CAS Administrative
Support Team: HR and
Payroll

Full Time
Equivalent

(FTE) Change
Swimlane
Workflow

You (The
Department)

As of October 2025

LEGEND

Start/End
Activity/Task
Decision

Comments

JOUU

Alternate Path == == ==

CAS AST Form AST HR & Payroll
Submission g Team

UW Connect n

Task

Workday Task @

Dean'’s Office

UW Human
Resources (HR)

ADMINISTRATIVE SUPPORT TEAM

UNIVERSITY of WASHINGTON
College of Arts & Sciences

* Student employee FTE changes
follow the same process and

Submit Written Request
For FTE Change to
Manager

approval routing as staff FTE
changes.

Is Employee
Faculty or
*Staff?

3

Direct Supervisor Review
and Approve FTE Change
Request

Department Chair
Review and Approve FTE
Change Request

)

e

\ 4

Submit FTE Change
Request to AST via

Information Gathering

7B

\

Update or End
Employment Form f

Is Information
Provided to
AST Complete?

Provide Necessary
Clarification

Is FTE Change

|
|
|
L. *Staff —»

for Faculty or
*Staff?

** AST completes Academic and
HR Partner approvals on behalf of
certain departments. For more
information, visit Who We Work

N

6B

With

Partner

~

——>

Request Additional
Information from
Department

! '

Enter Data Change

Request in Workday to  |=—>

Update FTE

Close Ticket

10

Approve as HR Office

: ®
** Approve as HR

-~

v

Partner

®

" ®
** Approve as Academic

Partner

®
Approve as Academic

Chair/Chair's Delegate

®
v
Approve as Academic

Dean/Dean’s Delegate

1

.| Approve as ISC HR Offi

r 4

Approvals

Is FTE Change

Partner

13

Update Employee Work
Schedule Once Data
Change is Completed

o

for Faculty or

*Staff?

|

M Faculty ———~
*Staff \I

v 13D v

Updates Academic

the Roster Percentage<

Final Actions

®

Appointment to Change

AST can
simultaneously
initiate the Update
Academic
Appointment
process with the
FTE change
process in
Workday.



https://admin-support.artsci.washington.edu/hr-payroll/forms/update-end-employment
https://admin-support.artsci.washington.edu/hr-payroll/forms/update-end-employment
https://admin-support.artsci.washington.edu/about-ast/who-we-work-with
https://admin-support.artsci.washington.edu/about-ast/who-we-work-with

