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“Fill	
  my	
  eyes	
  with	
  that	
  double	
  vision	
  
No	
  disguise	
  for	
  that	
  double	
  vision”	
  

Workday	
  is	
  Different	
  

-­‐	
  Foreigner	
  1978	
  

Workday	
  requires	
  you	
  to	
  think	
  and	
  see	
  in	
  double	
  vision.	
  



All	
  Academics	
  are	
  in	
  Double	
  Vision	
  

PosiNon	
  (Job)	
  
•  Title	
  
•  Org	
  
•  CompensaNon	
  
	
  

Academic	
  Appointment	
  
•  Rank	
  
•  Academic	
  Unit	
  
•  Appt	
  start/end	
  dates	
  



Part	
  I:	
  The	
  Hiring	
  Process	
  

1.	
  Postdoc/Postgrad	
  Fellows	
  &	
  Associates	
  

STARS	
  

2.	
  Laboratory	
  Associates	
  &	
  VisiNng	
  Fellows	
  
	
  

‘ConNngent	
  Workers’	
  



Flow	
  Chart	
  for	
  Postdoc/Postgrad	
  Hires	
  

1.	
  Dept	
  creates	
  req	
  
2.	
  Dept	
  reviews/approves	
  
3.	
  Dept	
  receives	
  email	
  to	
  	
  
finish	
  req	
  in	
  STARS	
  

4.	
  Dept	
  finishes	
  req	
  
5.	
  Dept	
  reviews/approves	
  
6.	
  OPDA	
  reviews/approves	
  
7.	
  OPDA	
  opens/posts	
  
8.	
  Dept	
  receives	
  email	
  confirming	
  	
  
posRng	
  
9.	
  Dept	
  contacts	
  candidate	
  
10.	
  Candidate	
  applies	
  
11.	
  OPDA	
  reviews	
  candidate	
  profile	
  
12.	
  OPDA	
  starts	
  background	
  check	
  
13.	
  OPDA	
  creates	
  New	
  Hire	
  Form	
  	
  
&	
  Hires	
  
14.	
  Candidate	
  receives	
  hire	
  leber	
  

15.	
  OPDA	
  confirms	
  
hire	
  is	
  in	
  WD	
  
	
  
	
  
16.	
  netID	
  is	
  generated	
  

STARS	
  



Begin	
  the	
  Postdoc	
  Process	
  in	
  Workday	
  

Create	
  Job	
  RequisiNon:	
  
Postdocs	
  (STARS)	
  

STARS	
  

Use	
  this	
  guide:	
  

1.	
  Dept	
  creates	
  req	
  
2.	
  Dept	
  reviews/approves	
  
3.	
  Dept	
  receives	
  email	
  to	
  	
  
finish	
  req	
  in	
  STARS	
  



Select	
  Correct	
  Supervisory	
  Org	
  

Org	
  (Dept)	
   Faculty	
  mentor	
  

STARS	
  

Select	
  ‘Employee’	
  



Select	
  Correct	
  Reason	
  Code,	
  Recruit	
  Date	
  

Select	
  this	
  Reason	
  Code	
  

RecruiNng	
  Start	
  Date	
  is	
  today	
  
	
  or	
  earlier	
  

STARS	
  



Job	
  Details	
  are	
  
Important	
  STARS	
  

Candidate	
  sees	
  this	
  field!	
  
Write	
  in	
  ONLY	
  one	
  of	
  these	
  Rtles:	
  

	
  Postdoctoral	
  Associate	
  
	
  Postdoctoral	
  Fellow	
  
	
  Postgraduate	
  Associate	
  
	
  Postgraduate	
  Fellow	
  

	
  



Job	
  Details	
  are	
  
Important	
  

Leave	
  blank	
  

Select	
  ‘Other	
  Academic’	
  

STARS	
  

Don’t	
  touch	
  this!	
  

Leave	
  blank	
  



You	
  will	
  be	
  contacted	
  a\er	
  Req	
  is	
  Approved	
  

“Your requisition -- 33456WD (P233659), 
Postdoctoral Associate -- has been approved in 
Workday…	


	


…STARS Job Posting 32951BR has been 
created….	


	


…click on the link below…”	



Auto-­‐generated	
  Message:	
  



Flow	
  Chart	
  for	
  Postdoc/Postgrad	
  Hires	
  

4.	
  Dept	
  finishes	
  req	
  
5.	
  Dept	
  reviews/approves	
  
6.	
  OPDA	
  reviews/approves	
  
7.	
  OPDA	
  opens/posts	
  
8.	
  Dept	
  receives	
  email	
  confirming	
  	
  
posRng	
  
9.	
  Dept	
  contacts	
  candidate	
  
10.	
  Candidate	
  applies	
  
11.	
  OPDA	
  reviews	
  candidate	
  profile	
  
12.	
  OPDA	
  starts	
  background	
  check	
  
13.	
  OPDA	
  creates	
  New	
  Hire	
  Form	
  	
  
&	
  Hires	
  
14.	
  Candidate	
  receives	
  hire	
  leber	
  

STARS	
  

1.	
  Dept	
  creates	
  req	
  
2.	
  Dept	
  reviews/approves	
  
3.	
  Dept	
  receives	
  email	
  to	
  	
  
finish	
  req	
  in	
  STARS	
  

Finalize	
  STARS	
  Job	
  PosNng:	
  
Other	
  Academic	
  (Postdoc)	
  



STARS	
  Req	
  has	
  4	
  Parts	
  

Select	
  “Other	
  Academic”	
  

STARS	
  

1.	
  

2.	
  
3.	
  
4.	
  

(Can’t	
  alter)	
  	
  



STARS	
  

Select	
  “40”	
  

3.	
  

STARS	
  Job	
  Pos'ng	
  Info	
  secRon	
  is	
  Important	
  

Candidate	
  
sees	
  this	
  field	
  



STARS	
  Job	
  Pos'ng	
  Info	
  secRon	
  is	
  Important	
  
STARS	
  

3.	
  

Always	
  full	
  PTAEO	
  

Allowance	
  =	
  $$	
  not	
  paid	
  	
  
through	
  Yale	
  

Must	
  include	
  %	
  



Select	
  a	
  Reviewer	
  &	
  Approver	
  
STARS	
  

YSM:	
  	
   	
  Davi,	
  Abby	
  
Central:	
   	
  Paradise,	
  Alisa	
  

3.	
  



Enter	
  CompensaRon	
  Carefully	
  
STARS	
  

=	
  monthly	
  $$	
  pd	
  via	
  Yale	
  
	
  	
  	
  x	
  #	
  months	
  

John	
  Doe	
  

*If	
  not	
  paid	
  through	
  Yale:	
  must	
  enter	
  0	
  

*	
  

*	
   =	
  monthly	
  $$	
  pd	
  via	
  Yale	
  
	
  	
  	
  x	
  12	
  

4.	
  



Key	
  fields:	
  Health	
  Coverage	
  &	
  Academic	
  Unit	
  
STARS	
  

Select	
  ONLY:	
  
External	
  or	
  Yale	
  

Select	
  the	
  correct	
  
Unit	
  

4.	
  



Flow	
  Chart	
  for	
  Postdoc/Postgrad	
  Hires	
  

4.	
  Dept	
  finishes	
  req	
  
5.	
  Dept	
  reviews/approves	
  
6.	
  OPDA	
  reviews/approves	
  
7.	
  OPDA	
  opens/posts	
  

STARS	
  



You	
  will	
  be	
  contacted	
  a\er	
  Req	
  is	
  posted	
  

“The requisition...been opened and posted.	


	


Please direct the candidate to apply to this 
requisition number.���
���
Candidate Name���
32951BR...”	



Auto-­‐generated	
  Message:	
  



Flow	
  Chart	
  for	
  Postdoc/Postgrad	
  Hires	
  

4.	
  Dept	
  finishes	
  req	
  
5.	
  Dept	
  reviews/approves	
  
6.	
  OPDA	
  reviews/approves	
  
7.	
  OPDA	
  opens/posts	
  
8.	
  Dept	
  receives	
  email	
  confirming	
  	
  
posRng	
  
9.	
  Dept	
  contacts	
  candidate	
  
10.	
  Candidate	
  applies	
  
11.	
  OPDA	
  reviews	
  candidate	
  profile	
  
12.	
  OPDA	
  starts	
  background	
  check	
  
13.	
  OPDA	
  creates	
  New	
  Hire	
  Form	
  	
  
&	
  Hires	
  
14.	
  Candidate	
  receives	
  hire	
  leber	
  

STARS	
  

How	
  do	
  you	
  know	
  
	
  the	
  status?	
  



STAS	
  

‘Postdoc	
  Req	
  Status’	
  +	
  ‘Notes’	
  Inside	
  Reqs	
  
John	
  Doe	
  



‘Postdoc	
  Req	
  Status’	
  +	
  ‘Notes’	
  on	
  Main	
  Screen	
  

XXXXXXXXX	
  

XXXXXXXXXX	
  

XXXXXXXXX	
  

XXXXXXXXX	
  



Some	
  Hires	
  Require	
  an	
  Escort	
  into	
  Workday	
  

4.	
  Dept	
  finishes	
  req	
  
5.	
  Dept	
  reviews/approves	
  
6.	
  OPDA	
  reviews/approves	
  
7.	
  OPDA	
  opens/posts	
  
8.	
  Dept	
  receives	
  email	
  confirming	
  	
  
posRng	
  
9.	
  Dept	
  contacts	
  candidate	
  
10.	
  Candidate	
  applies	
  
11.	
  OPDA	
  reviews	
  candidate	
  profile	
  
12.	
  OPDA	
  starts	
  background	
  check	
  
13.	
  OPDA	
  creates	
  New	
  Hire	
  Form	
  	
  
&	
  Hires	
  
14.	
  Candidate	
  receives	
  hire	
  leber	
  

15.	
  OPDA	
  confirms	
  
hire	
  is	
  in	
  WD	
  
	
  
	
  
16.	
  netID	
  is	
  generated	
  

STARS	
  

HHMI	
  hires:	
  
	
  Call	
  us	
  to	
  provide	
  
	
  SSN,	
  DOB	
  



Postdoc/Postgrad	
  Hires	
  use	
  Workday	
  +	
  STARS	
  

1.	
  Postdoc/Postgrad	
  Fellows	
  &	
  Associates	
  

STARS	
  

2.	
  Laboratory	
  Associates	
  &	
  VisiNng	
  Fellows	
  
	
  

‘ConNngent	
  Workers’	
  

LA/VF	
  Hires	
  use	
  only	
  Workday	
  



Flow	
  Chart	
  for	
  Hiring	
  LA/VF	
  

1.	
  Submit	
  ApplicaNon	
  &	
  CV	
  to	
  Postdoctoral	
  
Affairs	
  (at	
  least	
  1-­‐2	
  months	
  in	
  advance)	
  
	
  
2.	
  If	
  applicaNon	
  approved,	
  apply	
  for	
  visa	
  
	
  
3.	
  Enter	
  into	
  Workday	
  
	
  
4.	
  Submit	
  signed	
  appointment	
  leber,	
  proof	
  of	
  
funding,	
  proof	
  of	
  health	
  to	
  Postdoctoral	
  Affairs	
  



Hiring	
  LA/VF	
  Requires	
  2	
  DisRnct	
  Processes	
  

PosiNon	
  (Job)	
  

Create	
  Job	
  RequisiNon:	
  
Academic	
  ConNngent	
  Worker	
  

Academic	
  Appointment	
  

Academic:	
  
Managing	
  Appointments	
  

Start	
  Here	
  

	
  To-­‐Do	
  	
  
	
  
reminder	
  



CreaRng	
  &	
  Filling	
  PosiRon	
  Takes	
  3	
  Steps	
  

Create	
  Job	
  RequisiNon:	
  
Academic	
  ConNngent	
  Worker	
  

1.  Create	
  a	
  pre-­‐hire	
  (name,	
  contact	
  info)*	
  
2.  Create	
  Workday	
  req	
  (org,	
  posiNon	
  Ntle)	
  
3.  Contract	
  conNngent	
  worker	
  (put	
  the	
  pre-­‐

hire	
  into	
  the	
  job	
  req)	
  

*	
  Skip	
  this	
  step	
  if	
  person	
  already	
  exists	
  in	
  Workday	
  



‘Create	
  Pre-­‐Hire’	
  Screens	
  are	
  Straighdorward	
  	
  

Add	
  degree	
  info	
  
on	
  next	
  screen	
  



‘Create	
  Job	
  Req’	
  is	
  Similar	
  to	
  Postdoc	
  Process	
  

Dept	
   Faculty	
  mentor	
  

Do	
  NOT	
  select	
  	
  
‘Employee’	
  



‘Create	
  Job	
  Req’	
  is	
  Similar	
  to	
  Postdoc	
  Process	
  

Select	
  	
  
‘New	
  Other	
  Academic’	
  

RecruiNng	
  Start	
  Date	
  is	
  today	
  
	
  or	
  earlier	
  

Other	
  Academic	
  



‘Create	
  Job	
  Req’	
  is	
  Similar	
  to	
  Postdoc	
  Process	
  

Write	
  in	
  ONLY	
  one	
  of	
  these	
  Rtles:	
  
	
  Laboratory	
  Associate	
  
	
  VisiNng	
  Fellow	
  



‘Create	
  Job	
  Req’	
  is	
  Similar	
  to	
  Postdoc	
  Process	
  

Select	
  ‘Other	
  Academic’	
  

Leave	
  blank	
  

Leave	
  blank	
  

Leave	
  blank	
  



‘Contract	
  Con'ngent	
  Worker’	
  Ties	
  Pre-­‐Hire	
  to	
  Req	
  

Org	
  from	
  Req	
  	
  
Name	
  of	
  Candidate	
  

Create	
  Job	
  RequisiNon:	
  
Academic	
  ConNngent	
  Worker	
  
Pg.	
  5	
  “Enter	
  NaNonal	
  ID	
  Type”	
  àuse	
  only	
  U.S.	
  Social	
  Security	
  #	
  
	
  
If	
  no	
  U.S.	
  SSN,	
  request	
  dummy	
  #	
  from	
  Employee	
  Service	
  Center	
  



Recap:	
  3	
  Steps	
  to	
  ConRngent	
  Worker	
  PosiRon	
  

Create	
  Job	
  RequisiNon:	
  
Academic	
  ConNngent	
  Worker	
  

1.  Create	
  a	
  pre-­‐hire	
  (name,	
  contact	
  info)	
  
2.  Create	
  Workday	
  req	
  (org,	
  posiNon	
  Ntle)	
  
3.  Contract	
  conNngent	
  worker	
  (put	
  the	
  pre-­‐

hire	
  into	
  the	
  job	
  req)	
  



Don’t	
  Forget	
  to	
  Add	
  Academic	
  Appointment	
  

PosiNon	
  (Job)	
  

Create	
  Job	
  RequisiNon:	
  
Academic	
  ConNngent	
  Worker	
  

Academic	
  Appointment	
  

Academic:	
  	
  
Managing	
  Appointments	
  



‘Add	
  Academic	
  Appointment’	
  

Academic:	
  	
  
Managing	
  Appointments	
  

Fields	
  that	
  cause	
  problems:	
  
Track:	
  	
   	
   	
   	
  Select	
  ‘Academic	
  Affiliate’	
  
Reason	
  Code:	
  	
   	
  Select	
  ‘Add	
  Academic	
  Appointment’	
  

pgs	
  1-­‐3	
  



Recap:	
  The	
  Hiring	
  Process	
  

1.	
  Postdoc	
  Fellows	
  &	
  Associates	
  

STARS	
  

2.	
  Laboratory	
  Associates	
  &	
  VisiNng	
  Fellows	
  
	
  

Create	
  Job	
  RequisiNon:	
  
Academic	
  ConNngent	
  Worker	
  

Academic:	
  	
  
Managing	
  Appointments	
  

Create	
  Job	
  RequisiNon:	
  
Postdocs	
  (STARS)	
  

Finalize	
  STARS	
  Job	
  PosNng:	
  
Other	
  Academic	
  (Postdoc)	
  



Part	
  II:	
  Reappointments	
  &	
  More	
  

1.  Reappointments	
  	
  
2.  TerminaNons	
  
3.  Tricky	
  stuff	
  
4.  Reports	
  to	
  know	
  



ReappoinRng	
  Postdocs	
  Requires	
  Double	
  Vision	
  

PosiNon	
  (Job)	
  

Manage	
  CompensaNon	
  
(Academic)	
  	
  

Academic	
  Appointment	
  

Academic:	
  	
  
Managing	
  Appointments	
  

Start	
  Here	
  

To-­‐Do	
  	
  
	
  
reminder	
  



‘Update	
  Academic	
  Appointment’	
  

Academic:	
  	
  
Managing	
  Appointments	
  

Field	
  that	
  causes	
  problems:	
  
Reason	
  Code:	
  	
   	
  Select	
  ‘Standard	
  Reappointment	
  

	
   	
   	
   	
   	
  with	
  CompensaNon	
  Change’	
  

pgs	
  3-­‐4	
  

This	
  is	
  the	
  ONLY	
  Reason	
  Code	
  to	
  trigger	
  the	
  process	
  
to	
  update	
  the	
  compensaNon.	
  



‘Request	
  Compensa'on	
  Change’	
  

Manage	
  CompensaNon	
  
(Academic)	
  

Field	
  that	
  causes	
  problems:	
  
Reason	
  Code:	
  	
   	
  Select	
  ‘Academic	
  Reappointment’	
  

pgs	
  1-­‐3	
  



TerminaRng	
  Postdocs	
  Requires	
  Double	
  Vision	
  

PosiNon	
  (Job)	
  

TerminaNon/SeparaNon:	
  
Employee	
  (Academic)	
  

Academic	
  Appointment	
  

Academic:	
  	
  
Managing	
  Appointments	
  

To-­‐Do	
  	
  
	
  
reminder	
  

Start	
  Here	
  



‘Terminate	
  Employee	
  (Academic)’	
  

TerminaNon/SeparaNon:	
  
Employee	
  (Academic)	
  

Field	
  that	
  causes	
  problems:	
  
Reason	
  Code:	
  	
   	
  ‘ResignaNon’	
  –	
  provide	
  leber	
  from	
  

	
   	
   	
   	
   	
  appointee	
  
	
   	
   	
   	
   	
   	
  OR	
  
	
   	
   	
   	
   	
  ‘Employment	
  Period	
  Ended’	
  –	
  no	
  
	
   	
   	
   	
   	
  documentaNon	
  necessary	
  



‘End	
  Academic	
  Appointment	
  Track’	
  

Academic:	
  	
  
Managing	
  Appointments	
  

Field	
  that	
  causes	
  problems:	
  none	
  

pg	
  4	
  



If	
  You	
  Process	
  1	
  Part	
  and	
  Forget	
  the	
  Other	
  

PosiNon	
  (Job)	
   Academic	
  Appointment	
  

Forget	
  to	
  terminate:	
  
Postdoc	
  gets	
  paid	
  

Forget	
  to	
  end:	
  
Appointee	
  shows	
  up	
  as	
  
acNve	
  in	
  your	
  dept	
  



TerminaRng	
  LA/VF	
  is	
  Different	
  

PosiNon	
  (Job)	
  

TerminaNon/SeparaNon:	
  
ConRngent	
  Worker	
  

Academic	
  Appointment	
  

Academic:	
  	
  
Managing	
  Appointments	
  

NO	
  To-­‐Do	
  	
  
	
  
reminder	
  

Start	
  Here	
  



Tricky	
  Stuff	
  in	
  Workday	
  
•  If	
  a	
  Start	
  Date	
  changes	
  for	
  a	
  new	
  hire	
  already	
  in	
  

Workday,	
  do	
  NOT	
  abempt	
  to	
  fix.	
  Contact	
  us.	
  
	
  
•  If	
  place	
  appointee	
  on	
  leave	
  of	
  absence,	
  must	
  

remember	
  to	
  Request	
  a	
  Return	
  from	
  LOA.	
  Use	
  
	
  
	
  

•  PDA-­‐PDF	
  transiNons	
  require	
  double	
  vision	
  (and	
  2	
  
guides)	
  

Leave	
  of	
  Absence:	
  	
  
Academic	
  (Time	
  Off)	
  



PDA-­‐PDF	
  TransiRon	
  is	
  a	
  2	
  Step	
  Process	
  

Change	
  Job:	
  	
  
Convert	
  PDA	
  to	
  PDF	
  (Academic)	
  

PosiNon	
  (Job)	
   Academic	
  Appointment	
  

Academic:	
  	
  
Managing	
  Appointments	
  

Start	
  Here	
  

To-­‐Do	
  	
  
	
  
reminder	
  



PDA-­‐PDF	
  TransiRon:	
  1.	
  Update	
  Academic	
  
Appointment	
  

Academic:	
  	
  
Managing	
  Appointments	
  	
  pgs	
  3-­‐4	
  

Field	
  that	
  causes	
  problems:	
  
Reason	
  Code:	
  	
   	
  Select	
  ‘Change	
  of	
  Appointment	
  

	
   	
   	
   	
   	
  Details	
  >	
  Fellow/Associate	
  Rank’	
  



PDA-­‐PDF	
  TransiRon:	
  Change	
  Job	
  

Change	
  Job:	
  	
  
Convert	
  PDA	
  to	
  PDF	
  (Academic)	
  

Field	
  that	
  causes	
  problems:	
  
CompensaRon	
  Plan:	
  	
  	
  	
  

	
  For	
  PDFs	
  	
  -­‐	
  Select	
  ‘PDF	
  SNpend’	
  
	
  For	
  PDAs	
  	
  -­‐	
  Select	
  ‘Academic	
  Salary’	
  

For	
  PDFs	
  only:	
  Send	
  us	
  documentaNon	
  of	
  the	
  funding	
  



Reports	
  Provide	
  a	
  Global	
  View	
  
&	
  Help	
  Spot	
  Errors	
  

‘Academic	
  –	
  Expiring	
  Appointments’	
  

‘Academic	
  QA	
  –	
  Expired	
  Current	
  Appointments’	
  



Report	
  #1:	
  ‘Academic	
  –	
  Expiring	
  Appointments’	
  

Your	
  Unit	
  

Rank(s)	
  of	
  interest	
  

Upcoming	
  month	
  10/01/2015	
  

10/31/2015	
  



Report	
  #2:	
  ‘Academic	
  QA	
  –	
  Expired	
  Current	
  Appointments’	
  

Your	
  Unit	
  

‘Training’	
  =	
  PDs	
  +	
  PGs	
  
	
  (+	
  Clinical	
  Fellows)	
  

‘Academic	
  AffiliaNon’	
  
=	
  LAs	
  +	
  VFs	
  (+	
  others)	
  



Workday	
  is	
  Different	
  
As	
  foreigners,	
  use	
  the	
  guides	
  (and	
  these	
  slides)	
  

	
  
Think	
  &	
  see	
  in	
  double	
  vision	
  

	
  
Run	
  reports	
  to	
  be	
  in	
  the	
  know	
  


