
Workday Transition  
 
Human Resources and Payroll’s current system BPP will be replaced by Workday effective 
December 17th. This document is to provide a view into what will be changing. The more we get 
used to Workday, these procedures may change, but for launch of Workday this is how Human 
Resources and Payroll processes will need to be completed. If you have any questions, please 
do not hesitate to contact HR and Payroll. Ayla Baldwin is the Workday Champion, but everyone 
in our department is prepared for this transition and if we cannot answer your question 
immediately, we will get an answer to you as soon as we can.  
 

How we process in Current System (BPP) How we will process in Workday 

Post a Job 
1. Complete Search Authorization form 

and attach current job description. 
2. Route to HR, Budgets, VP and 

President. 
3. HR updates job description in the 

PATH system  
4. HR posts job 

Post a Job 
1. Complete Search Authorization form 

and attach current job restrictions 
(description)  

2. Form sent to HR for posting. 
3. HR will email Budgets department to 

notify of intent to fill position with 
account and pay information 

4. HR posts job and makes job changes 
at the same time, so both with route 
at the same time 

Looking at Applicants 
1. Turn in matrix and interview questions 
2. Be granted access to applicants 
3. Grade applicants 
4. Check references 
5. Interview top candidates 
6. Salary Offer Checklist 
7. Verbal Offer contingent on background 

check 
8. Background check 
9. Official offer letter sent to candidate 
10. HR moves applicants in the system as 

notified by hiring manager.  

Looking at Applicants 
1. Turn in interview questions and 

preferred qualification matrix 
2. Candidates moved to manager view 
3. Look at scores from questions in job 

requisition (minimums will already be 
graded, but hiring manager should 
make sure the candidate accurately 
answered the questions)  

4. Manager will move candidates to 
references, leave them in the starting 
pool, or disqualify if does not meet 
systems minimums 

5. After references are complete and 
documented in Workday, managers 
will move candidates to interview 
step 

6. Salary Offer Checklist completed with 
resume attached highlighting how the 
candidate meets minimum 
requirements 

7. Verbal offer completed and manager 
moves applicant to background 
check step in Workday 

8. HR processes background check and 
the official offer letter 



Hiring an Employee 
(For Student Workers background check and 
start date need to be given to HR before this 
step) 

1. Come to HR to complete new hire 
paperwork 

2. EPA to hire is processed and routed 

Hiring an Employee 
(For Student Workers background check and 
start date need to be given to HR before this 
step)  

1. HR will start process for hiring 
documents to be sent to new hire 

2. New hire brings two forms of 
identification and completes TAMUT 
internal paperwork (ie. IT access) to 
HR before or on start date 

Submitting Timesheets 
1. Input time for two week period 
2. Submit for approval 
3. Routes to manager, department head 

and then payroll for approval 

Submitting Timesheets 
1. Employee submits each week 

timesheet 
2. After two weeks have been 

completed, the supervisor will have 
approval request in their inbox 

*Please note timesheets go straight to being 
paid after manager’s approval. Managers will 
need to confirm the time is correct with what 
the employee worked and note time wasn’t 
enter on a weekend (if not standard 
schedule) or on a holiday when the 
university it closed. If it is incorrect after 
manager’s approval, it will be paid 
incorrectly. 

Requesting Leave 
1. Employee verbally requests time off (or 

via email)  
2. Employee inputs leave with start date, 

time and hour many hours. 
3. Manager approves 
4. Leave coordinator (payroll) reviews 

and approves  

Requesting Leave 
1. Employee verbally requests time off 

(or via email) 
2. Employee inputs leave by day and 

number of hours missing. Employee 
will need to input time frame in 
comments if not out for a full day. 

3. Manager approves 
*Please note it is officially approved after 
manager approves. Manager will need to 
confirm leave is for days normally worked by 
employee and that the employee provides 
Payroll with necessary documents. The two 
policies that are missed the most are a 
doctor’s note is needed for sick leave taken 
for more than 3 days and that a jury notice is 
needed for jury duty leave. 
*Employees will be able to edit their leave 
now, which will help for cancelling, date 
changes, and early release days 

 
 

 
 



Job Changes 
1. For reclassification changes, 

Reclassification form completed with 
new job description attached 

2. Sent for approvals to HR, Budget, VP 
and President 

3. EPA to make change and then routed 
(percent changes this is the only step) 

Job Changes 
1. Contacts (admins) will submit Job 

Change business process in 
Workday 

2. When it comes to HR, new job 
restrictions will be requested for the 
reclassification changes. (In the case 
of reclassifications, HR will then 
complete the Job Restriction change 
and will route alongside the Job 
Change) 

3. Job Change will route to Department 
head and Executive Approver for 
approval  

Organizational Changes 
1. Organizational changes decided on by 

VP or PAC. 
2. Payroll notified to make changes to 

timesheet approvers and leave 
approvers. 

3. HR notified to make changes to PATH 
for performance evaluations, 
organizational chart, and SSO.  

Organizational Changes 
1. Will need to notify HR of any 

manager changes  
2. HR will do Workday business 

process to make organizational 
changes and all approvals in 
Workday will be changed to new 
manager 

Additional Jobs 
1. Apply through PATH 
2. Supplemental completed to pay for 

additional job 

Additional Jobs 
1. Contacts (admins) in the department 

of additional job will complete the 
Add Job business process  

2. Business process will route for 
approval 

*Please note this is the process used for 
student workers with more than one job on 
campus 

Benefits 
1. Complete necessary change forms 

depending on life event and submit to 
Benefits Coordinator/HR 

2. Provide necessary supporting 
documentation to Benefits 
Coordinator/HR 

3. Benefits Coordinator inputs changes 
indicated on form into system. 

4. Benefits Coordinator forwards forms 
and documents to systems for proof of 
why changes were made 

Benefits 
1. Employee with life event will go in 

and submit Benefit Change  
2. Employee will upload needed 

supporting documentation to 
HRConnect (in SSO)  

3. Benefit Coordinator views documents 
and approves changes 

*Please note, paper can still be completed 
and the current steps will be put into play if 
that is how employee wants to have benefits 
processed.  

 
 

 
 



TDAs 
1. Complete TDA form 
2. Submit to Benefits Coordinator/HR 
3. Benefits Coordinator updates in system 
4. Changes made on the following 

paycheck (as long as submitted before 
paycalc) 

TDAs 
1. Employee elects to enroll/change 

their TDA in Workday (Benefits 
Change button in actions) 

2. Changes made on the following 
paycheck (as long as submitted 
before paycalc) 

Performance Evaluations 
1. HR makes review active 
2. Supervisor creates plan (goals) 
3. Employee accepts plan (goals) 
4. Employee self-assessment 
5. Supervisor’s evaluation of employee 
6. Meet with employee to go over 

evaluation 
7. Employee acknowledges evaluation 
8. Supervisor acknowledges  

Performance Evaluations 
1. Goals can be set/added at anytime 

during the year 
2. Manager runs evaluation report that 

pulls all goals with completion date 
within evaluation window 

3. Supervisor completed evaluation 
4. Meets with employee to discuss 
5. Employee acknowledges 
6. Supervisor acknowledges 

*Will be able to see where in the process you 
are unlike in current system 

Supplementals 
1. Form completed depending upon if it is 

a one-time payment or a recurring 
payment 

2. Form routed for approval department 
head, account manager, VP, budgets 
and payroll (routing varies on 
supplemental) 

3. Payroll processes the supplemental 
4. Supplemental is paid on a biweekly 

pay period 

Supplementals 
1. There are two ways to complete a 

supplemental now. If it is a one-time 

payment, then it goes through One-

Time Payment (this includes 

overloads) business process. If 

reoccurring (for department head and 

interim), then it goes through Request 

Compensation Change and make a 

Temporary Salary Increase.  

2. This will be included in their regular 

pay whether it be monthly or bi-

weekly instead of always being paid 

on bi-weekly.  

**FMLA, death and lump sum vacation 

payouts will be processed by College Station. 

These will keep the current paper forms.  

Changing Account Paid From 
1. Complete EPA to change account 
2. Goes through routing  

Changing Account Paid From 
1. Contacts (admins) complete Assign 

Costing Allocation business process 
2. Goes to account manager, Executive 

Approver, and Budgets for approval 

Separation 
1. Employee submits resignation 
2. Property collected/turned in  

Separation  
1. Employee submits resignation 
2. Contact (admins) start Termination 

business process  



3. Property clearance form completed 
and submitted to HR 

4. IT access shut off 
5. EPA routed to complete separation in 

the system 
6. Employee processed out in HR 

3. Property clearance form completed 
and routed to HR 

4. IT access shut off 
*Please note if employee is retiring or 
passes away, HR/payroll will complete 
Termination business process to ensure 
coded correctly. 

 
Important changes that need to be noted 

1. Faculty will be paid during their set period (fall/spring/summer) unless their Work Period 
is changed or they are terminated. There will no longer need to have “activating” EPAs 
since their Work Period is set when they are hired. We will no longer be able to leave 
inactive adjuncts active in the system because they will be auto paid for whichever 
semester they last taught.  Full-time faculty will only need a Job Change in the fall if they 
worked during the summer or if there is a change to their title or pay. (The Job Change 
business process is how you change the Work Period an employee works.) 

2. Full-time faculty insurance deductions will change FY 18 and then again in FY 19 
a. For FY 18, faculty’s summer premiums will all be pulled from their May paycheck 

(paid June 1st). The only exception is if the faculty member’s premiums are 
greater than their take home pay in May. This is not a change for a majority of 
our faculty, but they no longer have the option to be billed. We currently have 
less than 10 faculty on billing.  

b. For FY 19, faculty’s summer premiums will be pulled out of the nine months of 
the normal school year. Their monthly premiums will increase, but evened out 
over 9 months instead of four months of premiums taken from one month’s pay. 

 
Verbiage Changes 
EPA- Business Process 
Posting a Job- Job Requisition 
Job Description- Job Restriction 
Applicants- Candidates  
Changing the Cost Center- Assigning Costing Allocation  
Separation- Termination (whether voluntary or involuntary)  
 


