
CAS Administrative
Support Team: HR and
Payroll

Payroll
Accounting
Adjustments
Swimlane
Workflow

As of July 2025

LEGEND

Information Gathering Approvals Reconciliation

You (The
Department)

AST HR &
Payroll Team

Start
Identify the Need for a

Payroll Accounting
Adjustment (PAA)

1

Submit Request to AST
via Payroll Accounting

Adjustment Form

Request Additional
Information from

Department

Create PAA Request in
Workday and Close

Ticket

Is Information
Provided to

AST Complete?
No

Yes

Provide Necessary
Clarification

Is the PAA  
Within Sixty

Days?

Is the PAA Tied
to a Grant?

PAA Request(s)
Automatically Processes

Without Approvals 

PAA Request(s) Route to
the Grant Manager for

Approval

PAA Request(s) Route to
the Cost Center Manager

for Approval 
End

Reconcile PAA Based on
Departments Best

Practices

Grants can only be adjusted
if/when the grant is available for

spending.

If a salary adjustment is requested more than 120 days after the first
transaction date, an explanation as to why the adjustment is late

must be included for reference. 

As applicable recertify in the Effort
Certification System (ECC) after the

PAA tied to a grant is finalized.

There is a delay in syncing of the
two systems (WD and ECC), wait a
week before recertifying in ECC.

The systems sync on Monday
evening.

No

Yes

No

Yes

All PAAs not tied to
grants that are
submitted in

Workday within sixty
days from the

original transaction
date will

automatically
process without

approvals.
2

3

4

5 6 7 8

4A

5A

6B

7C

Start/End

Activity/Task

Decision

Comments

Workday Task

UW Connect
Task

CAS AST Form
Submission

Alternate Path

https://admin-support.artsci.washington.edu/hr-payroll/forms/payroll-accounting-adjustment
https://admin-support.artsci.washington.edu/hr-payroll/forms/payroll-accounting-adjustment

