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Agenda

 Welcome and Introductions

o Learning Objectives

 Workday Navigation and Self-Service for Managers
« Approvals for Managers

* Delegations

e Questions
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Welcome and Introductions

* Training prerequisites: Workday Employee basics

o Attendees: All Lynn University managers, assistants,
approvers.

Housekeeping and Classroom etiquette
e Training length: 1 hour

 Mute your connection

e Refrain from e-mail and web surfing

IRG\ workday.
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Welcome and Introductions

e ZOOM meeting: oo e
— Video not required
— Everyone muted by default during training
— Use chat to ask questions during the training

To:  Everyone v

Type message here..
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Learning ODbjectives

Upon completion of this training session, managers should be able to:
 Navigate Workday applications available to managers

 Compare previously used programs to Workday

 Recognize the core concepts of Workday

* Understand difference between Supervisory Organization and Cost
Center

 Recall how to initiate employee changes
« EXxplain importance of delegations
 |dentify how to approve tasks
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Important Dates

5/13 — 8/15: Training Sessions

7/1/20 — Go Live Finance: Expenditure requests, Requisitions,
Time off, Hiring, etc.
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Presenter
Presentation Notes
Say:

What are course components?  Course concepts or PPPT slides are used to explain concepts, processes, and tasks.
Walk-Thurs enable you to practice performing a task in Workday.
For Demonstrations, I will demonstrate a process in the Workday training tenant. 
Task Exercises are designed for you to practice performing a task in a training tenant.
You may have questions during this course that I can’t immediately answer, or will answer later in the course. I will record your questions on the parking lot to ensure that you get an answer.



Goodbye TimeForce and paper forms!
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IMPORTANT

Managers and timekeepers must approve timesheets prior to
payroll. Unlike approvals in TimeForce, employees will not be
paid for non-approved hours.
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IMPORTANT

User permissions are assigned to positions and roles in Workday.
We cannot assign manager permissions to regular employees. |f
you would like someone in your staff to initiate or approve tasks on
your behalf, you must create a delegations first.

IRG\ workday.
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Supervisory Organization

e Foundation Workday HCM

 Provide a management structure and hierarchy for University
workers.

 Each Supervisory Organization is assigned one manager and
contains his/her workers.

e Supervisory Organizations are not used to manage finances
and financial responsibilities (Budget, Expenses).
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Cost Center

 Foundation Workday Finance

 Provide a management structure and hierarchy for University
financial transactions: Expenses and Revenues.

 Each Cost Center is assigned one manager and contains
his/her workers.

 Cost Centers are not used to manage jobs and employees
non financial tasks.

IRG\ workday.
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Process for Managers

e Position Management
— Create, close positions
e Hiring
— Hire employees, students, contingent workers

e Time and Attendance

— Correct time and absences
— Approve timesheets
— Approve time off and leave
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Process for Managers

 Employee Changes

— Second positions

— Switch primary jobs

— Compensation changes
— One time payments

— Terminations

« Employee Performance
— Yearly performance reviews (employees and faculty)

* Expenses and Procurement: Cost Center manager training
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Workday Navigation and
Self-Service Demo

Software Support Services

e Alesha Jones (manager) a

« Angela Martin

« Pam Beesly

e John Smith (hourly) @ 3 43
» Jared Ellis I R A '*’

¥ Remote ¥ Remote ¥ de Hoemle Residence Hall ¥ Remote

IRG\ workday.
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Next

Follow up email:
Quick survey
Link to documentation site
Link to test tenant
Copy PowerPoint
Copy manager checklist

Please visit our Workday new website for more info
lynn.edu/workday
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https://forms.office.com/Pages/ResponsePage.aspx?id=ULEEDlFiXUyqqlS5Rj5Q8XmeZ0Cz_8FAhrvznuFT_y9UNVVONFNKWEY0RVMyQTNNS0hXQ0RQOThSOS4u
https://kb.lynn.edu/x/YQn_AQ
https://wd5-impl.workday.com/wday/authgwy/lynn4/login.htmld?

Next

 Documentation: e Training Sessions
Kb.lynn.edu — Employee (basics)
— Time and Absences
B e — Manager (basics)
 wokdey — EXxpenses
= ~ Cost Center Managers

— Procurement (Requisitions, Invoices)
— Hiring Managers
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Thank you for attending Workday

Employee - Basics

Email your questions to: mpiret@Ilynn.edu
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