
Workday Tips and Tricks

Campus Day – June 2016



Kahoot.it

1. Take out your phone or tablet
2. In a browser, type in 

“kahoot.it”
3. Enter the game pin
4. Enter a name
5. Answer the questions on your 

device!

XXXXXXXX



• Workday journey

• Upcoming performance management tasks

• Navigating the landing page

• Vacation balances 

• Help Worklet

• Delegation

• Related actions button

• Q&A

Today’s Agenda
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Benefits Open 
Enrollment

November 16, 
2015

Recruiting
Onboarding

Absence 
Management
Time Tracking

Payroll
Projects

Employee 
Expenses

January 4, 2016

Talent 
Management

- Yr. end review
- Quarterly check-ins
- Goal setting
- Assess potential

Advanced 
Compensation

- Comp planning

- Incentive bonus 

June 6,
2016

Core Financials

July 5, 
2016

Lawson Open
Enrollment

Workday Journey

Extensity
T&E

Clarity PPM

CompXL
Cornerstone 
(Perf. Mgmt)

Lawson
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Q4: Year-end
Performance Review

Q1: Goal Setting

Q2: Check-in 

Q3: Check-in

Performance Management Cycle

Update Year End Performance 
Review

Set Goals

Update Goals Update Goals

Employee

Tasks in Workday:
• 6/6 launch self evaluation
• 6/17 launch assess team potential 

(managers)
• 7/5 launch comp planning (managers)
• 8/1 launch goal setting

 Keep an eye out for the timeline of the year end performance management process! 

Presenter
Presentation Notes
Go over the high level process
Tasks with deadlines will be sent to your inbox
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Navigating the Workday Landing Page

1. Navigate back to home 
page

2. Banner Announcements
3. Search bar 
4. Inbox / notifications
5. Worklets

1.

2.

1.3. 4.

Presenter
Presentation Notes
Search bar – you can search for people, reports, tasks
When you would access your inbox vs. when you would go to a worklet (worklets – viewing aggregated data, starting a task off cycle)
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Inbox

1. List of inbox 
items

2. Help text
3. Settings

1.

2.

3.

Presenter
Presentation Notes
Inbox items are action items
Help text has links to training

If you think you completed an inbox action, double check by refreshing the inbox (down arrow button) and if the item disappears from the inbox, than you have completed it.
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View Vacation Balances

Presenter
Presentation Notes
5 hours per pay period 
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View Vacation Balances

• Choose an ‘as of’ 
date

• Workday factors in 
your accrual rate 
and future time off 
requests on your 
calendar
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View Vacation Balances

Presenter
Presentation Notes
Since I choose an ‘as of’ date of 6/17, Workday deducted the vacation on my calendar from my balance
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Workday Community on 
PremierConnect will be the 
single place for Workday 
training

The help Worklet will have links 
to ServiceNow for…

• Workday security/access requests
• Workday report requests
• Workday incidents (bug/something’s broken)
• Workday inquiries (questions)

Help Worklet

Presenter
Presentation Notes
When to ask a question in SN (unique, personal)
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• Ask general questions

• Find instructions

• “Watch” to get email 
alerts for new posts

Workday Community on PremierConnect

Presenter
Presentation Notes
All the training materials can also be found on PC
The instructions are organized by pages for each topic area – see left nav
Use the Workday Community to ask broad/general questions that others can benefit from
There is a history of questions. You can search using the search bar to see if anyone has asked a similar question before
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Manager Tips
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Delegation
• Type “My 

delegations” 
in the search 
bar

Presenter
Presentation Notes
Set up a delegate when you are on PTO
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Delegation
• Click “Manage 

Delegations”
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Delegation

Presenter
Presentation Notes
Alternate delegates – Workday routes BP steps to the alt only when it cannot be routed to the delegate because of SOD issues. Alt delegates cannot initiate BP’s 

Use Alternate Default = automatically selects the delegate’s manager to be the alternate default

Start on my behalf = select the BP’s that you want to delegate the initiating action

Do Inbox Tasks on My behalf = enables you to delegate your entire inbox or a selection of it
	
	For all BP’s
	For specified BP’s
	None of the above (removes the ability to do Inbox tasks while retaining the ability to initiate specified business processes on your behalf). 

Retain Access to Delegated Tasks in Inbox  = This will allow you to get notifications and access the tasks from your own Inbox as usual. If you retain access, then either you or your delegate can complete each task 

Delegation assignments require approval from your manager
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Delegation

• All delegations must be 
approved by your manager
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Delegation
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Delegation
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• Click on the related 
actions button off 
your team member 
to see a menu of the 
actions you can take 

Related Actions

Presenter
Presentation Notes
Initiate a Compensation Change
Terminate an Employee
Process a supervisor change
Change status of employee (full-time to part-time, etc)
Change employee CRC code

No more ADM5!!!
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Questions?
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