the fund manager that a hire is being made on that fund?
When the position is created, a compensation finance approver is included in that process to confirm budget and funding source.

Q: Will multiple people be able to access these hires? Currently, one person enters the distributions and another enters the hire.
This is an area where Workday will function differently from the current state. Assigning distributions will be part of the hire process rather than a separate process.

Q: For PERM specifically, could this be clarified to indicate that it refers to immigration status? In Extension, faculty have Permanent Status rather than Tenure, so those terms can be confusing.
This clarification will be included in the Job Requisition trainings.

Q: If the finance approver confirms budget and funding source when the position is created, are they then notified when a hire is made from that position so they can track the name and salary?
The finance approver is also part of the offer letter approval process for Faculty and Staff.

Q: If the second-level approver makes a change, will the first-level approver be notified?
No, but they can review the completed transaction and see the changes that were made.

Q: In costing allocations, will the cost center or grant manager approve the allocation? I’m not sure whether the workflow includes this.
This will become a separate process being developed by the finance team.

Q: Will social security numbers in Workday be hidden?
Yes.

Q: As a subprocess of hire, will costing allocation route to a gift, grant, or cost center manager, or only to a compensation finance approver?
Costing allocations associated with HR transactions will not route to a gift, grant, or cost center manager.

Q: If we are hiring a foreign national, will the event need to wait until they have an SSN before it can begin?
No. We will continue using TempIDs to hire foreign nationals, and those records will be updated with the actual SSN once it is received, similar to the current process.

Q: How would we hire someone who did not apply through a requisition?
We can do a direct hire.

Q: Will we still use GatorStart, and will the email still default to a .edu address if the individual has one?
GatorStart will no longer be used. Onboarding will begin after the hire is approved, and the worker will log in to Workday using their GatorLink account to complete it.

Q: Will Workday tell us if a duplicate ID is created?
Yes. The central Core HR Partner (the current-state EOR) will receive a task to review the proposed UFID if there are potential duplicates.

Q: If departments need to fix something while the event is sitting at the core level, do they have to wait for it to be sent back?
Yes. If a transaction has been sent to the core office and needs to be edited, you would need to notify the approver and ask for it to be sent back for edits.

Q: It sounds like I-9 will be part of onboarding rather than the hiring process. Is that correct?
Correct.

Q: Will we still submit the FNIS shell outside of Workday?
We are actively working on the foreign national hiring process, so more information will be shared soon.

Q: The responses about managers approving cost allocations seem different. Will a cost center, gift, or grant manager approve the cost allocation at the initial hire?
No. Grant managers will not be part of the HR hiring process. If a costing allocation needs to change after the hire has been processed, the finance team is building a separate process that will include the grants manager.

Q: If I’m not the originator, will I still be able to check the status, as I can in the current state?
It will depend on your security access to the supervisory organization. If you have access, then yes, you will be able to check pending transactions and see where the hire is in the process.

Q: When hiring a foreign national who meets the definition of an International Scholar or International Visitor, will Workday connect with RISC’s International Scholars and International Visitors Portal, or will that remain outside Workday?
This will remain a step outside the system.

Q: Can we schedule future check-in messages throughout an employee’s first year?
A probation review can be scheduled, and the manager can receive a reminder to complete that check-in.

Q: Will there be a unit-level person who can see all distributions (costing allocations)?
This is a great question. We can follow up with the finance team, but it is very likely there will be either a dashboard, a report, or both.

Q: How far in advance of the start date can this be processed?
We are still working through best practices, but we encourage units to complete it as early as possible.

Q: Do these processes apply to both Staff and Temporary Staff?
Yes. All hires will follow a similar process.

Q: Will external managers, such as those at UF Health, be able to access applicants in Workday for UF positions they are hiring for? If not, will there be an option to download application documents for them?
We will be able to set up individuals with a business need as contingent workers so they can access Workday and view job requisitions.

Q: If I-9 is part of onboarding rather than hiring, are we expecting all hires to move from hire to onboarding in less than three days?
We are encouraging units to enter hires further in advance so there is enough time for onboarding to be completed and for the I-9 to be done on time.

Q: What is MDM?
Master Data Management, or the “person hub.” This is the area used to create a UFID.

Q: With a direct hire, will we need to collect information such as date of birth, email, and home address to initiate the hire?
Hires will happen through a requisition. Not all requisitions need to be posted, which allows us to avoid using a paper application or hire demographic form.

Q: Will OPS applications no longer be needed?
Correct. They will be hired through a requisition.

Q: Will we be able to update start dates if an employee does not complete onboarding on time?
Yes. There is a business process to change the start date after the hire is approved in situations like this.

Q: How will nepotism be addressed in onboarding?
It will be handled the same way it is today, by reviewing the question on the application.

Q: Will Loyalty Oaths be part of the onboarding experience?
Yes.

Q: Will the request to recruit be completed in Workday and then transition either to posting the position or continuing with a direct hire for OPS employees?
Yes. All hires will begin with a job requisition. Some requisitions will be posted and some will not. OPS hires will still complete their information online.

