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Workday 36: Methodology

Workday updates functionality 2 times per year

- Each update contains many enhancements to WD functionality that
Brown may accept or defer depending on their impact to the
community

- Each accepted enhancement is tested prior to being deployed

*  Deployment will take place over a weekend update, during which
Workday will be unavailable

«  The community will be provided with updated information, training
and materials depending on the magnitude of the enhancement
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Workday 36: Feature Highlights

User Experience Changes

Workday has made a variety of enhancements as it
pertains to the user experience including:

« Embedded grids and charts

* Next step of business process and task completion

» Shortcuts available on Home page

 Favorites relocating to profile menu

» Back button changes

* Related actions prioritized

* Mobile interface enhancements

« Scroll through Inbox items for review without returning to Inbox screen
* Questionnaire response view in business processes
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Embedded Charts and Graphs

* Any data or business SR——
process or task details with e aE=ns. 56
multiple rows will be T

12/18/2020 Friday Sick Days (Exempt) 1 | Days

displayed as an embedded
grid with multiple pages at
the bottom of the display 1 2 3 4 5 >

Q 12/17/2020 Thursday Sick Days (Exempt) 1 Days

* You can select your chart

options to select your display Turn off the new tables view [}

O

 All data displays include
options to download to excel
or PDF if needed
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Advance to Next Process

* Once a process is reviewed or
approved from your inbox, you will
have a preview of the next step via '
the Up Next: and View Details link

@ Success! Event submitted

* Once a process Is reviewed or Up Next: Review Probation Period Review
approved from your inbox, you will View Details h
have the option to review the next Others Awaiting My Action:
Ite.m .awaltmg your action by # Review Probation Period:
clicking on the task under Others
Awaiting My Action:

* You can also close out the
completed confirmation by clicking
on X




Shortcuts Available for Users

« Update shortcuts to Home
page to easily access tasks
or reports that are frequently
used

» Click edit to update your
shortcuts; up to 10 items are
available

« Workday will identify your
most used landing page
apps to streamline your user
experience and present
them for ease of use

Click shartcut
in Home
page ribbon

Select "Edit" to
update your
options

Payroll Costing by Organization En

My Most Used Apps View All

b @

Expenses Benefits Pay

Configure Shortcuts

Select up to 10 shortcuts.

Click "Add"
1Y display additional
shortcut

Ty .
{_J) External Link ‘ = ‘

D Q Task/Report

Shift items
in order of Search for task or report I

x Payroll Costing by =l =
Organization End Dates 9

impaortance you access frequently

0K Cancel
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Favorites Now In Menu

B O &

« Favorites is now easily
aCCessed from prOfile menu qusl;l;tcljl,eﬁeneeN{BOS‘lza)

« Select manage favorites to
flag objects, tasks and
reports

« Use in conjunction with
shortcuts to simplify and
streamline your user
experience Manage Favorites ks sepr B vepeet v sty

Your Home Landing Page
My Account >

Workbench

Favorites

|8 o B

Favorite Reports and Tasks

Favorite Tasks/Reports ¥ Time Off and Leave Calendar

Manage Favorites

*  Enter Time for Worker

¥ Enter Time Off

Favorite Custom Reports x In Progress Payroll Actuals by ...
Cost Center (By Organization)

Favorite Business Objects » Workday Program (Altomari ...
Cavanagh, Stephanie M

(314198)) (Supervisory
Organization)
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Back Button Update

 When submitting any Configure Profile Summary
multi-page process or
report prompts, the

back button access
has changed to re-

access a prior page in Manager Activity Report - Actuals - |
the process
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Related Actions Prioritized

.’ Q gus bus X

&
¢ Freq uently used Bus, Gus (640042) L Scaion MAmagsr

Philip D. Andrews Memorial Grewer, Lichen E (3
. Building

related actions

. . . . {: Actions :jl - Pasition Title_ 2 Supt_ervisor)r Organi

prioritized in view

Actions

 Actions most used Worker

Frequently Used Bus, Gus (640042)

to support workers

. . View most frequently used jntact
WI I I a p pea r at th e ie e tf:SkS for workers you k Address
- View Role Assignments.. Support
to p Of freq u e ntl y : 8 Change Contact Inform... B e e

¥ View Worker History by

used actions [

Academic Faculty 3
Organization Facilities Planning (Grewer, Lichen E (3142

Benefits b

Business Title Planner




i ATAET = 9:06 PM -

Mobile Interface -, : :
o ReSponSive deSign E:} FrﬁquentlrUsedh

* Prioritization of - . ‘ um

frequently used apps
or a variety of apps
available via your

laptop

Time Off Expenses Org Chart

View Apps

 Access review and
approvals Of Mar 31, 2021 Feb 26, 2021
transactions View Payslips
 Take action directly -

from application

- 03/02/2021
1 Days




Inbox ltem Access

* Expanding any item in
your inbox will provide a
full page view of your task

* Use the arrow buttons on
the top of the task to scroll
to the next inbox item
awaiting your action
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Questionnaire Responses

Response Q

* When clicking into Status  Completed
business process,
guestionnaire
response details will
be available for view
without additional ottt new abis view @D
clicks =g, =26

Questionnaire  Hiring Freeze Supporting Information

Respondent

Submission Date  02/01/2021

Question Answers
Explain how the = Executive masters degrees as well as Corporate
need is critical & Executive Education programs within the
- a2l _ Ll e s I Da I ___ _a_ O WIL._ _
O
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Workday 36: Feature Highlights

Purchasing and Expenses

Workday is making a variety of enhancements as it pertains
to Purchasing, Receipting and Expenses including:

» Streamlined user interface change for purchase requisitions and
receipts

* Loading receipts via mobile is made even easier with direct upload
from your pictures app

» Updating the user experience for expense report creation and
reporting
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Streamlined User Interface

© Create requISIion NOW s - e bt e
displays items in your cart
to mirror expense reports
for easy viewing and
adjustment
» Access Good Lines and
Services lines in the same ‘ D e e
view
* Recelipt interface is R RN

streamlined to easily view
status and line details
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Expense User Interface

« Sort on expense report
lines to help take action
on open items

« Expense report view
updated

* Re-order lines as needed
to help prioritize and
organize information for
approval

o] BROWN

Header Attachments Expense Lines
2 items Sort By: )
Expense Line
Tue, Mar 2
Grouping Label
Computer Software { Expense ltem Mo Ch
i Uploa
Charge Description/Memo
Total Amount Com

Taxis/Shuttles Domestic 2, Converted Amount

Expense Report Line Date

Indicator

Create Expense Report Er-235155test -

Pay To Status Personal Reimbursement Total
Employee: Altomari Cavanagh, Stephanie M (314198) Draft 0.00 USD 2,399.00 USD 2,399.00 USD
Header Attachments Expense Lines
2 items SortBy: )
Expense Line
Tue, Mar 2
Computer Software 200.00 USD Mo Charge.jpg
Uploaded by Altemari Cavanagh, Stephanie M (314198) Itel
Comment Ririiz
Taxis/Shuttles Domestic 2199.00 USD e
ltemi:

Upload
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Locating Expense Reports

 Expenses app includes Recent
Expense reports section to identify
reports in any status for you as
payee

 Includes status in heading of Recent Expense Reports
expense description

* Includes reports you have initiated
and those initiated on your behalf

* My Expense Reports detalils all
reports and allows you to create or
make changes to existing reports
that have not been approved

Draft - 03/02/2021 - test h
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Receipts from Mobile App

. 1A Expenses
» Receipts loaded from your p
photo app on your smart
phone to Workday mobile M a—
app will prepopulate with

a report

data from the receipt for your
expense report including
amount and date

* Receipts loaded to the app < @ + 8 B
are accessible to create a

. _ 1 Expense
mOb”e expense I’epor’[ Oor via 2,199.00 USD

your desktop Sat, Mar 6

Scan Receipt

Enter Quick Expense

e Receipt
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Mobile Expenses -~  _

Scan
receipts
and track
expense

o Start, edit, or submit
expense reports

» Create expense items

and scan receipts to et

be used in future

reports

» Check status of e
expense reports and .3

D 9,10/2020

' ' l t : ER-231398
pay e n S Draft - 09/06/2020
% In Progress Take action to
10.00 USD edit and submit

from mobile
application

eeeeeeeeeeeeeeee

test
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Workday 36: Feature Highlights

Recruiting Changes

Recruiting changes are available for those managing the
recruiting process:

» Continued candidate profile updates to support recruiting users
» Updates to candidate grid for ease of use

« Job requisition workspace available for recruiting users to support mass
review of requisitions

* Internal Job Alerts to support internal candidates searching for a
specific position

« Edits to Career Profile user interface to support internal applicants
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Candidate Profile View for

Recruiters

= 1 Phone Number Email Job Application Details
RObInn Danle”e 8] +1(401) 8569658 = danirobin@gmail.com ] o
. ob Requisition
'Y For: REQ163427 Artistic Director o
REQ163427 Artistic Director (Open)
) (Actions ) [0) Location
. . . 123 Main Street, Kot
contact information, job
] United States of
America Date Applied
. . . one mai a
application details
) -] - Source
tt h t d t h Active Job Applications (1) e feed
a aC l I I e n S y a n O e r verview © Robin, Danielle - Offer Decision
REQ163427 Artistic Lacke, Richard M (606584)
. - - reenin Director Hiring Manager
candidate information
ntervi the Creative Arts | Date

Applied: 02/21/2020 In Progress. 1item CERE I

readily available
* View messages sent to :
candidate and updates

i tered
Work History ne entere

to candidate status
« Mass action supported

C_&NP
— et
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Filter on Candidate Activity

« Candidate activity stream
displays all the

interactions with o= -

candidate record view .

Candidate Profile view. 2| (@) b Application Resuts
 Filtering on the activity 1 (=) Communications nt

type will a"OW yOU to | @Job Application Status

easily access information

for candidates as > @ fj‘i’)z;gg"mﬂ” Status

needed.
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Filter Requisition by Status

* Create filters that
can be used
across requisitions
to identify key
information for
your department

 Click status at top
of grid to view
candidates of that
status alone
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1 Overvie W Contact
Job S Awaiting . : :
D Application Step / Disposition A Awaiting Me Date Applied Current Title Current Company
D ® Cavanagh,  Submit Hiring Report 8 Offer Decision 8/27/2020

X Job Application is Cavanagh, Robert

0 of 17 itemns

Liob Awaiting
I:I Wpplication

Step / Disposition




Job Requisition Workspace

« Support department, Job Requisition Workspace
division and central level
recruiters in viewing and
taking action in job

Show All By Hiring Manager | | By Primary Location

r e q u | S |t| O n S Job Requisition Status Hiring Manager Review & | Screen |:| Referen
i Ta ke aCthn d I reCtIy frOm REQ165027 Research Assistant ® Posted 183 days ago 163
workspace
° F | Ite r by req u |S |t| on REQ161987 Research Assistant @ Open 03

status, manager and
location to support your
searches

REQ163446 Lab Assistant




Job Alerts

« Job alerts support internal
candidates looking for specific
jobs

« Create notifications to
interested employees when a
job meeting certain criteria is
posted

* Provides confidential
opportunity to track available
positions

« Based on your email settings,
alerts may be emailed; they
can also be visible in your
Workday notification bell [

ey
e
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Create Job Alert

Name Your Job Alert *

Search for Create Jaob
Alert and select
criteria for positions

Frequency *

you would like to be
made aware of

Full/Part-time

Hiring Manager

Job Family

Job Profiles

Job Type

Primary Location

Management Levels

Organization

Skills




e
Edit Career Profile

« Workers can update e P ot
their education, job cattcaions Edit Job History
history, and skills via ) Eston Bus, Gus (640042) (s
“Edit Career Profile” i
» Career Profile data ) s =
updated in Workday R = s sy -
will be used when
applying for jobs Fomean
internally at Brown i S o e
via *Find Jobs” report - B

Rl oDy is needed End Date

Close
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Workday 36: Feature Highlights

Time Tracking and Absence
Brown and Workday have made several reporting
enhancements to Time Tracking and Absence including:

* Time entry user interface streamlined to provide greater ease of use
when submitting time

* Ability to review time more efficiently before it is submitted

» Updated view for approvers to identify submitted time and positions
for which they are approving hours

» Mobile time off requests can be added to your Brown or home
calendar directly from your smartphone app

* Time off restrictions for weekends has been removed
* Time not entered, not submitted and/or not approved have been

o consolidated into single report view OO@QC?@
BROWN 5 e



Time Entry User Interface

. Access future periods by ¢ e 0= 0" o™
using arrow by period - - R S

« Accessing Week will allow o o 3
you to view day or week i E
view when submitting time . |

« Actions support time entry e :

by week, type, autofill from
prior period, and review

« Summary allows you to
review all time entry for the
period in a summarized clear
view prior to submitting e Tmeby e

Actions ¥ ¢

Enter Time by Week

Quick Add
e Request Time Off
=
oo BROWN Review Time by Week




Time Integration with Smart Phone Calendar

* Accessing Time Off from
your mobile app will allow
you to import calendar
details to assist with
planning time off requests

« Click --- to access calendar
settings

« Click Settings to link to your
smart phone calendar

ﬁ Balances

& Settings of—

ofo] BROWN —




Time Integration with Smart Phone Calendar

Connected Calendars

« Select all applicable

. . Calendars
calendars including Home @ O
and Gmail to enable Defau
viewing of Brown calendar 0 v«
in application —

* Blue dots indicate active
schedule item for review

« Green circles signify
approved time off [ tugeston

Other

[ Birthdays

Gmail

Steph Altomari Cavanagh




Time Integration with Smart Phone Calendar

14 15 16 ° 18 19 20
 When clicking on day both in I I
the app and in your smartphone
calendar the approved time off M Approved: Floating Holiday Day <
will appear 1
HOLD

&
——.@.——
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Time Entry Approval

 View Total Hours submitted at

a glance and when the entry
was submitted 71 mindefs ap- et /152001 gegular 8vertime EaidHoIiday gimeOH EJonWorkedHours ghiﬂ[}iﬂeremiaIHours ﬂ
- Daily Totals efficiently display
overview of time submitted for oo = E= D Ef
each day A
- Entries to Approve will be e i 8
displayed in the second section
of the approva| v| Entries to Approve
 All Current Time displays all il
time that has been entered for '~ E=n.- 50
the period that may have Tne Dok Rty Ui
already been approved or is o o a

awaiting action by another

approver

2
—
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Weekly Time and Absence Summary - Staff

¢ Weekly Time and Absence Summary - Staff «

Organization Workday Program Training (Legault, Nicole A (605988)) StartDate  09/06/2020

¢ T I m e a n d tl m e Off Include Subordinate Organizations ~ Yes EndDate  09/12/2020
entries in single report
Returns summary of staff time entries and time off requests for specified date range. For best results, prompt for only one week at a time
i Replaces the Start date should be a Sunday
. End date should be Saturday of same week
following reports:
1. Time Not Entered — LU
Total
Staff
Total
2 T H S b .tt d N t Mo Foditon Time Not Time Entered  Time Submitted ~ Unapproved Time Totaleporied Tfm]ebé:l oo f & Scheduled
. I m e U m I e 5 O Entered Not Submitted  Not Approved 0ff s::;fo(r\j:‘)l for af;:::: Weekly Hours
Period
A d — Staff | | s I
ppro Ve a Darcy, Fitzwilliam (636746) P0S§291520 Training Staff X 0.00 0 X 0.00 750 7.0 vk
3. Time Entered, Not e "
, Dashwood, Elinor (636745) P0S291521 T Staff X X 0.00 3000 750 3780 37.50
Smeltted - Sta ff R Assistant - Ba;?:.jggd‘ Elmor 750 2250

(636743)
Wentworth, Frederick P0S291519 Administrative 0.00 0.00 0.00 37.50 0.00 3750 37.50
(636747) Office Assistant - Wentworth,

Frederick (636747)
Total X X X X 6750 1500 82530 1230

750 2250 750
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Weekly Time Summary - Students

¢ Weekly Time Summary - Students G

Organization Workday Program Student Workers (Legaut Nicole A (605388)) Start Date  09/06/2020

« Clear summary of total
hours worked across all
Stu d e n t pOS iti O n S Returns summary of student time entries for specified date range. For best results, prompt for anly one week &t a time.

Start date should be a Sunday

i Re p I a Ces th e fo I I OWi n g End date should be Saturday of same week
reports:

Include Subordinate Organizations  Yes EndDate  09/12/2020

. 3 [ [E] = i o
1. Time Not Entered — T BE<h.
ic]
Stu den tS Mo o Count of Student Time NotEnteed Time Enteredl Not  Time Submited Not Approved T Total Reported
2. Tlme Submltte d’ Not | Jobs . | Submitted . Approved . ‘ Hours (ANl Jobs) B
A d S t d t Farris, Edward (636740) P0S291768 Workday Student 1 } 4 0.00 0.00 0.00 o
ppro Ve —_— U en S Trainer - Farris, Edward
(636740) (+)
3 B TI m e E n ter e d, N Ot . Victoria, Zoe (629201) POS291767 Workday Student | 4 0w X 300
. Demo- Victoria, Zoe (620201) 150
Submitted - Students E
Total 5 X X 300 450
150

£
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Workday 36: Feature Highlights

Learning Changes

Learning updates taken by Brown in this update
iInclude:

» Cancel learning enrollment or drop enrollment from a single participant

» Expressing interest in courses with no available offerings or offerings that do not
meet your availability

» Learning Programs now support Mass Enrollment to require learning for teams

* Due dates can be set on Mass Enrollments and reported to ensure learning is
completed by the assigned date

 Tracking courses in Learning Paths to review and/or register at a later date

» Continue Learning worklet on Learning app will allow you to continue to engage
in content that you have not completed 0®

ey O @
= (22 )
BROWN @%ﬁo




Streamlined View of Content

¢ Ais for Apple

Course

« Click on learning content
and view lesson details

« View available “
consolidated tasks on test )
learning content 0 Atend this e oln lsson on te schedued dete usingthelnkbelow Sl

« Display progress of

° Test Media
content DATE TIVE ENDS AT Document e Atached
Wed, Apr 14, 2021 12:00 AM (GMT‘OSZUU) 9:00 AM

Interested in your team doing this course?

& Enroll My Team h

Drop enrollments for others?

Drop Learners h

Mo longer want to take this course?

® Drop Course h

Manage your learners' attendance and grades. n

JoinLiveLesson  TED 1B Copy Link

CONTACTS

Tanqui, Chantelle L
Instructor

Manage Roster h

Tof2lessons — Show Remaining (T

View the waitlist for this offering. completed

View Waitlist h




Express Interest

» Click "Express Select Offering
Interest” to track
upcoming offerings Offerings 1 tem
that meet your Order Selec_t Start Date End Date Location
. Offering
requirements
« Interest tracking is ‘ ouTs o
Eastern Time (New Eastern Time (New
available in "My York Yor

1

Library” on the
WO rkd ay Lea rn i ng a p p Click Express Interest to let your learning administrator know that you're requesting an additional offering.

Express Interest




Update Attendance from Roster

Overall Grade

Enrolled

) Update attendance Mark selected rows as Attended
for attendees with ... ...
any of the possible 0 - Rp—
atte N d ance Altornari Cavanagh, Stephanie M (314198)
options. ‘ selectons

Not Entered v

Attended
Lesson Title test Partially Attended
Dates Wed, Apr 14, 12:00 AM Eastern| Did Not Attend
Lesson Type Instructor Led / Webinar
Track Grades No

Track Attendance Yes
o

=

oz BROWN o=®
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Cancel Learning Enroliment

* Support Learning Lessons Advanced Details Enrollments Grading and Aftendance Prerequi
Coordinators, HR e
Coordinators, X
Instructors and Vi
Mmanagers to cancel Learning Enrollment 0 Cancel Learning Enrollment
learning enrollments st O ooplesmingenclimen
as needed 9 Manage Enroliment Completion
. , Business Process )
* Navigate to i |
enrO”mentS and SeIeCt Enrollm e } Enrollment Status Completion Status
related aCtIOH, . Integration IDs > .
“Learning EnrO”me.nt” I-:Iiarn: _— : Enrolled Not Started
and “Cancel Learning
Enrollment”
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Learning Program Mass Enrollments

» Learning Programs sletipee
group content of
different types in a Assign as Required Learning Due Date
single experience 0 R p— :
« Learning Programcan "
now support
enrollment either 0
through mass enroll S~ —
(assigned learning) or -
direct user enrollment o -
= 09?09%

BROWN
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Due Dates on Mass Enroll

* During Mass Enroll Hisfor Hippo
process, Workday

s
ga\g § :tzzofr;? zr?:gng d Assign as Required Learning Due Date
contents 0 Dbt | '
- Due dates appearin o |
reporting for review
| P Name Location
1A e S




Learning Paths

° |dent|fy courses to 2-Minute Tips for Senior Leaders
view or register for at add o

a later time
* Create groups of e oo
courses for action or e L
interest o
» Easily create, edit, Edi orop A
view and execute on

paths

Learn

IO

My Library

Search for Available Learning

Full Course Catalog (Displays All Learning Content)

More (3)
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Workday 36: Feature Highlights

Effort Certification

The Effort Certification changes deployed by
Workday in this update include:

» Update of effort view to include aggregate tab for consolidated pay
period view of effort

* Display link from PAA to effort report for efficient access to data

« Summary Totals enabled PAA initiators to validate changes to
ensure grouped details net to zero
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Effort Certification Status Report

Administrative Review -

« Expand Details to
view full information

5 day(=) ago - Due 04/01,/2021

On effort proceSS @ Details Effort Certification Status Changed Status
. In Progress Unchanged
« Status available
throughout view
i POSition tab details Summar y Aggregate Details Positions Organizations Process History
total current FTE of
positions associated ... . i E.

with effort report

Position FTE

POS - Graduate Research Assistant 0%

s@%
BROWN



-
Stay Tuned...

- Next release of Workday functionality
in September 2021
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