
 Business Process Map Key – Basic Flowchart Shapes

Process Step

System Process Step

Decision

Subprocess

Start or End

Digital Notification

Report

Database

External Data

Individual process step.

[Optional Shape] Process may include steps 
from two systems. In the event your BPM does 
include more than one system it is preferred to 
use cross-functional separators. If that is 
unreasonable it is permissible to color code.

Process step in which a decision or decision 
criteria influence the next step.

Identifies an subprocess included in the step. 
Typically each subprocess should have an 
accompanying process map. BPM creator 
makes decision whether this icon or off-page 
reference is most appropriate.

Designate the start and end boundaries of the 
process with this shape. Connection or use of external data.

Digital Notification within a system (e.g. 
Workday notification, email, text, etc.).

A report that may be an input or output for 
processes.

Connection to database.

On page reference used to connect processes 
that would otherwise look too complex or 
create confusion

Off-page reference used to connect processes 
that would otherwise look too complex or 
create confusion. BPM creators choice whether 
the subprocess step or off-page reference is 
most appropriate.

Business Process Map Key – Cross Functional Flowchart Shapes

Use the Cross-Functional Flowchart capabilities to delineate 
processes by system and role.
 Horizontal Swimlane – roles/security role
 Vertical lanes – System, offline, or data/docs/reports
 Create vertical lanes with the vertical “Separator”

Business Process Inventory ID# - Process Category - Process Title (Ex. 1.1 – Requisitioning – Creating a Requisition)

Ro
le

 N
o.

 1
Ro

le
 N

o.
 2

Ro
le

 N
o.

 3
OfflineSystem No. 1 System No. 2

Process Step

Process steps outlined in a Red, 4.5 pt weight 
outline indicate a potentially confusing user 
experience that may need an additional 
instruction or step outside of Workday.

The Universities of Wisconsin are committed to equal access and inclusion for people with disabilities and strive to have a barrier free environment.  
If you need assistance or accommodation to read this document because of a disability, please contact Laura Stella-Ames at Laura.Stella-Ames@wisc.edu.



    HR – Change Job – Transfer/Promote/Demote
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Data/Doc/ReportWorkdayWorkday        Policies        |        HireRight     |       Other

STATUS: FINAL DRAFT | CREATED: 09.18.24  | UPDATED: 10.25.24 
BP Definition: the process of initiating a lateral move or transfer, a promotion, or a demotion for an existing employee into a different FAASLI or US position 
between or within the universities of WI; and the process of changing an employee’s title with or without a salary change within the same position.

Process Notes:
 This map includes the following Change Job reasons only:

1. Lateral Move/Transfer: move an employee into a job in the same salary grade as their current job. Can be through or outside of recruitment, 
or a change to their existing job profile in the same salary grade. 

2. Demotion - Involuntary: move an employee into a job in a lower salary grade than their current job occurring by direction of the employer.
3. Demotion - Voluntary: move an employee into a job with a lower salary grade than their current job or change their existing job or into a job

profile in a lower salary grade.
4. Promotion: move an employee into a job with a higher salary grade than their current job. Can be through or outside of recruitment or 

change their existing job into a job profile in a higher salary grade. 
 If there is no change to the current sup org, then the roles who receive these steps are in the current sup org.
 The decision about whether to use this process for a change to their existing job profile for a new job profile in the same salary grade where 

there’s no compensation change still pending. 
 This map includes title changes with or without salary changes when the existing employee’s current position is changed.
 For position management purposes, unless the employee is applying into an open position, always make the change on their current position.
 The Change Job process is initiated automatically at the end of the Recruiting Job Application process when the employee is moved to the status 

“Change Job”. The initiator will be the HR Process Coordinator of the receiving HR sup org.
 The process can also be initiated standalone and the change job reasons of lateral move/transfer, demotion – involuntary, demotion – voluntary, 

and promotion can be selected by the following security roles in the employee’s current sup org: HR Executive (Local), HR Executive 
(Supervisory), HR Partner (Local), HR Partner (Supervisory), and HR Process Coordinator (Supervisory) UW.

 The following security groups can be added as ad hoc approvers where indicated on the map: Compensation Partner (Supervisory), HR Executive 
(Local), HR Executive (Supervisory), HR Partner (Local), Management Chain, and Manager.

 In Wisc6 UXT: (1) there is currently a Compensation Partner (Supervisory) step to Assign the pay group. The intention is for this to be automated
by go-live, so it is not depicted in the map. (2) The Background check step doesn’t currently go to the Background Check Coordinator. The 
intention is for the step to go to this role for go-live, so it is depicted on this map in this way. (3) There is no Trades Vacation Election step to the 
Compensation Partner (Supervisory), but that will happening for go-live.

 If the proposed salary is over the max and the esr is blank, after the HR Partner (Supervisory) approves the change, the Compensation Partner 
(Local) will receive a notification that states: You approved an ESR for this employee. Please update the custom field associated with this ESR on 
the employee profile under Additional Data - Edit.

Q&A:
 Q: Is ATP using the “Swap Positions” process? If so, how does the “Swap Positions” 

BP intersect with this process map?
Answer: We are not using the Swap Positions BP at this time.
 Q: There's a checkbox that allows you to create a new position on the Review: 

Receiving Manager step. Is this something you'll be instructing staff to utilize (and 
should I map this pathway?) -or- will the best practice/procedure be to Create the 
Position before you start the Change Job WF?

Answer: There will be overall system guidance of when reusing a position or creating a 
new position is appropriate, but as far as timing and doing the actual creation in 
Workday, that will be up to the HR departments, including part of the Change Job BP. 
Include it on the map.
 Q: Why won’t the final security role To Do steps trigger in this workflow in Wisc6 

UXT? 
Answer: These are new steps that were recently added to the configuration. They are 
not yet working but they are planned for go-live.
 Q: Will the Goal Setting Initiation steps always trigger for a title change (change to

the employee’s position)? 
Answer: It will. If it’s not needed, the Talent Partner (Supervisory) can close the To Do 
step.
 Q: We noticed in the Request Compensation Change process, the Compensation

Partner (Local) role is approving compensation changes. Does the Compensation
Partner (Local) need to approve a title change with or without a compensation 
change (transfer/promote/demote)?

Answer: Comp partner (Supervisory) would likely the one entering Request Comp 
Change process, but for transfer/promote/demote, it would be a non-compensation 
initiating role. The Compensation Partner (Local) could be added as an ad hoc approval.
 Q: And is the notification sent to the Comp (Local) role planned for go-live? 

Disclaimer: This map is not intended to be used for Workday training. This is a draft picture of the future state workflow based on the most current configuration 
as of the date of this draft. Any changes to the BP going forward would be a result of defects discovered or a scope change.

From tasks inbox, 
open and complete 

task: HR Review: 
Receiving Manager

Open task: 
Propose 

Compensation 
Change

From tasks Inbox, 
open To Do: Run 
Time Off Results 

by Period Prior to 
Job Change
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Change 
Job Reason 

requires Absence 
Balance 
Review?

Yes

No

From tasks inbox, 
open task: 

Approve [Job 
Change Type]: 

[Name] 

Employee 
completed an 

employment agreement 
for proposed 

job?

From tasks inbox, 
open task: Review 
[Job Change Type]: 

[Name] 
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From Tasks 
inbox, open To 

Do: Manage 
Period Activity 

Pay

Is the 
employee moving 

to a new position that 
requires a probationary 

period?

From inbox, open 
task: Maintain 

Employee 
Contract

Worker 
is sick eligible 

FAASLI with Blank 
initial Entitlement 

Date?

From your tasks 
inbox, open To 
Do: Edit Service 

Dates

Yes

Workday 
automated 

accrual 
adjustment

From tasks inbox, 
open task: Update 
Time Off Requests

Change 
Job Reason needs 

absence balance review -or- 
Current or Proposed position 

is front-loaded time off 
eligible?

From your tasks 
inbox, open To Do: 

Review Front-
Loaded Time Off 

Balances
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From tasks 
inbox, open To 

Do: Goal Setting 
Initiation

New position 
is performance eligible

 -or- Primary job is
changing AND it’s not a 

FLSA change?

Yes

Worker 
has HR user-based 

Security Group 
Assignments?

Worker 
has more than one 

job and new position is 
performance eligible -or- Non-
primary job is changing AND 

it’s not a 
FLSA change?

No

Yes

From tasks inbox, 
open To Do: Goal 

Setting for 
additional job

Worker 
has Finance User-

based Security Group 
Assignments?

Worker 
has Research Admin User-

based Security Group 
Assignments?

From tasks inbox, 
open To Do: Review 
User-Based Security 
Group Assignments

From tasks inbox, 
open To Do: Review 
User-Based Security 
Group Assignments

From tasks inbox, 
open To Do: Review 
User-Based Security 
Group Assignments

Yes

Yes

Yes

Worker 
has user-based Security Group 
Assignments with no business 

area affiliation?

From tasks inbox, 
open To Do: Review 
User-Based Security 
Group Assignments

Yes

END

One-Time 
Payment (OTP) 

Proposed from Job Offer 
or Pay Rate Type is 

OTP?

Open task: 
Request One-Time 

Payment

Yes

Employment 
Agreement 
completed: 

Candidate moved to  
“Ready for Hire”.

START
Open task: 

[Change Job 
Type]: [Name]

START

Launch task: 
Start Job 
Change

Go to Employee 
Profile> Actions> 
Change Job >Start 

Job Change

Change Job Reason Definitions
 Academic Pay Election: change pay election preference between 9 months over 9 months or 9 months over 12 months.
 Backup Job Activated: the movement of a formerly Limited employee into their backup job. 
 Compensation Basis Change: change between a 12-month or 9-month compensation basis.
 Correction: correct multiple data points requiring adjustment and correction. Allows for a single process of editing instead of stacking multiple changes. 
 Demotion - Involuntary: move an employee into a job with a lower salary grade than their current job occurring by direction of the employer.
 Demotion - Voluntary: move an employee into a job with a lower salary grade than their current job.
 Due to Appeal (Job Code): update an employee's Job Title due to a formal appeal process.
 Extend Job End Date: extend an identified job and/or contract end date.
 FLSA Adjustment: change between Exempt and Nonexempt FLSA statuses due to change in compensation.
 FLSA Adjustment - FTE Change: change between Exempt and Nonexempt FLSA statuses due to change in FTE.
 FTE Change - Partial Layoff: permanent, involuntary FTE reduction resulting in a partial layoff.
 FTE Change Voluntary - Perm: permanent, voluntary FTE adjustment.
 FTE Change Voluntary - Temp: temporary, voluntary FTE adjustment.
 Lateral Move/Transfer: move an employee into a job in the same salary grade as their current job.
 Location Change: change the physical location in which an employee sits, ex. building, assigned office, or cubicle. 
 Misc. Data Change: when multiple, otherwise separate, data points need to be updated. Allows for a single process of editing instead of stacking multiple changes.
 New Title Assignment: when UW System or UW-Madison establishes a new title, and employees are moved into that title (no change in responsibilities)
 Permanent Change in Responsibilities: capture permanent changes in responsibilities, resulting in a compensation change. The employee will remain in their current position number and job profile.
 Promotion: move an employee into a job with a higher salary grade than their current job. Can be through or outside of recruitment.
 Reassignment: reassigning an employee in scenarios that put them into a new position (ex. move that requires a new position number). Not for use with reassignment due to an accommodation. 
 Shift Change (BCMS): move employees covered by Madison's Blue Collar Multi-Shift policy between jobs assigned to different shifts.
 Supervisory Org Change: update an employee's manager and/or department. Not used for large-scale reorganizations.
 Temporary Change in Responsibilities: capture temporary changes in responsibilities, resulting in a compensation change. The employee will remain in their current position number and job profile.
 Update Additional Job Classification: update an employee's additional job classifications, including legacy benefits, work study, and time tracking setup

2 ways to 
initiate

Coming from Recruiting 
or Waiver?

Yes

No

Select the applicable change 
job reason:
 Lateral Move/Transfer
 Demotion – Involuntary
 Demotion – Voluntary
 Promotion
Click OK

Use the next pay 
period or select 

the effective date 
of the job change

Verify or edit the name 
of the employee’s 
manager after the 

change takes effect

Verify or edit the 
team the employee 
will be on after this 
change takes effect

Submit

In the comments section, 
provide a detailed justification 

for the Change Job request. 
If the request originates from a 

recruitment process, clearly 
indicate this in the comments.

Job Change creates a 
change in Sup Org?

From tasks inbox, 
open and complete 

task: HR Review: 
Current Manager

Review and/or edit 
Start Details: effective 
date, reason, manager 

after change, team, 
location)

Yes

No

Select response to question: What do 
you want to do with the opening left 
on your team?
 I plan to ba ckfill th is  headcount
 Move this headcount to the  new manage r
 Close th is headcount

Answer question: Is this 
position available for 
overlap? If yes, leave 

box checked; if no, 
uncheck box

Send back
Click Send back, 
enter send back 
reason; Submit

From tasks inbox, open 
task: Revise Job Change; 
scroll down to bottom to 
review send back notes; 

complete edits

Yes

No Optional: Add 
Ad Hoc 

Approvers
Approve

Click Start

Review and/or edit Start 
Details: effective date, reason,
manager after change, team 

after change, and location 
after change

Review auto-
populated Job 

Details: Position, 
Job Profile, and 
Business Title

Optional: Update 
Work space location, 

Scheduled Weekly 
Hours, and/or Job 

Classifications

Select the employee’s 
new Position from 
Positions with or 

without job 
requestions

There is a question at this step that 
allows you to create a new position 

during the process, but ATP best 
practice encourages creating the 

position before starting the Change 
Job workflow.

Review and/or edit 
employee type, time 
type, pay rate type 

(required)

Update 9-month 
annual work period 
and Disbursement 

Plan Period

9-mo 
Academic

Instructional staff 
or Faculty 
position?

Yes

No

Optional: Add 
attachments

Review and/or 
edit 

Compensation 
information

Review and/or update 
Organization Assignments (Cost 

Center, Compensation Basis, 
Position of Trust, and/or Campus 

Security Authority) 

Send back?
Click Send back, 
enter send back 
reason; Submit

Yes

No

Optional: Add 
Ad Hoc 

Approvers
Approve

From tasks 
inbox, open To 

Do: Background 
Check

Background Check 
(follow path: 

Background check 
outside of Workday)

Review institutional 
policies regarding 

Background checks to 
determine if one is 

required for this job

Background 
Check 

Required?
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Yes

No

Current 
Position is NOT a 

position of Trust but 
proposed position 

is?

Yes

No

Submit the To 
Do Step

Pay 
Rate Type is 

Salary or 
Hourly ?

A new 
position is needed 
but not yet been 

created?

Check the 
checkbox to 
create a new 

position

Yes

Enter Job Details: 
Position, Job 
Profile, and 

Business Title

No

No

Yes
Pay 

Rate Type is 
Period Activity 

Pay?

Review and/or edit 
One-Time payment 

effective date, visibility 
date, amount, and 

reason; Submit
No

Assign Costing 
Allocation (for 

Change Job) 
process

Submit To Do 
Step

No

Yes

Send back?

Optional: Add 
Ad Hoc 

Approvers

No

Approve

Click Send back, 
select person to 

send back to; enter 
send back reason; 

Submit

Yes

Optional: Add 
Ad Hoc 

Approvers
Approve

Send back?

No

Click Send back, select 
person to send back to; 
enter send back reason; 

Submit

Yes
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In this case, 
send back to 

Compensation Partner 
(Supervisory)

From Tasks Inbox, 
open Revise change 

job task; scroll down to 
bottom; review send 

back notes; Edit 
Request

In this case, 
send back to 

Compensation Partner 
(Supervisory)

No

Yes
Submit To Do 

step

Yes

HR
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From Tasks 
Inbox, Open 

task: Add 
Probation 

Period

Add Probation 
Period Details (type, 

reason, start/end 
date, duration); 

Submit
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No

Change 
Job Reason 

requires Position 
Restriction 
updates?

Yes

From tasks 
inbox, open To 

Do: Update 
Position 

Restrictions

Edit 
Position 

Restrictions 
Process

Submit the To 
Do Step

No From tasks inbox, 
open task: 
Generate 

Document: 
Change Job Letter

Click Review 
button; Edit 

Letter Template
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From tasks inbox, 
open task: Review 

Documents for 
Change Job: [Name]

Click link to 
open and read 

letter

Check checkbox 
to acknowledge 
receipt of letter; 

Submit
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)There are 
business processes about 

the employee in progress, but 
the Change Job Reason requires 

them to be managed
?

From inbox, open 
task: Manage 

Business 
Processes for 

Worker

Yes

For each task listed, 
select cancel or reassign 

and select person to 
reassign to; optional: 

add comments; Submit
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Moving to a 
Union Position 

or Job?
Yes

No

Open task: 
Manage Union 
Membership

Provide Membership 
Start date and type; 

Submit

Faculty with 
an Academic track 

type category of tenure 
track AND change job 

reason is 
Promotion?

Yes

From inbox, open 
task: Update 

Academic 
Appointment

Edit Academic 
Appointment 
Information 

Moving 
into Faculty 

Appointment but no 
Academic 

Appointment 
Exists?

No

Yes

No

Add 
Academic 

Appointment 
Process

From tasks inbox, 
open To Do: Add 

Academic 
Appointment for 

New Job

Submit To Do 
Task

Change Benefits 
Elections for 

Life Event 
Process

Workday 
automatically assigns 

an eligible work 
schedule calendar

Job 
Change results

 in a change to Time 
Off eligibility 

?

Total 
FTE is greater 

than or equal to 
1.0?

Yes

From tasks inbox, 
open task: 

Maintain Time Off 
Plan Transfer 

Balance

Time Off 
Balance 
Transfer 
Process

Employee has 
pending Time Off Requests -or- 

Change Job Reason needs an 
update to Time Off 

Requests?

Submit Yes
Manage 
Time Off 
Requests

Sh
ar

ed
 S

er
vi

ce
s A

bs
en

ce
 

(C
am

pu
s)

 U
W

 &
 

(S
er

vi
ce

 D
el

iv
er

y)
 U

W

1

Yes

No

No

Run Time Off Results 
by Period Report 

including all time off 
plans and periods for 
the current balance 

period

Click Maintain Worker 
Documents to save the 

report in worker 
documents to capture 
a “before” snapshot of 

balances)

2 pathways 
kick off 

simultaneously

At this point, the 
Job Change will 
show in the 
worker profile.

Manage 
Period 

Activity Pay 
Process
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No Position Budget Manager 
approver step in this sub-
process when part of the 
Change Job process. If Payroll Costing Allocation is denied in this 

process, it would go back to the CCAS to 
edit; Denying the costing allocation does not 
deny a job change but could delay the 
process.

Current 
position is not the 

proposed position AND 
the employee 

has Role Assignments in 
their new 
position?

From tasks inbox, 
open task: Assign 

Roles – Change 
Assignments for 

Worker

Yes

Select the position  or job 
profile to change 

assignments, or choose to 
Remove all role assignments, 
or select none of the above; 

Click Ok

Review and/or edit summary 
of changes; Submit; 

(Follow instructions if an 
error occurs due to access 

requests that cross business 
areas.)

Eligible 
for time off 
and/or Total 

FTE is less 
than 1.0?M

an
ag

er

Enter/edit  work 
schedule; 

Submit
Yes

Attach documentation 
supporting the Academic 

Appointment; Submit

Change 
Benefit 

Elections 
step auto-
completes

Review &/or edit the add 
job date and any other 
relevant start and end 
dates, &/or expected 

retirement date; Submit

Yes

No

No

Submit
2 steps kick off 
simultaneously

2

No

1

No

All steps must be 
submitted; then the 

next steps kick off 
simultaneously (if 

applicable)

Read instructional text: The worker has 
added an additional job that may result in 
front-loaded absence balances (Vacation, 

Personal Holiday, Postdoc Medical, 
Postdoc Personal) that need adjustment. 

Navigate to the Maintain Accrual and Time 
Off Adjustments/Overrides page and 

review the Automated Adjustments tab for 
system-generated adjustments. Remove 

unnecessary adjustments.

Run the Time 
Off Results by 
Period report 

to capture their 
front-loaded 

balances

Compare the Time Off 
Results by Period saved 

prior to the add job 
with the updated 

balances. Prior balances 
should be saved in the 
Workers Documents in 
the Time Off category.

Launch the task: 
Maintain Accrual and 

Time Off Adjustments/
Overrides; select the 

worker and Adjustments 
tab; select the 

adjustment accrual type 
associated with the 

impacted time off plan

Select the pay period in 
which the adjustment 

should impact the 
worker’s balances. 
Click OK. Enter the 

Reference Date. Select 
the position

Submit;
Click Done

Additional 
adjustments 

needed to reach 
correct 

balances?

Yes

Enter the number of 
hours needed to adjust 
the worker’s balance. (If 

decreasing a worker’s 
balance, enter as a 

negative.)

Return to To Do 
task; Submit to 

end process

Time Off 
Results by 

Period Report 

3

New Employee 
Goals and 

Expectations 
Setting Process

2

Submit To Do 
Step

New Employee 
Goals and 

Expectations 
Setting Process

Submit To Do 
Step

No

All steps must be 
submitted, then the 

next step(s) kick(s) off 

Review worker's 
assigned user-
based security 

groups and 
reassign as 
necessary

Review worker's 
assigned user-
based security 

groups and 
reassign as 
necessary

Review worker's 
assigned user-
based security 

groups and 
reassign as 
necessary

Review worker's 
assigned user-
based security 

groups and 
reassign as 
necessary

Submit To Do 
Step

Submit To Do 
Step

Submit To Do 
Step

Submit To Do 
Step

No

END

END

END

No

No

No

The process can 
continue without the 

background check 
being completed.

End current 
contract and create a 
new contract for this 

position?

Yes

No,
Update 
Existing

Edit Existing Contract: 
Reason, Contract Type, 

Status, end date, contract 
description

Enter a contract 
end date that is 
one day prior to 

the contract 
effective date

Update contract 
status to: 
Inactive

Review and ignore the 
alert message alerting 

you Workday has 
automatically adjusted 

the effective date

Submit

Submit

Enter new contract 
details (Reason, 

Contract Type, Status, 
end date, contract 

description)

Moving from 
AS or US to LI, or 
moving into a LI 

appointment with a 
backup position?

No

Yes

Open task: 
Back Up 

Appointment 
Details

HR
 P

ar
tn

er
 

(S
up

er
vi

so
ry

) From tasks 
inbox, open 
task: Review 

Employee 
Contract

HR Process 
Coordinator who 

updated Employee 
Contract also has HR 
Partner (Supervisory) 

role? 

No

Yes

Send Back?

Click Send Back; 
select person to 

send back to; enter 
send back reason; 

Submit

In this case,
Send back to

HR Process Coordinator 
(Supervisory)

Yes

No Approve

Select backup 
appointment: 
 Academic Staff
 University Staff

Optional: Enter 
Compensation 

Grade, select job 
security option; 

enter notes

Submit

Open Revise 
Contract task, scroll 
down to bottom to 
review send back 

notes; edit contract

Review and/or edit 
details of the change 
job transaction. (Only 
fields related to the 

change reason will be 
available to edit.)

Employee has 
multiple jobs?

Select the 
applicable jobYes

No

Optional: add 
compensation 

employee 
visibility date

Ba
ck

gr
ou

nd
 C

he
ck

 
Co

or
di

na
to

r

Initiator 
has Compensation 

Partner (Supervisory) 
role?

Yes

No
Enter 

compensation;
Submit 

Co
m

pe
ns

at
io

n 
Pa

rt
ne

r 
(S

up
er

vi
so

ry
)

This step is 
skippable

Based 
on Business Rules/

Policy, does the 
contract need to be 

updated?

No

Yes

HR
 P

ro
ce

ss
 C

oo
rd

in
at

or
 

(S
up

er
vi

so
ry

) U
W

 –
 

Re
ce

iv
in

g

Submit

No

There are role assignments attached 
to the employee’s position, and it 
must be decided if this worker 
taking the position will take all of 
those roles or not, or if they should 
be assigned to someone else.

Completed 
Employment 
Agreement?

No

Yes

From inbox, open task: 
Ready for Hire for Job 
application: [Name]: 

Staffing Action

 From the drop 
down, select 

Action: Change 
Job; Submit

Change Job Reason, effective 
date, new manager, new team 

all auto-populate but can be 
edited.

The question appears: What do you want to do with the opening left 
on your team?: I plan to backfill this headcount, Move this headcount 

to the new manager, or Close this headcount. (If needed, talk with 
employee’s Current HR or leave as is for current HR to answer).

(Optional) Check the box if this position is available for 
overlap; Uncheck if it is not available for overlap. (If 

needed, talk with employee’s Current HR or leave as is 
for current HR to answer).

Maintain Time Off Plan Transfer Balances Instructions:
The absence eligibility for this worker has changed due to a Change Job 
business process. Please review the worker's prior time off balances 
listed below and take the appropriate action:

 If any time off balances should move from their current plan to a 
different plan balance (e.g. moving from Trades Vacation to Fiscal
Year Vacation), complete the time off balance transfer task.

 If any time off will not transfer to a new plan and needs to be paid 
out, enter the payout time off in the worker's absence calendar 
effective the last date of their ending position.

 If any time off will not transfer and needs to be repaid, submit a pay 
input request.

 If any time off will not transfer to a new plan, no action is needed 
unless that balance needs to be cleared. If balances do need to be 
cleared, submit a ticket to override balances.

Once the needed actions above are completed, submit this task to 
continue the business process. If no action is needed, click on the gear 
icon in the upper right corner of this task and skip.

Review Maintain 
Time Off Plan 

Transfer Balance 
instructions
 (see below)

No

Click Button: 
Start 

Performance 
Review for 
Employee

Search for and 
Select the 

employee by 
name

From Tasks inbox, 
open task: Assign 

Work Schedule for 
Data Change: 

[Name]

Select “Start 
from Current 

Schedule”; 
Click OK

Edit the schedule to ensure 
the scheduled weekly hours 
match the employee’s FTE/
expected weekly hours and 

the scheduled days match the 
days the employee is 

generally expected to work

Is this a Title 
Change to same 

position?

No

Yes

If entered in the Employment 
Agreement, OTP reason and 
amount auto-populate

There is a “Deny” button 
option at this step. Clicking 
it denies the entire change 
job workflow and ends the 
process.

This step is 
skippable

This step is intended for 
adding/editing unique 

responsibilities only 

This step is 
skippable

If applicable, 
edit 

compensation

In Workday, you can’t create a position that 
would remain unfilled with the intention to 
be a backup position in the future; 
therefore, this step allows you to document 
the backup position rights on the 
employee’s contract

Is Job Change 
coming from 
Recruiting?

Does the 
initiator have the HR Process 

Coordinator (Supervisory) 
UW?

Yes

No

Yes

No

You can skip 
the To Do Step 
if it’s not 
needed.

This step only kicks 
off if they keep the 
same position 
number.

From inbox, open 
task: Edit Additional 

Data: Trades Staff 
Vacation Accrual 

Election

Co
m

pe
ns

at
io

n 
Pa

rt
ne

r 
(S

up
er

vi
so

ry
)

This is 
a new job that needs a 

Trades Vacation 
election?

Yes

No

The Trades Vacation election  
process of gathering this info 
from the new employee is 
staying the same as the 
current state with the pdf 
form

Change the 
worker’s vacation 
election package 
based on worker 

selection 

Submit

IT
 A

cc
es

s 
Ap

pr
ov

er
 

(C
am

pu
s)

 U
W Worker 

has Cross-functional User-
Based Security Group 

Assignments?

From tasks inbox, 
open To Do: Review 
User-Based Security 
Group Assignments

Yes

Review worker's 
assigned user-
based security 

groups and 
reassign as 
necessary

Submit To Do 
Step

END

No

The Universities of Wisconsin are committed to equal access and inclusion for people with disabilities and strive to have a barrier free environment.  
If you need assistance or accommodation to read this document because of a disability, please contact Laura Stella-Ames at Laura.Stella-Ames@wisc.edu.

https://uwprod.sharepoint.com/:b:/r/sites/ATPResourcesCenter/Business%20Process%20Maps/Human%20Resources/Recruitment-Employment_Agreement-v1.pdf?csf=1&web=1&e=8GEMjX
https://uwprod.sharepoint.com/:b:/r/sites/ATPResourcesCenter/Business%20Process%20Maps/Human%20Resources/Recruitment-Background_Check-v1.pdf?csf=1&web=1&e=znIPrU
https://uwprod.sharepoint.com/:b:/r/sites/ATPResourcesCenter/Business%20Process%20Maps/Finance/Assign%20Costing%20Allocation%20(FINAL)%209.16.24.pdf?csf=1&web=1&e=5299xL
https://uwprod.sharepoint.com/:b:/r/sites/ATPResourcesCenter/Business%20Process%20Maps/Human%20Resources/Compensation-Manage_Period_Activity_Pay_Assignments-v1.pdf?csf=1&web=1&e=UuJt1x
https://uwprod.sharepoint.com/:b:/r/sites/ATPResourcesCenter/Business%20Process%20Maps/Human%20Resources/Academic_Appointment-Add-v1.pdf?csf=1&web=1&e=uL8oYZ
https://uwprod.sharepoint.com/:b:/r/sites/ATPResourcesCenter/Business%20Process%20Maps/Human%20Resources/Perf_Mgmt-New_Employee_Goals%26Expectations_Setting_%26Probation_Reviews-v1.pdf?csf=1&web=1&e=txfUpj
https://uwprod.sharepoint.com/:b:/r/sites/ATPResourcesCenter/Business%20Process%20Maps/Human%20Resources/Perf_Mgmt-New_Employee_Goals%26Expectations_Setting_%26Probation_Reviews-v1.pdf?csf=1&web=1&e=txfUpj
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