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Run “Employee Detail By
Organization R0314" in
Workday to Identify All
Current CAS Employees
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Create Quarterly Roster
Report for HR/Payroll
Units
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Preparations

Per unit's policies and
procedures.

Review Roster Report
and Identify Employees
in Unit Who Require
> Changes to Their
f Employmentin
Upcoming Academic
Quarter

Send Roster Report to
Unit Administrators with
Instructions to Fill Out
All Relevant Information
for Upcoming Academic
Quarter

S

Review

Answer Questions in
Roster Report and
Indicate Changes That
Need to be Made in
Workday for Unit's
Employees

6
Return Completed

Payroll Roster Report via
——————3>  Submit Payroll Roster
Form By AST's
Requested Deadline

Data Entry

AST completes HR
Partner approvals on
behalf of certain
departments. For
more information, visit
Who We Work With.
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Provide Necessary
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Receive Roster Report
and Assign to HR/Payroll
Team Member
According to Internal
Triage Protocols
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Download and Review
Roster Report to Ensure
All Unit Entries Are
Complete

Is Information
e Provided to
AST Complete?

Clarification
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Request Additional
No — Information from
Department

Transactions post to
Workday within 5
business days.

Process Actions in
Workday Based on
Roster Report
Information
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Approve Transactions as

When UW HR needs to send back a transaction, AST
requests information from the unit to correct the error.

HR Partner or Academic
Partner

ISC - HR Partner
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Approvals
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Verify Changes
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Itis the department's
responsibility to review
the accuracy of all
transactions entered on
their behalf by AST. If
there are discrepancies
or inaccuracies in any
Workday transactions,
those should be
communicated to AST
through the original
roster ticket where they
will be addressed in a
timely manner.



https://admin-support.artsci.washington.edu/hr-payroll/forms/submit-payroll-roster
https://admin-support.artsci.washington.edu/hr-payroll/forms/submit-payroll-roster
https://admin-support.artsci.washington.edu/about-ast/who-we-work-with

