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Workday Tips and Tricks

Campus Day — June 2016




O Kahoot.it

€| C A & berEy//play.kahoot.it/#/intro?quizld=119f7670-5e35-4024-ada6-b89a003958c&uplayld =8f08cafc-004b-4b31-b1 ¥ V7| =
i Apps - Egencia Sign In InsidePremier Hc & https;//www.stat.  [1 The Personality F @ Premier - Databz  [[il Kahoot! - Create »

®
Ready to join? s

Join at kahoot.it and enter the game PIN .

= Kahoot! -

Players

Get your phone, tablet or laptop out now!

1. Take out your phone or tablet

2. In a browser, type in
“kahoot.it”

3. Enter the game pin

4. Enter a name

. Answer the questions on your

Join at kahoot.it
with Game PIN:

XXXXXXXX




O Today's Agenda [ B

Workday journey

e Upcoming performance management tasks

Navigating the landing page

Vacation balances
Help Worklet

Delegation
e Related actions button
e Q&A




O Workday Journey

November 16, June 6, July 5,
2015 2016 2016
Benefits Open Recruiting Talent Core Financials
Enroliment Onboarding Management

- Yr. end review
Absence - Quarterly check-ins
Management - Goal setting

- Assess potential

Time Tracking Ad 4
vance

Payroll Compensation
Projects - Comp planning
- Incentive bonus

Employee




OPerformance Management Cycle

Q4: Year-end

Performance Review

Update Year End Performance,
Review

Q3: Check-in

Update Goals

Q2: Check-in

Set Goals

Q1: Goal Setting

Update Goals

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

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



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



ONavigating the Workday Eanding Page

@)@ w -:firr I(;i\g y Emily Welch (16322) f

=~ 1. Navigate back to home

page
Each pay period during payroll processing, time sheet entry is disabled or "locked out”. Please click on the "2016 Lockout Schedule” link below to see the 2 . Ba nner An nouncements
lock out dates for each pay period for this year. 3 Sea rCh ba r
2046 Leiiu Sohcdale 4. Inbox / notifications
5. Worklets

Expenses Career Performance Personal

Information

Pay Time Off Benefits Help

W

Inbox Favorites
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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)


Olnbox

1 .‘“ Q search

Actions 1 Archive 1
Viewing: All w Sort By: Newest 22 5

Self Evaluation: 2016 Year End Performance Review:
Emily Welch (16322) g
17 hour(s) ago - Due 06/17/2016; Effective 06/30/2016

w O@O Y. Emily Welch (16322) e

Complete Self Evaluation Self Evaluation: 2014 & & .
Year End Performance Review: Emily Welch | +...
(1 6322) e Reassign

View Details

Review Period

07/01/2015-06/30/2016

17 hour(s) ago - Due 06/17/2016; Effective 06/30/2016

2.

Summarize your performance and accomplishments for the fiscal year 2016 (7/1/2015
through 6/30/2016). You can attach supporting documents such as your FY16 My Plan
or any other performance documentation.

For fiscal year 2016, all employees should have utilized the FY16 My Plan Template for
performance, innovation and development goals.

Evaluate your FY16 performance using the following definitions:

+ High Performer — Consistently performing above set expectations
- On Target — Consistently performing to set expectations
+ Needs Improvement — Needs improvement to perform at consistent and
acceptable expectations
Provide comments to support your selection (optional).

Self evaluations - Submit upon completion.
Manager evaluations - Should be saved for later and only submitted after the

performance discussion with the employee.

(Employee Instructions)
(Manager Instructions)
{Process Flow Chart)

List of inbox
items

Help text
Settings


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.


OView Vacation Balances

A | Q search W 0@ 3 y » Emily Welch (16322) ‘

Time Off

Request View

Time Off My Time Off

Time Off Correction Time Off Balance

Leave of Absence Time Off Results by Period

Available Balance

16 Hours - Premier - Floating Holidays (USA)

[137.43 Hours - Premier - Sick (USA)

116 Hours - Premier - Vacation (USA)
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Presentation Notes
5 hours per pay period 


OView Vacation Balances

Request Time Off Emily Welch (16322) e

¢ Choose an ‘as of’

< > June2016 date
Balance as of sunday Monday Tuesday Wednesday Thursday Friday Saturday .
: , . ) * Workday factors in
0671072016 B Memorial Day your accrual rate
and future time off
260.43 Hours i i ; ” g . . requests on your
Balance Per Plan calendar
Premier - Floating Holidays (USA)
16 Hours
Prevmicr Sick (USA) 12 132 14 15 16 17 18
T A | Vacation - Premier
Premier - Vacation (USA)
116 Hours
19 20 21 22 23 24 25
26 27 28 29 an




OView Vacation Balances

Request Time Off Emily Welch (16322) en

{ > June?2016

Balance as of Sunday Monday Tuesday Wednesday Thursday Friday Saturday
: 1 2 3 4
06/17 /2016 B Memorial Day
237.76 Hours
5 6 7 8 9 10 11

Balance Per Plan

Premier - Floating Holidays (USA)
16 Hours

12 13 14 13 16 17 18

Premier - Sick (USA)
| vacation - Premier

140.76 Hours

Premier - Vacation (USA)
81 Hours

19 20 21 22 23 24 25

1 Day - Request Time Off
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Presentation Notes
Since I choose an ‘as of’ date of 6/17, Workday deducted the vacation on my calendar from my balance


OHelp Worklet

I = - © Workday Community on
PremierConnect will be the
Ask a question or view training materials - Workday Community on PremierConnect | Slngle place for Workd ay
training
Request Workday security / access
& The help Worklet will have links
P to ServiceNow for...

* Workday security/access requests

* Workday report requests

* Workday incidents (bug/something’s broken)
werkiay * Workday inquiries (questions)

Ask a Workday Finance question
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Presentation Notes
When to ask a question in SN (unique, personal)



OWorkday Community on'PremierConnect

D Egﬁﬂé%ﬁr COMMUNITIES | # WORKDAY COMMUNITY

Workday Community Home

Created by Sam Henry, last modified by Emily Welch on Apr 06, 2016 .
e  Ask general questions

Questions
Welcome to the Workday Community Q&A Forum! Workday Community is a place to ask get

Calendars documentation within the pages. * Find instructions

For individual, specific questions on how Workday functions/how to use it as well as report

e “Watch” to get email
alerts for new posts

General Thanks and welcome!

Employee Self-Service

Manager Self-Service Recent Questions

Expenses

Time Tracking / Time Off (0  Notification when near PTO cap

votes 3 answers * Lisa Louque * about 2 hours age * Space: Workday Community

Recruitin
. = help

Talent Management

()  Timesheet Lockout For Payroll Processing Starts 6/08 at 11:59 p.m.
votes 0 answers * Emily Welch * yesterday at 2:15 PM » Space: Workday Community

Compensation Planning

Archived Workday Communications
timesheet
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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



Manager Tips




ODelegation

‘h‘ Q my delegations

Search Results

Categories

Common
Assets
Expenses
Organizations
People
Processes
Procurement
Projects
Security

Staffing

All of Workday

W D@D y On behalf of: Tim Murphy (12... f N Type ”My

delegations”
in the search

bar
Search Results 1items

Tasks and Reports

My Delegations

View Current Delegations with a button to request delegation changes, Current Task Delegations, Delegation
History, Delegated Tasks, and Business Processes allowed for Delegation. Enables you to monitor and
manage your d...

Tip: try selecting another category from the left to see other results
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Presentation Notes
Set up a delegate when you are on PTO


ODelegation

My Delegations * Click “Manage

Delegations”

For  Tim Murphy (12707)

Current Delegations Current Task Delegations Delegation History Delegated Tasks Business Processes allowed for Delegation

Ditems ﬁ m

Begin Date End Date Delegate Retain Access to Delegated Tasks in Inbox

Manage Delegations




ODelegation

Manage Delegations Tim Murphy (12

Business Processes allowed for Delegation

New Delegation 1 items

© “BeainDate £nd Date “Delegate Start On My Behalf Do Inbox Tasks On My Behalf
@ 06/07/2016 E Delegate ¥ 0 Emily Welch (16322) = = o For all Business Processes
Use Default Alternate For Business Process .
Alternate Delegate % Tina Castro (11122) i,

None of the above

Retain Access to Delegated Tasks in Inbox

Delegation Rule

. enter your comment

Attachments
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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




ODelegation

‘ﬁ‘ Q my delegations

You have submitted Delegation for Tim Murphy (12707) on 06/07/2016 &2

* All delegations must be
Up Naxt approved by your manager
HR Administrator

Review Delegation Request
Due Date 06/08/2016

> Details and Process




ODelegation

p—

M Q search W Gf)l‘ k d\n y Emily Welch (16322) .

Home Emily Welch (16322)
View Profile
Each pay period during payroll processing, time sheet entry is disabled or "locked out”. Please click on the "2016 Locks
dates for each pay pericd for this year. Home
2016 Lockout Schedule Inbox

Motifications 2

Favorites
kl I l,." W:Drive
. ‘! : ‘1 y My Account

Switch Account

Expenses Career Performance

Sign Out
- H

lJ
)
w .

Pay Time Off Benefits Help




ODelegation

ﬁ' Q search WD@BY # Tim Murphy (12707) .

Delegation Dashboard

Tim Murphy (12707)
View Profile

Delegated Actions

Inbox
Mo data found

Delegation Dashboard

Switch Account

workday

2076 Workday, Inc. All ights reserved
System Status Your Sandbox will be unavailabls = maximum of 12 hows during the next Weekly Sarvice Update; starting
an Friday, June 10, 2076 at 6:00 p.m. PDT [GMT -7) until Seturday. June 11, Z016-at §:00 2m.PDT (GMT -7). Sandbox Refreah
Exempticna must be reguested by 10:00 a.m. POT (GMT -7 on the da he scheduled Weekly Service Update Sandbo
tenants which were exempt from refresh will be available by the end of the Service Update on Saturday. Ssndbox tenants ars

apy of Production taken at &:00 p.m. PDT {(GMT -7




ORelated Actions

= |
. Rene Falzarano (14914) Actions Worker Rene Falzarano O = o « Click on the related
Compensation > Reguest Compensation Change aCtIOI"IS button Oﬁ
Job Change > Request One-Time Payment your team mem ber
Manage Work - per——n to see a menu of the
Orgenieation ’ View Compensation History = aCtlonS you Can take
. Pesaongl Dats » ) ) ‘ ) -1 (704) 81 5-518%5_\
wa View Compensation Basis Details Hline)
Recruiting >

View Estimated Compensation for a Period 1 (704) 641 -3725&_\

5 ¥
Talent View Reimbursable Allowance Plan Activity ile)

e and Leaye 7 View Total Compensation tene_Falzarano@Premie
Worker History > dncicom
Security Profile » Work Address
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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!!!


Questions?

© 2015 PREMIER, INC.
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