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Workday Reference Guide—Terminology

——,—I Workday will introduce new terminology replacing some of our “DOT-speak.” As we
Te rmanIOgy ¢ transition from our legacy systems to Workday, we will also undergo a transformation in
what we call things. The list below will help us to translate and make that transition.

NEW TERMINOLOGY VS OLD TERMINOLOGY

LEGACY TERM
Coding - Bargaining Unit -
from Classification Detail
Coding - EEO Category -
from Classification Detail
Coding - EEO/OCC code -
from Classification Detail
Coding - Eligibility - from
Classification Detail
Coding - Employee Status
- from Employee
Information

Coding - IPERS code -
from Classification Detail
- override on employee

Coding - Not in HRIS

Coding - Position Type -
from position screen
Cost Center (Financial)
Cost Center (HR)
County

Date - Employed Date
(DOT)

Date - Probationary
Review

Date - Seniority Date
Date - Service Date
(State agency)

Date - State Disability
Date (Disability effective
date)

Date - Vacation Date
Direct Deposit

DOT Abstract
Employee

Function Code
Individual Performance
Plan & Evaluation (IPPE)
Injury Reporting

Job Classification

Job Classification at basic
PDQ level - based on
unique coding and
general duties

Job Classification Series
Lead Worker Pay
Longevity Pay

NEW WORKDAY TERM
Bargaining Unit in

Job Classifications on the job profile
EEO-4 Job Categories in

Job Classifications on the job profile
Occupational Census Code (OCC) in
Job Classifications on the job profile
Position Status in

Job Classifications on the job profile

Employee Status in
Job Classifications on the job profile

IPERS Retirement Plan in Job
Classifications on the job profile -
override on filled position (edit
position)

US Standard Occupational
Classification (SOC) in Job
Classifications on the job profile
Position Type in

Job Classifications on the job profile
Cost Center

Location

Region

Hire Date

Probation End Date
Seniority Date

Original Hire Date

Benefit Service Date

Continuous Service Date
Payment Election

WD Settlement

Worker

Function Code

Performance Review

Safety Incident Reporting
Job Family

Job Profile

Job Family Group
Allowances - Lead Worker
Allowances - Longevity

LEGACY TERM

M5 - Classification
Changes and position
moves

No name in HRIS
No name in HRIS
Overtime Code =0

Overtime Code =1
Overtime Code = 2

P-1's

P-5's

Pay Grade

Pay Plan

PDQ

Security Group -
Accounting level
Security Group - DAS
level (most M-5's) and
COMP level (FLSA change
M-5's)

Security Group - Human
Resources level (DAS) (P-
1's)

Security Group - IDOM
level (M-5's)

Security Group - PA level
(M-5's)

Security Group -
Personnel Assistant level
(P-1's)

Security Group -
Workforce Coordinator
(working title)
Settlement payment
Span of control
Supervisor

Thumbs up in Op/Fin - or
"Y" in HRIS to approve
Travel request

Vacant Position

Warrant
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NEW WORKDAY TERM
Edit position and/or Edit position
restrictions - change organization
assignments (if cost center or
appropriate code is changing) - move
workers (if span of control changes)
lowa DOT Compensation Package
Regulatory category in absence/time
off
Compensation Plan = Salary
Compensation Plan =
Hourly and FLSA exempt
Compensation Plan =
Hourly and FLSA covered
Employee Changes from employee
profile tabs or related actions
Create Job Requisition from Job
Change off related actions on the
position
Compensation Grade Profile
Compensation Grade
Job Profile

Payroll Partner

DAS Class/Comp - User Based

DAS Pre-Audit -User Based

DOM Approver - User Based

Classification Partner

HR Partner or Classification Partner

Recruiter

Ad Hoc Payment
Supervisory Org
Manager

Submit - Approve

Spend Authorization
Open Position
Check
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New Terms & Concepts for Workday Implementation

WORKDAY TERM
APPS

BUSINESS OBJECT

BUSINESS PROCESS (Definition), aka “BP”

BUSINESS PROCESS (Instance), aka “BP”

COMPANY

COST CENTER

HCM (Human Capital Management)

JOB FAMILY

JOB PROFILE

NOTIFICATIONS
PROJECT

ROLES

SECURITY GROUP

SUPERVISORY ORGANIZATION

TASK(S)

TENANT

TO-DOS

WORKLET

WORKTAGS

DEFINITION

Within Workday, an “app” refers to the combination of dashboards and worklets, which the
user can use to take actions, view analytics, and custom reports, all within configured and
pre-configured Workday apps.

A BUSINESS OBJECT is a set of related fields (similar to how a table or spreadsheet usually
consists of a set of related columns). In Workday, instances of a business object are like rows
in a table/spreadsheet where each instance represents a unique occurrence of that type of
object (such as an organization or worker). A business object does not have to have any
instances or can have one or more instances.

A business process is a set of tasks to be completed for an event to occur. This includes
the order in which the tasks must be completed as well as who must do them. Workday
contains pre-defined business processes for different purposes that can be used “as is,” or
modified by each Workday customer.

An instance of a business process is one that has been started or initiated (that is, it is in
the process of being completed).

Workday is capable of supporting multiple companies. However, in our implementation of
Workday, there is only the lowa DOT (which will be “the company”).

A unit in an organization to which costs are charged (generally at the level at which budgets
are created and managed and typically used to house people and their associated costs).

HCM represents the group of Workday applications that unifies Human Resources, Payroll,
Benefits, Talent, Recruiting, and Time-tracking, etc., into a single system-of-record.

Grouping of similar job profiles (EXAMPLE: Information Technology job family has job
profiles related to jobs that perform IT-related tasks).

Characteristics of a job/position such as, pay rate type, qualifications, compensation guide, job
description, etc.

A section for notices of completed business processes.

In general, a project refers to fiscal activity wherein the scope of work has a defined start and
end date, such as a construction project.

This defines a group of people that have specific responsibilities and permissions. Access to
certain data is determined by the worker’s role. Further, when a business process runs, the
role defined for each step includes all of the workers in that role in the business process
target organization.

A security group is a collection of users or a collection of objects that are related to users.
Allowing a security group access to a securable item is done via a security policy, which
grants access to the users associated with the security group.

A supervisory organization is a foundational, hierarchical position-to-position structure. All
employees must belong to a supervisory organization, and each supervisory organization must
have a manager. Each supervisor exists outside of the group they manage as a member of
their supervisor’s organization.

Tasks are actions a worker must take in a business process. Tasks may be reassigned or
delegated. Workers are notified of tasks by either Notifications or Workday Inbox Alerts
(not to be confused with your Email Inbox).

An instance of Workday dedicated to the lowa DOT. The lowa DOT will maintain and
manage multiple tenants, for testing and staging purposes, but there will be only one
production tenant in which the lowa DOT conducts business.

Reminders that appear in the Workday Inbox, indicating the need to complete parts of a
business process before the workflow can go to the next step.

Worklets are icons on the Workday homepage that provide access to groups of related tasks
and used to organize tasks and reports by functional areas.

Keywords assigned to transactions, which in turn are used to classify transactions for financial,
operational, and external reporting.
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