
Job Changes in Workday: FTE, Location, Supervisor Changes FAQs

Q: To confirm, will Spin migrate to Workday, or will it be an external, connected system?
The data from Spin will be integrated into Workday.

Q: Can we only drill down as far as building, or can we note specific office room numbers?
For workers, it will only be at the building level.

Q: Will you enter an exact location if it's not listed in the system?
It will always be a UF building.

Q: For employees assigned off campus, what will we use for their work location?
If the building is a UF location, then it will show up on the pick list.

Q: Are the changes visible as well? Could we see a location history for a worker?
Yes, it will be part of their worker history.

Q: Noting that space reporting for individuals is room specific, Workday location is at the building level.
Yes, a worker’s location information will only be at the building level, not down to the room.

Q: Could we build an email distribution group from this?
Yes, you will be able to pull a report that would allow you to create a distribution based on buildings.

Q: We will need the formal FTE for conducting these transactions and get the appropriate signatures before doing this step, and then we will upload the document to the request?
The approvals have been built into the business process.

Q: Will we still be able to reduce the salary for faculty at their request without changing their FTE?
That would fall under a compensation change.

Q: On an FTE change for an employee that is not full time already, and reducing FTE more, will the salary prorate based on what the salary would be at a 1.0?
Yes, it will always prorate from the 100% salary amount.

Q: For exempt employees, will there be something in place within the system to prevent us from going below the required exempt minimum for FTE reductions? It doesn't currently exist in myUFL.
No, but we will be able to audit reports similar to what we have today.

Q: Can the employee request an FTE change through Workday?
No, it will need to be initiated by the HRA or HRP in the unit.

Q: Where can one look in Workday to see his/her letter at a later time once it is fully executed?
In the worker profile, there is a tab with all the documents.

Q: Will STAS/OPS get the same type of letter with an FTE update?
The OPS will for sure.

Q: If the letter needed to be edited after being sent, how does that happen?
The initiator can correct the letter if necessary. The employee cannot correct it.

Q: In the current state, changes like this must be altered for both the position number and job data. Will this FTE change only impact the worker, or the position number they are tied to (and any future incumbents)?
It will be the worker. Position numbers will not be as important in the future.

Q: The org chart will be automatically updated, correct?
Correct.

Q: If you have an individual with direct reports under them who moves, will they remain under that supervisor?
There is an option when you are moving a supervisory worker to move just that worker, or to move the whole team.

Q: Will the org charts be printable?
Yes.

Q: Matt said at one point, “formerly known as TEAMS.” What will TEAMS workers be known as in Workday?
Staff.

Q: Will Bob automatically receive UF Engaged for them?
Yes.

Q: Would a notification go to the supervisor who absorbed new direct reports? I am thinking in terms of timesheet approvals.
Yes.

