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Workday 4o:

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



Workday 4o:
Feature Highlights

User Experience
Changes

Workday App Navigation

My Tasks Features

Landing Page Enhancements
Workday Assistant updates
Introducing Hubs

Recovery Assistant Update



Menl.o

Apps Shortcuts

Your Saved Order
q Merit
,,-'8\% Jobs Hub
’g Expenses Hub

q Benefits and Pay

. ®
Sort By

Your Saved Order

Recently Used

00

Menu X

Apps Shortcuts

Frequently Used

gg@ o h
fg. Expenses Hub
@) Alternative Work Assignment

Cegr (Awa)

q Benefits and Pay

Sort can be reset in menu to view Apps. From
"Menu”, use the arrow icon to re-order your Apps

® Select to sort App using the following options:
® Your Saved Order - Apps displayed as
currently saved in Menu
® Recently Used - Apps displayed in order of
most recently used
® Frequently Used - Apps displayed in order of
most frequently used
o

Once sort order is selected, all future menu
engagement will use selected sort. Sort can be
updated at any time.

Global Menu and Sorting Apps




All ltems 93 ftems

3 Sl 5 e Advanced Search in "My
t it fj— Tasks” supports searches by
. @ Edit Advanced Search ' task typel Step and date
Saved Search ResetAll range
Tk ¢ | Search Results e Once searchis set, it can be
e [ =] @ | edited, removed or saved
Task Step = e
Date Range e Toremove saved search,
N select arrow icon to return
R @ to all results

My Tasks Advance Search




Create saved search

Expense Report Search|
P

@ Edit Saved Searc"

Expense Report: ER-282223,
Legault, Nicole A (605988) on
02/15/2023 for $300.00

Due: 02/22/2023

Effective: 02/15/2023

02/15/2023 ¥

Expense Report Search

+
@ Edit Saved Search
-
@ Saved Searches 02115/2023 Yy

@

Expense Report Search R
# it

Due: 02/22/2023

Effective: 02/15/2023

E’ Delete

I©

@

e Oncesearchisset, it can be
saved to identify critical
tasks on an ongoing basis

® Saved searched can be
updated as need to include
additional criteria

® Saved searches can also be

deleted and managed
through your tasks toolbar

My Tasks Advance Search




Your Top Apps i e “YourTop Apps” links to your *Menu”
of Apps page

Merit

e Lists Appsin “Menu"” Based Order

Jobs Hub

& & e &

Expenses Hub e Changingthe sort order to “Your
Saved Order” of the Apps will impact
Benefits and Pay your top App VieW

Landing Page Enhancements




| can help you find information, navigate Workday, and
get things done.

Try things like: "Request time off"

[%] View performance review

El Request time off

(B View tax forms

:= Show available capabilities

Human Resources v

Learning L

Continue learning content
Enroll in content

View all content

View learning home

View my learning transcript
View my required content
View my team's learning status

Pay v

Workday Assistant

® Workday Assistant supports self
service tasks such as requesting
time off, viewing performance
reviews, enrolling in learning
content or updating contact
information

® To getstarted, use search, select
from the list of topic options or use
“show available capabilities”

® Once on the topic heading, select
from a list of items that Workday
Assistant can support




® Hubs consolidate tasks, reports and
& Jobs Hub data in a single place

@ ——T ® Expenses Hub, Job Hub, Pay and
° Benefits Hub and Time and Absence

Hub are phasing in beginning March,
Q Benefits and Pay 2023

Introducing Hubs




& &=

Altomari Cavanagh, Stephanie ...
View Profile

Your Home Landing Page ‘ “Recove ry ASSiSta nt” available for

1
8 oo > tasks begun and navigated away from
& Workbench . . . .
P within 24 hours of last interaction
D Drive
O wyrepons e Auvailable via worker profile cloud

Recovery Assistant e 2

is available to
access tasks that 4Y)  Recovery Assistant >
were navigated

away from or when

Recovery Assistant




@ penehtsandPay. I ® \iew your prior pay slips, most recent pay
and deductions, make changes to payment
elections (direct deposit), and update tax

0 Overview

Benefits v

Y elections

(8 Pay v

El  compensation v ® View and make changes to benefit
elections, view ACA forms, and view and

¢  Suggested Links A

update beneficiaries and dependents

Vaccine Management [2

® \iew compensation and one time payment
history as well as merit statements

Tasks and Reports

Payment Elections Change Benefits My Tax Documents

Pay and Benefits Hub




® View available positions and prior

Welcome to Find Jobs at Brown! application status. Use Brown Jobs
DRt cpaAg eyl SEG  a to search and apply to staff
Read More pOSitionS
Recent Applications ®% Careers at Brown | ® View in progress applications and
p withdraw application as needed
View All Applications HH . . . .
\ ) i via "My Applications”
UNDER REVIEW Q Browse JObS 0
Senior Research Assistant . .
Q Mysobaers @) — @ Setup job alerts to be notified of
E My Applications @) job of interest based on profile, job

family and manager

Jobs Hub




My Expense Reports Altomari Cavanagh, Stephanie M (314198) (==

] ®
O

' ® View expense reports awaiting action

C Create Expense Report >

Create and view expense report

My Expense Reports 2 items StatUS and hIStO ry
Expense
Expense Report Expense Total
Report Number Report Date Status Memo  Amount . V I EW eXpe n Se t ra n Sa Ct I O n S awa Itl n g
Q ER-282242 02/23/2023 Waiting on Manager test 38.51

expense report assignment

Q ER-282222 02/13/2023 Draft 0.00

® Coming spring, 2023

Expenses Hub




Workday 4o:
Feature Highlights

Recruiting, Staffing and
Payroll

Employee Contract Tracking
Internal Job Application changes

Notes on Candidate Profiles and Job
Requisitions

Job Change from Worker Profile
Create Job Alert

Inclusive enhancements including Sexual
Orientation, Pronunciation and Pronoun

Model My Pay



~ @ Ability to create employee
Employee Contracts Bus Gus(650776) = %l contracts in UHR

Add
Js-s; ® Usedtotrack offer details
and administrative notes
o ot DTS o reguiringaction during
———— contract review and

renewal

Employee Contracts




Vi eh Posting perate __ e Streamlined view of job description

! 4\
L 4N awpostionorganiat
- - A A= =2 &8 e Access to view position organization

relationship

Application Details

e View similar jobs and create alert
- -
directly on posting

Education
' < Withdraw Application )( Create Job Alert > ® DEfaU|tIng ContaCt Informatlon for
Workday during application process

Applied 03/02/2023, 9:27 PM

Internal Job Applications




1 | Notes: Job Application |:| e "Candidate Notes” on job

applications allow those reviewing
applications to communicate and
coordinate on status

1 item

Altomar Cavanagh, Stepha...

03/05/2022, 8:23 PM

&

Candidate interview pending response.

(1) Arvere i seees e Notes are visible to all that have
access to requisition internally

Candidate Notes




REQ176419 Workday Analyst (Open) -

Recruiting Start Date  02/11/2022 - 22 days ago
Target Hire Date 02/11/2022 - 22 days ago

Primary Location 164 Angell Street

Altomari Cavanagh, Stephanie M (314198)
Hiring Manager

|

Notes + \

1 itern

Altomari Cavanagh, Stepha...
03/05/2022, 8:08 PM 7 W

Requisition updated to include revised
grade. Please ensure candidates are
aware of the change.

Updated on 3/1/22

Requisition Notes

"Requisition Notes” enable those
working on requisitions to
collaborate and coordinate on status

Notes are visible to all that have
access to requisition internally




Bus, Gus (650776)

Planner

=,

Email Team

Summary
Overview

Job
Compensation

Benefits

@ Location

Philip D. Andrews
Memorial Building

& Position Title
P0OS330368 Planner

Start Job Change

( Location Change )

Manager

Grewer, Lichen E
(314213)

Supervisory
Organization
Facilities Planning
(Grewer, Lichen E
(314213))

e Change Job now appears on
worker profile

e Available to begin transfer
process as needed to those
with access

e Location changesto be
deployed to HR Coordinators
via Change Job spring, 2023

Change Job from Worker Profile




Create Job Alert ® Job alerts support internal candidates
At and seleci looking for specific jobs and create
eeeeeeeee : " made aware of notifications when a job meeting

’ certain criteria is posted

Hiring Manager

o = ® Provides confidential opportunity to
= track available positions

Management Lovel = ® Based on your email settings, alerts
= may be emailed; they can also be

visible in your Workday notifications

Create Job Alerts from Job Hub




® Employees have the option to include visual phonetic

Change My Name Pronunciation - Absenceadminisrto ks - name pronunciation in Workday.

Phonetic Pronunciation | Absence Administrator

® Use the "Change My Name Pronunciation” task in
Workday to update pronunciation

® Pronounis available for update via Update Personal

Job Details Employee Directory Contact IDs Personal Information
Information. Pronoun as well as name pronunciationis
available to be viewed on the Overview tab under the
e Employee Directory section
Preferred Name Pronoun Phonetic Pronunciation i

® Sexual ldentity is another optional field available for
z:ﬂltomari Cavanagh, Stephanie  she/her/hers Stef-an-e Alto-mar-e rFx employees tO Support iﬂClUSiVity. Use th|S ﬂeld for

| identity beyond Legal Sex. This information is not
shared in the directory or employee profile.

Inclusive Updates




Model My Pay Bus, Gus (650776)

Reference Pay

Company Brown University
Pay Period Feb 1,2023 - Feb 28, 2023

Payment Date  Feb 28, 2023

Modeling Options

Position P0S330368 Planner
Gross Pay 8,750.00

Net Pay 6,349.91

Expand sections below as needed and enter new values in the Adjusted Value column. Click the Adjust Federal Taxes and Adjust State Taxes buttons to make che
When finished, click the Model button to run a calculation that compares your changes to your original pay.

> Pre-Tax Deductions: 0.00

¥ Tax Elections: 2,400.09

Federal Tax Withholdina 3 items

=M. B m State Tax Withholdina 6 items

m Q Adjust Federal Taxes >Q Adjust State Taxes > C Cancel )

Model My Pay

e Model My Pay can be used to
review your taxation elections
and project potential changes
prior to making them in
Workday

e Federal and/or state taxation
updates are available for review
by choosing the respective
adjustment and then model




Workday 4o:
Feature Highlights

Purchasing and
Supplier Accounts

My Requisitions

Supplier Contracts from Requisitions
Draft Receipt Warning

Exclude from Mass Close

Buyer Hub

Expense Distance Calculation
Supplier Account Analytics

Supplier Management



Search for Goods and Services

()  Find equipment, supplies, and maore

Requisition Details

Edit Requesting for, Ship-to Address, . W M y R e q U i S it i O n S of

I Werktags, and mere.
Requisitions Clear Filters Edit Filters

Open(3) | Completed (0) Q  Requesting for re p O rt h a S b e e n

Altomari Cavanagh,

Stephanie M (314198)

L
REQ-0103558 -+ Awaiting Action by Ritchie Hilbert, Madelyn (644978) C h a n e d to e a S I I
Total Amount 5600.00 Created on 03/06/2022 g y
1item ™ Ordering Recsiving Invoicing & Company

Brown University

identify requisitions

Total Amount 513.57 Created on 03/03/2022 © B Edit Details

1item ™ Ordered Receiving Invoicing h . . t . t d
REQ-0103508 «-- Approved y

Total Amount 513 28591 Created on 02/16/2022 @ .

1item ™ Ordered Recsiving Invoicing External Suppliers

Search for goods and services on supplier
websites.

- | @ “My Requisitions” also
supports the initiation

Ef of requisitions for

BiS— Financial Coordinators

| Start a Non-Catalog Request =

My Requisitions




Non-Catalog Request

What do you need to order?

Description

What type of order is it?

Spend Category *

Requisition Details

Edit Requesting for, Ship-to Address,

Warktags, and mare.

o Requesting for

Altomari Cavanagh,
Stephanie M (314198)

Company

G
Brown University

Edit Details

e Requisitions Initiated from
"My Requisitions” will have
a streamlined look but same
behavior as requisitions
created outside of "My
Requisitions”

® Requisition sections
highlight different
components of requisition
for update and submission

Requisitions Initiated from My Requisitions




All Items
Q Search: All Items T
%? Advance d Search
Requisition: REQ-0124848, 02/17/2023 sﬁ(

Requester: Bonacich, Jane
(318521), Date: 02/17/2023,
Amount: $8,000.00

Due: 02/24/2023

Requisition: REQ-0124846,
Requester: Bonacich, Jane (318521),
Date: 02/17/2023, Amount: $500.00

02/17/2023 ¢

v Contract Information

Company Brown University

Supplier

Contract Type *

Contract Name *

Currenc y *| X USD

Start Date * | 83/05/2023 [

End Date MM/DD/YYYY [

® Requisition process can be
used to initiate supplier
contracts

® Process will route and be
sourced to create a contract

e Contracts can then be used
to generate obligations and
track balances

Supplier Contracts from Requisitions




Create Receipt

When creating a receipt,
Workday displays an alert when
a receipt draft is in progress

Document Number * % PUR-0121805 (Rlpple
Diagnostics LLC)

Fully Receive

Edit Existing Draft Receipt [:]
Alert: A Draft Receipt already exists for document: PUR-0121805

e The initiator will be presented
«» with an option to edit receipt

currently in draft

Alert

1. Edit Existing Draft Receipt
A Draft Receipt already exists for document: PUR-0121805

ldentify Receipts in Draft for Edit




Item Details

Origin Address 0 * | x 3Eddy St, Providence, RI, USA = o G Oog |e ma pS iS ava | |a b | e tO

Destination Adress o B calculate mileage distance in
. . . expense process

Unit of Measure for Distance Miles

Estimated Distance of Driving Route * 54.7 h

Trip Distance [ 547 e Round trip calculation can
Round T automatically be assessed by
Distance o Expense 1094 m— selecting "Round Trip”. Available

spring, 2023

Distance Calculation




e When running mass close

orocurement document
Selection Criteria Document Status DUSiness process, you can
supple = FllyInvoie orevent users from
Supplier Contract = Pl executing mass close of POs
Purchase Order i = e

e Document status prompts as
well as specific purchase
orders can now be exempted
from the mass close process

Exclude from Mass Close




e "Buyer Hub” supports

T S e R — centralized buyers in a single
B o space to review, update and
Requisitions
= e A - report on requisition and PO
S Purchase Orders y quisitions in Draft Requisitions to Review ] ]
0 0 activity
- e Additional reports can be

added to “"Buyer Hub" as
needed

Buyer Hub




Avg Days from Entry to Appro... Lo Avg Days from Entry to Fully ...

e Suppliertransaction
summaries, supplier creation
and days to complete available

1 9 1 1 4 to Accounts Payable

e Other KPlIs also available

Supplier Account Dashboard




e Supplierregistration is moving to the
Workday platform in spring, 2023

e Suppliers will be sent a registration
link and integrated to Workday once
approved by AP

e Miscellaneous payments are also
being deployed in spring, 2023 to
support non-suppliers

Upcoming Supplier Management Changes




Workday 4o:
Feature Highlights

Learning and Skills

Access Learning Dashboard from
Content

Share Learning Paths

Learning Recommendations on
Content

Learning in Workday Assistant
View and Retake courses

Skills available



_

& ONLY ME

o
Learning
ﬁ:f Home
1 item
[D Lva"‘ ing
Edit Details Z
EQ Discove
earning
i

Learning Path

Change Privacy Settings 8

Share Path <

Learning Dashboard

e When accessing any learning
content or dashboard page,
access to Learning remains
active

e Launchthe Learning
dashboard tool bar to return
to view additional content




Save Course To

;,_)_ e |earning Paths are groupings of

training content that can be created
Learning Path by saving learning pages

W save e Once a pathis created, it can be
shared, edited or updated to be
made private to the learner only
Learning Path
® Once Share Pathis selected, the link

has been copied and can be sent to
any other learner

o Edit Details & ehange Privacy Settings ﬁe Share Path =5

Sharing Learning Paths




.NET 6 SDK Advanced Exploration:

Attributes e When reviewing

Attributes add metadata to your programs and allow you to annotate given types, assemblies, modules,
and methods. They're especially handy if you're an advanced .NET developer, as they lend your code base
more declarative power with the additional services of .NET tools and code libraries. In this course, senior

LinkedIn Learning instructor Walt Ritscher shows you how to use predefined, standard .NET attributes as

content,
recommendations
well as how to create custom attributes on your own. This is an External Course ©] . .
I et et e for similar content
You Might Also Be Interested In m ay be ava I | a b | e

Duration Content Provider

89 minutes LinkedIn Learning

Date Added

e Review “You Might
— Also Be Interested

e o S i i . & In” to tab th roug h

related content

Learning Recommendations




Hi Altomari Cavanagh,
tephanie M ¥

can help you find information, navigate Workday, and
get things done.

[ﬁry things like: "View team birthdays"” ]

E] Request time off

a7 View team birthdays

i= Show available capabilities - mm——

Learning —

Continue learning content
Enroll in content

View all content

View learning home

View my learning transcript
View my required content
View my team's learning status

Learning Assistant

e "“Workday Assistant” can now
help support users enroll in
learning content, view
transcript status for your team
and view required learning

e Launch by selecting Assistant
and typing “Learning”




e Once a user has completed learning
content, the user experience will
vary when reviewing the content.

Q Users that have failed scored

content will see “"Retake”

) e Those receiving a passing score on
content will see “"View" to take the
course again

< View Course Again

View versus Retake




e Skills have been enabled
T - in Workday and can be
Bus, Gus (650776) (== addEd to Staff
professional profiles and
T T internal job applications

Suggested Skills  + Functional Testing + Functional Test Planning + Microsoft Functional Testing
+ Operational Test Evaluation + Operational Testing

+ Quality Engineering Testing Assessments + Test Automation Assessments

e Skills will be expanded

through 2023 to be

«» included in job
requisitions and learning
content

Skills Enabled




Workday 4o:
Feature Highlights

Mobile

User Interface Update

Name Pronunciation via Mobile
Learning Actions

Create Receipt for PO

Scan Receipts and Create
Expense reports via Mobile



@

| €

Learning
Learn
Menu Take # >
Action Search for Available Learning

My Learning Transcript

Browse Learning

Learning Content Detail v
Filter My Library
Details
. : mplet
Learning Content Detail Status | Want To...
100 Courses and i Counting: David Drop Learning Enroliment
N Not Startec i

Rivers on Elearnin g (Inactive)
2-Minute Tips for Senior Leaders ot
(Inactive) Not Started Waitlisted
Protecting Brown's Information Not Started Reports to Support Me:
Brown's Fin [ Data Model S Departmental Learning Completion Status
(Inactive)

My Team's Learning

Learning Access

Access learning activities and
transcript details

Take action to drop learning
enrollments and enroll in additional
content

Continue learning directly from
transcript for in progress, media
based content




e Email workers directly from
notification of birthday or
anniversary

e Access Learning to engage in media
based content via mobile

e ® Access inbox and review most tasks
| = for completion

[2 Send an Email

Mobile User Interface Enhancements




e Name pronunciation is available to
update in mobile and is viewable on
Phonetic Pronunciation lAbsenceAdministratc-r | WO rke rS proflle When USIng the

Workday Mobile app

Change My Name Pronunciation  AbsenceAdministrator, kS =

AbsenceAdministrator, KS
(645495)

Absence Administrator

Name Pronunciation via Mobile




(=)
@ o Procurement

e Financial Coordinators can create or edit
receipt right from the mobile application

E"_ Create Receipt

® Receipt will route as designed once
completed

[E] Edit Receipt

Create or Edit Receipt from Mobile




Available Expenses
0.00 USD

i ur expenses here until you'ne ready 1o create
Scan Receipt
Enter Quick Expense
¢ @ + a

1 expense added
Scanning - feel free to continue working

Receipt
Sca d

nning - details will autofill

1 Item - Add to Report

Send Receipts to Workday

Cot o
<

Mobile Expenses

Receipt scanning directly from
“Create Expense Report” process
in mobile application

Once scanned, select applicable
receipts and then "Add to
Report”




©

Expense Reports
0.00 USD
o submit wour exper

e Complete your expense report on the
mobile application or log onto Workday
from your computer.

inance and Administration

Create Expense Report

Worktags * | x

O T m

w Cost Center: CC30253
Workday Program

w» Expense Purpose Code:

1800 General

e The scanned receipt will be awaiting your

Operating

Quick Expenses | action when creating the next expense
e report in Workday

Mobile Expenses




% WW&J e Next release of Workday
/Y functionality in September

2023

=
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