
Fixed term re-engagement – Finance Business 
Partner review

staff.flinders.edu.au/workday

In the instance a fixed term re-engagement has been requested and 
reviewed by People and Culture, the relevant Finance Business Partner will 
receive an inbox action in Workday to review if there is available budget for 
the re-engagement - this is via a Data Change Review.
Navigate to your inbox

Select the Data Change action from the list on the left.
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Complete a detailed review of the information received.

Note: More Details information on next page
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Complete a detailed review of the information received.

Note: More Details will take you to the Staffing Event Details Data Change
screen if you require to view all the information for the current re-
engagement request. Note: you are unable to amend anything in this screen.
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Complete a detailed review of the information received.

Review the comments 
and process history
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Note: More Details will take you to the Staffing Event Details Data Change
screen if you require to view all the information for the current re-
engagement request. Note: you are unable to amend anything in this screen.

To navigate back to the Data Change Review click the browser back arrow.

Continue on with the re-engagement review
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Once you have completed the Data Change Review in its entirety, you can 
Approve, Send Back, Add Approvers (not a requirement for Finance 
Business Partners) or Deny the request.

Select Send Back if you 
require further information 
or a correction to the re-
engagement request. Add 
the initiator’s name in the 
To field and your 
questions/required 
information in the Reason
field. Click Submit.

If you determine that there is not sufficient funding / budget for this re-
engagement, Select Deny to stop the re-engagement business process from 
moving forward. This will prompt a notification to the initiator that the process 
is not approved and has been denied.
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Select Approve if you are happy for the re-engagement process to proceed 
to approval from the Budget Owner.
Once approved, the Success! Event approved screen will appear. It will 
include information for the Up Next process with the Budget Owner. The 
Budget Owner will receive an action in their Workday inbox for 
the Consolidated Approval by Budget Owner step.

This ends the process for finance business partners.
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In the instance a fixed term re-engagement has been requested and 
reviewed by People and Culture and the relevant Finance Business Partner, 
the Budget Owner will receive an inbox action in Workday to approve the 
request via a Data Change Review.

Navigate to your inbox

Select the Data Change action from the list on the left.
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Complete a detailed review of the information received.

Note: More Details information on next page
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Note: The initial More Details will take you to the Staffing Event Details Data 
Change screen if you require to view all the information for the current re-
engagement request. Note: you are unable to amend anything in this screen.

To navigate back to the Data Change Review click the browser back arrow.
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Note: The second More Details will take you to the Compensation details for 
the employee’s compensation information with a link to their compensation 
history.

To navigate back to the Data Change Review click the browser back arrow.
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Once you have completed the Data Change Review in its entirety, you can 
Approve, Send Back, Add Approvers (not a requirement for Budget Owner) 
or Deny the request.

Select Send Back if you require further information or a correction to the re-
engagement request. Add the initiator’s name in the To field and your 
questions/required information in the Reason field. Click Submit.

Select Deny to stop the re-engagement business process from moving 
forward. This will prompt a notification to the initiator that the process is not 
approved and have been denied.
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Select Approve if you are happy for the re-engagement to proceed.

Once approved, the Success! Event approved screen will appear. It will 
include information for the Up Next process with people and culture. People 
and Culture will receive an action in their Workday inbox to complete their 
processes.

This ends the process for Budget Owners.
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