












● Academic Appointee: Worker Name
● Start Date: Academic Appointment Start Date – discussed during Week 2
● Academic Unit: Appointing Unit
● Employment Position: Related Positon





Please see slides from Spring Cleaning 2020 Week 1 for more information about 
the academic unit hierarchy.
Secondary appointments include joint and adjunct appointments (identifier for joint 
appointments is determined by the academic track type).



Employment Position is not required data entry, and should be skipped if Workday 
requires changes to the appointment to support entering the value 





● Track: Academic Appointment
● Track Type
● Track Type Category
● Reason: Reason code for most recent transaction related to the 

academic appointment – auto populated by Workday
● Rank: Academic Rank
● Appointment Specialty: SOM Only Value
● Constructed Title: Title derived from academic rank – auto populated by 

Workday
● Title: Title entered (defaults to academic rank) – auto populated by 

Workday
● End Date: Appointment End Date – discussed during Week 2
● Identifier: Appointment Identifier
● Position Number: Position ID of Related Position - auto populated based 

on employment position in previous section
● Job Profile: Job Profile of Related Position - auto populated based on 

employment position in previous section
● Roster Percent: Contracted Maximum Rate of Employment
● Related Academic Unit: Do Not Use









Courtesy and Endowment appointments should not have a roster percent, as they 
do not drive the employment relationship
● Courtesy includes Affiliate, Clinical Non-Salaried, and Emeritus Track Types
Postdoctoral Scholars, Residents/Fellows, and Senior Fellows/Senior Fellow 
Trainees are all required to have roster values of 100% and total FTE values of 
100%







● Adjusted Title Start Date: Do Not Use – discussed during Week 2
● Academic Review Date: Date of Second Year Review for faculty and 

librarians in clock managed titles – discussed during Week 2
● Track Start Date Override: Use for corrections only – discussed during 

Week 2
● Tenure Value: Tenure Percentage for Associate Professors and Professors

○ (Only appears for appointments in the “Tenure/Tenure Track” 
academic track type



Units can not initiate a reduction in tenure, but positions can be advertised and 
filled at less than 100% tenure (minimum is 50%)





This section is only visible for appointments in the Tenure/Tenure Track track type
● Track is Tenure Eligible: will always be yes – auto populated by Workday
● Tenure Home: Defaults to academic unit for academic appointment
● Tenure Status: Pending or Tenure
● Tenure Track Start Date: Earliest appointment start date in the academic 

track type – discussed during Week 2
● Probationary End Date: Due date for mandatory review – discussed 

during Week 2
● Tenure Award Date: Date tenure awarded – discussed during Week 2



This is a required field in Workday, but AHR doesn’t use it, 









● You can also click on the worker name to access their profile, or right click on 
the worker name to open the profile in a new tab.





Update Effective Date: Green Check Mark
Current Appointment Start Date: Thumbs Up





● You can also click on the worker name to access their profile, or right click on 
the worker name to open the profile in a new tab.





Update Effective Date: Green Check Mark
Current Appointment Start Date: Thumbs Up
















