
What's New With Graduate Assistants FAQs

Q: What is the "Roster" field?
The Roster field is Workday terminology that we cannot change. Units can use this field to reflect FTE.

Q: Would you mark the appointment as primary if it was the only appointment for that person in summer?
If the GA only has one active appointment, then it would be assigned as their primary appointment.

Q: Are these appointments in Workday similar to what we now call "Employee records"?
Academic appointments are brand new. They are not part of the employee record with hiring details.

Q: If the system generates reappointment letters at this stage, does it also generate non-continuation letters if the individual completes an action to end the appointment?
No, this is not built in.

Q: Will we receive a warning or error that the student had a 100% summer appointment?
Workday will not generate an error for a 100% summer appointment. It is recommended that the department monitor this through the academics tab.

Q: To confirm, with the Save for Later button, I can log out of Workday, return the next day, and it would still have all the fields I entered the day before?
That is correct. If you Save for Later, it will remain in your Tasks box with the information you saved until you submit the process. You can also Save for Later multiple times.

Q: To confirm, the track start date for the reappointment auto populates with the original track start date, and you only need to push out the end date? How would you handle discontinuous appointments, in theory?
There is a process/action to end an academic appointment. If the GA has a new appointment, we will do an add academic appointment.

Q: What is the role for the primary and secondary appointments?
The primary academic appointment is associated with that person’s job. A secondary appointment would be for other academic jobs. A worker can only have one primary appointment.

Q: Most of the appointment letters I have seen are for two years. Does this process need to be completed every semester if the initial offer is for two years?
No. The academic appointment would span two years.

Q: How would a worker/GA know who to reach out to if they have questions?
Workers will be able to view their teams in Workday to see who they should reach out to for assistance. The business process will also show them who submitted which tasks.

Q: What are the differences between academic appointments for graduate students as GAs vs fellows?
The add academic appointment process will be the same for fellows, though they would select a different track and rank. For example, Postdoctoral would use Postdoctoral Fellow.

Q: Will an academic appointment automatically end on its own due to the end date? And will this remove the need for termination ePAFs?
Academic appointments do not automatically end with the Hire or End process. However, reports are being tested to view the academic end date and make this process flow easier.

Q: How would a 9-month GA appointment on summer "break" be classified as an active appointment?
The 9-month appointment would be reflected in the primary academic appointment and span the 9 months. At the end of those 9 months, the appointment would end. A new primary academic appointment would be created for future appointments.

Q: What happens if the graduate assistant is appointed to a different department/college, but paid in full or in part by a different department/college? Would this be considered a secondary appointment?
Academic appointments are not connected to cost centers. The job position and employment cost centers would reflect the distributions.

Q: Will there be a place to add the GA's location in the "job" section?
Location is part of the hiring process, and it can be updated in Workday if the location changes.

Q: The process of adding the academic appointment is not the process for how individuals are paid, correct?
That is correct. The compensation aspect is separate from an academic appointment.

Q: If the duties are captured in the initial appointment letter and not currently in the reappointment letter, and we need to update the duties, does Workday hold that historical info?
Workday will show any updates completed in the business process history of a position. If changes are made, the department can review the business process history to see what it was before the changes.

Q: If you make a mistake and submit a letter before you are ready to send it to the student, can you recall it?
You will have the option to preview the letter and make edits. If you select Submit, the letter is sent as a PDF to the worker to acknowledge. You can cancel the entire reappointment, which will remove the acknowledgement note and letter for the worker. Then you would need to start the process from the beginning.

Q: Are the number of days off related to FTE?
Yes. The GA would receive 5 GA days off each term.

Q: How soon can the GA request leave?
The GA’s days off reset to 5 days at the beginning of each academic term.

Q: How will fellows be paid if they do not have job records? Can payment be issued on the academic appointment alone?
Academic appointments are not tied to compensation. Fellowship records are still being discussed to ensure the campus is best supported for those relationships in the future state.

Q: Will we be able to approve/confirm compensation before the academic appointment?
Compensation is connected to the hire process, where approval is built in. The task to add or update an academic appointment comes later in the process.

Q: If you enter time off on the calendar, does that time reflect in the balances in real time or is there an approval process required before it will update?
GA time off will show in real time. If the GA picks a future date, you can change the balance as-of date to that future date to see the balance after the future day off.

Q: Where would we add a change in duties?
It depends on when you are adding them. They can be added at the time of reappointment in the Workday letter if that information is available then. If not, a unit could create their own letter offline and upload it into the worker’s record.

Q: Can we see what the delivered reports look like?
These will be part of future sessions.

Q: Are distributions visible in the payroll tab in order to see where their current appointment is funded?
The pay tab on the worker profile will list the costing allocations. Appropriate role permissions are needed to see this data.

Q: Will STAS also be considered an academic appointment, or would this only be reflected in their primary position?
STAS would be hired under the Job Family – Student Employment → Student Assistant (type). STAS are not considered an academic appointment.

Q: Would a .25 FTE GA get a different number of days off than a .50 FTE GA? Does the .50 FTE GA get 5 days off a semester but a .25 FTE GA would only get 2.5 days off a semester?
The worker would get 5 days off at that FTE rate per day.

Q: To confirm, the "day" would equal 2 hours for the .25 FTE GA?
Yes.

Q: Is the manager the GA’s supervisor usually faculty?
The manager is the GA’s supervisor.
