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Workday 42:

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 42:
Feature Highlights

User Experience
Changes

Homepage Enhancements:
Announcements, Awaiting Your Actions
and Timely Suggestions

Quick Review Task from Homepage

My Tasks Advanced Filters

Workday Assistant updates

User Based Security Business Process

Expanding Hubs

Recovery Assistant Update



® Announcements have been
relocated to the top of the
Homepage

Announcements 10f2 >

® Navigate to different
announcements by using the

Payee Request Process :
alrrow 1con

To access the job aid to create
a supplier request, click here.

Supplier/Miscellaneous ‘

® Select task in announcement
to take action

Homepage Enhancements




Awaiting Your Action

Time Off Correction: Bus, Gus (655171),

@ My Tasks - 38 second(s) ago #

DUE 08/30/2023

Review | X

Details to Review

First Day of Time Off

02/27/2024

Last Day of Time Off

02/27/2024

Total

Cancel -

1 ays (Ekempt)

Quick Review allows you to take action
directly from homepage

Select “"Quick Review” to access the most
recent Inbox tasks

Task details will be presented without
being moved into "My Tasks"” page

Task can be expanded for more
information

Send back and cancel are available from
quick review

Quick Review from Homepage




Timely Suggestions

It's Time to Get Started on Your Performance

ol

Prepare and complete the form

E You Have an Item in Your Cart
-y You're almost finished with your request: 1 item.

Review # Start My Performance Review

s Open Cart

® View timely suggestions for actions
to be taken such as:
® Updating emergency contact
information
® Home contact information
® Starting your self-appraisal
® Take action on unsubmitted
purchase requisitions

Timely Suggestions from Homepage




All Items

e Advanced Search in "My Tasks"”
supports searches by task type, step

Q Search: All Items L]

fa7 Advanced Search h

S and date range
Assignment select one v .
o e Select tasks assigned to you, others
Type
" Assigned Orly o Me or delegated to you
Step Assigned to Multiple People
Delegated to Me .
P —— e |dentify the type of task you want to
NS poomms— - search; this will default to the tasks
| - in your Inbox at the time the search
Type X Request Time Off :9
- was created
Step X Approval — 9|

My Tasks Advance Search




Create saved search

Expense Report Search|
P

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

@ 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 ¥

I©

@

e Oncesearchisset, it can be
edited, removed or saved

® Toremove Saved Search,
select arrow icon to return
to all results

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

My Tasks Advance Search




® \Workday Assistant supports tasks such as

[m things like: "View team time off" ] requesting time off, viewing all team
\ member time off, viewing performance
reviews, enrolling in learning content or

¥ Suggested Capabilities
updating contact information

& View team time off
® To getstarted, use search, select from the
Find jobs list of topic options or select “show available
capabilities”

[F! Find a coworker's phone number
® Once on the topic heading, select from a list
Show available capabilities i — of items that Workday Assistant can support

Workday Assistant




® \When assigning a user-based

Update User-Based Security Group Assignments roIe, the process can route for
approval, broadening the
Person Bus us (65596) review of security-based

User-Based Security Groups X Absence Administrator -

changes as they are occurring

% Compensation
Administrator

_— N PR — ® Supports the documenting of
ticket number for related
request and any additional
notes from the requester

User-Based Security Business Process




Benefits and Expenses
Pay Hub Hub ® Hubs consolidate tasks, reports and datain a

single location

Financial HR

Cooltldulgator Pgrl’irs{g]relflzb ® Jobs Hub, Expenses Hub, Financial

Coordinator Hub and Benefits and Pay Hub
are currently available to all staff and faculty
Jobs Hub Buyer Hub
® Manager Insights, Time and Absence Hub

coming spring, 2024

Time and
Absence
Hub

Manager
Insights Hub

Expanding Hubs




Welcome to the Pay and Benefits Hub

The Pay and Benefits hub consolidate tasks and information from both the Pay and Benefits app. Use this app
to access and update information for your pay and benefits in a single place in Workday.

Read More

@ Benefits and Pay |«

Tasks and Reports

Payment Elections Change Benefits My Tax Documen ts

o2 i

| g0  Overview

Needs Attention @ Benefits o
NOT STARTED
Benefit Event E Pay 9
Retirement Savings Election

_ [F] Compensation e

Submit elections by July 6, 2023

Enroll

Tasks and Reports

Payment Elections  Change Benefits My Tax Documents

Pay and Benefits Hub

Single point of access for all pay and
benefits-based data

Benefits: View and make changes to
benefit elections, view ACA forms, view
and update beneficiaries and dependents

Pay: View your prior pay slips, most recent
pay and deductions, make changes to
payment elections (direct deposit), and
update tax elections

Compensation: View compensation and
one time payment history as well as merit
statements




Recent Applications

< View All Applications >

UNDER REVIEW
Senior Research Assistant

Welcome to Find Jobs at Brown!

Welcome to Find Jobs at Brown, Brown's Internal Career Hub.
Browse for openings, review application status and create j...

Read More

=== Qverview

Q. Find Jobs at Brown o

Jobs Hub

Q My Job Alerts 9

My Applications e

Single point of access for all internal job
searches

Find Jobs at Brown: View available
positions and prior application status.
Use Find Jobs at Brown to search and
apply to staff positions

My Job Alerts: Setup job alerts to be
notified of job of interest based on
profile, job family and manager

My Applications: View in progress
applications and withdraw applications
as needed via "My Applications”




e Single point of access
for Buyers to create,

puchasingHub 1+ Tasks and Reports review and take

— (aewerosion ) (o et v {) (annn st ) () action on requisitions,

8a
B Requisitions (1% Requisitions h d
) change orders,
[=]  Purchase Orders 9 v
Requisitions in Draft Requisitions to Review
[=]  Supplier Contracts 0 v C O nt ra CtS a n d

1 3
purchase orders

REQ-0149618 $400.00 REQ-0149624 $500.00
Requester: Bonacich, Jane (318521); Requester: Bonacich, Jane (318521);
Requisition Date: 02/21/2024 Supplier: Big Ocean Media

e Buyer Hub includes
link to Requisitions

app

Buyer Hub Updates




Tasks

Create Expense Report

You're All Caught Up!

When you have expenses to complete, we'll
display them here.

Welcome to the Expenses Hub!

Use this hub to access all expense related actions in data in Workday! Click suggested links below to access
expense job aids.

Read More

@ Expenses Hub «
‘ 88  Overview

® Expense Reports o

EJ Expense Transactions 9

23 Payment Elections e

Expenses Hub

Single point of access for all expense
-based data and transactions

Expense Reports: Create expense
reports, view expense report status
and history; view expense reports
awaiting action or requiring
additional information for
completion

Expense Transactions: View expense
transactions awaiting expense report
assignment

Payment Elections: Update Payment
Elections for reimbursements




® Single point of access for HR
Welcome to the HR Hub HR Related Policies related data for HR Business
Welcome to the HR Hub which displays HR Click here to access human resource related .
data for employees you are assigned to... policies. > Partners and H R Coord|nat0rs
Read More Rg
Notifications, links to policies, and links to 889’ HR Hub . ® Header: Has announcement
training are included at top of page for HR 1 1 i
Business Partners and HR Coordinators | nformatl onan d refe rences l In kS
| B  HR Partner Overview ava Ila ble to users
Worker M t| Worker Movement include employees joining or B Reports . .
orer ovemen leaving organizations HR Business Partner and HR o ® Re pOrtS: RepOrtS |dent|fy Worker
Coordi View Workers Joining E... . . . .
| L e , i Movement including incoming and
View Workers Joining Events View Workers Leaving Events View Workers Leaving E... ] ]
outgoing workers and change job
View Change Job and M... .
i events; process level data available
for viewing and to take action
¢  Suggested Links 9
My Inbox 2 . .
' ® Suggested Links: Links to
Performance Dashb... 2 .
available reports and dashboards
View Drive .
as well as Inbox and Archives
View Report : View Report : View More Processes

HR Partner Hub




® Single point of access for Financial
Coordinators making reviewing
and managing financial-related

Financial Coordinator Hub

Welcome message from our Con... 3 Finance Operations Policies

ulc)

B Workday Training Available
Sea

e Your work as a Financial Coordinator is critical to the operational E Click here to access Finance Operations policies at Brown ts available in all Workday trainings; enroll now.
success of Brown University. Please use this hub as a place to Universit y.
View More View More View More -
tasks and processes quick and
Hom Reporting L g
| easy.
My Inbox - Chart R My Inbox & @ My Actions
. Create Expense Report for Worker Header: Has announcement
2 Create Requisition
gt:i;;;!@? ?\‘?UWIQ‘ZCBZ\;‘ Sl Create Miscellaneous Payment Request I n fo rm at I O n a n d refe re n C e S | I n ks
More (4) - | |
available to users
View Mor
o B My Tasks

My Requisitions

My Expense Reports

My Tasks for Orders

More (2)

[E My Transaction History

View More Processes

[E My Analytics

Financial Coordinator Hub Metrics

Financial Coordinator Hub

Hub includes: Inbox detail,
transaction history information,
financial analytics, access to
Financial Coordinator reports and
direct links to training & your
Learning Transcript




Team Progress

My Team's G
0 goals updated

Team Overview

1

Direct Reports

0 -

Staff Headcount and FT...

Suggested Links

Staff Headcount and FT...
Staff Headcount Depart...
Staff Headcount and FT...
Job Requisitions by Dat...

Performance Status by ...

Manager Insights Hub

Manager hub text

Read More

My Team's Learning
49 In Progress

IN PROGRESS
Create Supplier Invoice
Enrollment Date: 01/20/2022

Single point of access for time
entry, leave of absence and
time off transaction and data

Announcements and
references links to available
to users in header

The hub includes: Access to
headcount and FTE reporting,
performance reporting and
contact information for
individuals you oversee

Manager Insights Hub (coming soon)




® Single point of access for time
entry, leave of absence and time
off transaction and data

® Link torelated policies and
reports for Absence Partners and
Timekeepers

® Process level data available for
viewing and to take action

Time and Absence Hub (coming soon)




X

Altomari Cavana
View Profile

Your Session Has Been Recovered

Recovery Assistant
is available to
access tasks that
were navigated
away from or when
timing out

0 Your Home Landing Would you like tp restore your Iaslt sesslicm now?
Recovered sessions are also available in the Profile
g My Account menu under “Recovery Assistant”.
g8 workbench | | Don't display this message again
ﬁ? Favorites
Restore

O Drive
¢ My Reports

Ll I: g
‘E—) Recovery Assistant >

Recovery Assistant

“"Recovery Assistant”
available for tasks started
and navigated away from
within 1 day of last
Interaction

Use the Recovery Assistant
POp Up Or access using your
profile

Available via worker profile
cloud




Workday 42:
Feature Highlights

Recruiting, Staffing,
and Payroll

Disposition Groupings

Job Profile business process

Section Personal Information Help Text
Streamlined Hire

Performance and Goal interface update
Change Location

Model My Pay Updates

Costing Allocation End Date Requirement
Photos in Workday

Skills on Job Requisition (coming soon)



' e Disposition reasons are now
é Candidate Managed h gI’OUPEd by diSpOSitiOl’l
Candidate Selected Alternate categories fOI’ the purposes Of
Position - .
recruiting reporting

() Candidate withdrew

Search

More easily identifies disposition
types for recruiting managers
and HR staff

Disposition Categories




For
Overall Process

Overall Status

Details

Effective Date

Job Code

Job Profile Name

| IT Application Manager |

Edit Job Profile: IT Application Manager —
In Progress _

Job Profile IT Application Manager

Profile Details

03/02/2024 <i—

* |T Application Manager

* |T Application Manager

Include Job Code in Name

e Internal job profile
creation and edits are
done by business process

e Process will route for
review and additional
functional updates where
there are downstream
Impacts

Job Profile Business Process




e Help Text for Personal
Information sections to
define fields within personal

|Marita| Status is an optional field at Brown University. \N v . . . .
information inline
Marital Status
| X Singlg (United States of =
— | e Defines which fields are
Marital Status Date required versus optional

‘ MM/DD/YYYY [

Help Text for Personal Information




Hire Date *

‘ MM/DD/YYYY [

Reason

First Day of Work

‘MMKDD/YYYY = ‘

End Employment Date

‘ MM/DD/YYYY [

future, test

Worker Information

Pre-Hire

future, test

Phone Number
+1 (401) 5551111

Streamlined Hire

e Streamlined interface for
end user; subprocess user
interface remains the
same

® Pre-hire information pre-
populated on reference
card

e Unused fields removed

from the process




Complete Manager «
Evaluation

Manager Evaluation: 2023 -
2024 Annual Staff
Performance Evaluation - Na...

04/01/2023 - 03/31/2024

& ef—

Dverall Performance Rating

Performance Assessment

Review and Submit

©®—©®—0

Overall Performance Rating

Exceptional: Performance consistently exceeds expectations and delivers exc
innovation and initiative in all aspects of the position. Work is widely recognize
standard.

Highly Effective: Performance frequently exceeds expectations and job requir
is uniformly high.

Effective: Consistently meets requirements of the position in terms of quality
reliable and meaningful contributions to the department with on-time results.

Requires Improvement: Demonstrates satisfactory performance in some area
acquire and/or develop necessary skills and build/sustain acceptable standard

Manager
Rating select one v
Comment Format B I Q A = ¥

m ( Save for Later ) < Close

Performance review
template streamlined

Navigation from left side
toolbar
Process easily downloadable

Managers can save
throughout drafting the
process and return to update
the evaluation prior to
submitting

Updated Performance Template




Korn, Kathy (656097) Logation | Manager

Pizzitola Legault, Nicole A
Executive Assistant (605988)

® Job Change business process is
enhanced to support location

(" Actions ) P — ;
] Position Title Super\.nsolry *
P0S347927 Executive Organization C h an 9 es fO rem p l Oye es
ﬁ;ﬁ Assistant Workday EIB Testing

(DEMO) (Legault,
Nicole A (605988)
(Inherited))

® The process can be initiated from
p— the worker profile by the HR
Business Partner or HR
Coordinator from the worker
profile or as a related action under
“Job Change”

oo
oo

Overview

Start Job Change

( Location Change ) _

B [

Job

Compensation

G &=

Pay

Business Process > | Start Job Change

Add Job

More (4) Jennings, John (656100)

Compensation

*Location updates for remote
locations not currently available

Jennings, John (656093) Expenses N Terminate Employee

Manage Probation Periods

Job Change

Korn, Kathy (656097 E5

Location Change Updates




Model My Pay  &us,Gus (6s5968) ® Model My Pay can be used to

review your taxation
Reference Pay : :

elections and project
Company Brown University Position ~ P0S347735 Planner pote nt|a| Cha nges pnor tO
PayPeriod  Feb1,2024 - Feb 29,2024 Gross Pay  8,750.00 making them in Workd ay Ta
Payment Date  Feb 29, 2024 NetPay  6,379.46 Conjunction Wlth ad Speciﬁc

Modeling Options pay date

Expand sections below as needed and enter new values in the Adjusted Value column. Click the Adjust Federal Taxes and Adjust State Ta

When finished, click the Model button to run a calculation that compares your changes to your original pay. ® Federal and/or state taxation
updates are available for
review by selecting the
respective adjustment and

> Pre-Tax Deductions: 0.00

(AdjustFederaITaxes@ ( AdjustStateTaxes@ then mode|
Model My Pay




® Model My Pay can be used to

Modeling Options
Expand sections below as needed and enter new values in the Adjusted Value column. Click the Adjust Federal Taxes and Adjust State Taxes buttans to make changes to your tax elections. reVI eW yo U r retl re m e nt e | e Ct I O n S
When finished, click the Model button to run a calculation that compares your changes 1o your original pay. . .
? and project potential changes
() Pre-Tax Deductions: 2,789.66 prior to ma kin gt hem in
e A Workday
n Input Details
*Description Additional Information
Type Current Value Adjusted Value

® Retirement deduction updates

Dental

i i are available for review by
FidlyDeeredVestng entering an adjustment percent
e @) and then model

Medical UHC EE

® A new retirement deduction can

( Adjust Federal Taxes ) ( Adjust State Taxes ) ( Cancel ) be added by US|ng the plUS S|gn
to add a new deduction line to

model

Model My Pay: Retirement Deduction(s)




Start Date *

?

68/38/2023 [

End Date ‘12/31/2923 |

?

> Costing Allocation Attachments

1 item

+ Order Default (As of Start Date)

(= Business Unit: BU4030 CSV-Facilities
- Management

Cost Center: CC72000 FM - Project
Management

Required with no
Default (Must have
Costing Override)

Default Organizational Assignments (As of Start Date)

Business Unit: BU4030 CSV-Facilities Management
Cost Center: CC72000 FM - Project Management
Expense Purpose Code: 9999 Not Applicable

Fund: FD100 General Operating

*Worktags

*Distribution Percent

% Expense Purpose Code: 1080 Instruction ...
- Private Sponsor

% Fund: FD500 Sponsored Grants &
Contracts

Grant: GR5292003 WD41 EXTRA AWD

100

e Costing allocations for
grant worktags will
require end dates

e Allocations without
end dates will
generate an error
message to add an
applicable end date

Costing Allocation End Date Requirement




=ww o O e Upload your professional photo to your
Workday profile to create a more
personalized experience and build a
connected campus community. Your
photo will display on your Workday
profile and be visible to others in the
Brown community in Workday

Blacksmith, Maisie

e Guidance on photos can be found on the
UHR website here

Photos in Workday



https://www.brown.edu/about/administration/human-resources/workday-employee-photos

Skills e Up to gcritical skills can
be added to staff job
requisitions to help
identify key candidates

Skills

Suggested skills based on Job Details from the requisition and similar worker profiles.
Workday doesn't display suggestions if there are no relevant skills available.

Required Skillsh . Skl”S On Staff
Workday; Workday Extend; Workday HCM reqUISItIOnS Wl” dISplay

Optional Skills h O n JO b pOStI n g

Skills on Job Requisition (coming soon)




Workday 42:
Feature Highlights

Purchasing and
Supplier Accounts

Requisition enhancements

Expense Distance Calculation
Supplier Account Analytics
Workday Strategic Sourcing

Cancel Write Off/Award Corrections

Additional decimal precision in effort
certification

Effort Certification Work Area



|
Ordering Methods ® Requisitions App ordering
e rees) Request Non-Catalogtems (@) methods have been streamlined
to most applicable items

Requisition Details

Company Connect to Supplier Website e
Brown University
Currency : . ey s .
USD (§ T sttty omnen otes @) ® Default requisition details can be
Deliver-To stored to streamline the
Philip D. Andrews Memorial Building - . e . e .

| Worktags | x BusinessUnitBUd0ROCSY- = requisition initiation process
Shlp-TO Facilities Management
295 Lloyd Avenue... % Cost Center: CC72000 FM - ...

Project Management 7 ] o

Ft:JrsITrt\:gsSUnit: BU4030 CSV-Facilities Management ’ gzggnﬁitp:ggﬁzzbﬁsde: . Wh e " C reatl " g a req v IS It ! O n, th e
: ¥ Fund: FD100 General Operating | Try NeW EXperlen Ce b Utto n WI | |

" Cost Center: CC72000 FM - Project Management ‘

2 more worktags ~ view all worktags < 0K ) ( Try New Experience M brlng y0U tO the ReqU|S|t|0nS

App

Requisitions App




Requisitions Reset Filters  Edit Filters

Open (36) Completed (50)

® View all requisitions

REQ-0137176 *** Approved @ .

;?::,:imjum $2,500.00 Created on 08/17/2023 e s s a n d ta ke a Ct | O n fro m
o o Requisitions menu
Total Amount: $16,000.00 Created on 08/14/2023

2 items Qrdered Receiving ~ Invoicing

REQ-0137150__] Approved

Total Amount: Sn ooen - st S ] @ ‘\ L] L] L] II [
Zitems REQ-0137150 X ® My ReqU|S|t|OnS IS
REQ-0137147

also available via the

Financial Coordinator
Hub

View

Close Requisition

REQ-0137130

Welcome to the Requisitions Worklet ® Product Tours have

Let us show you the basics of how to use it! been made ava||ab|e |n
the Requisitions App

@€

Requisitions App (cont’d)




Item Details

Origin Address o * | % 3 Eddy St, Providence, RI, USA o o G Oog |e M q pS iS aVva | |a b | e tO

Destination Address o' = = calculate mileage distance in
| ' | expense process

Unit of Measure for Distance Miles

Estimated Distance of Driving Route * 54.7 h

Trip Ditance | 547 e Round trip calculation can
Round Trip automatically be assessed by
Distance to Expense * 109.4h SElECtlng “Round Trlp”

Distance Calculation




Avg Days from Entry to Approval

2.0

Avg Days from Entry to Fully Paid

11.5

e Suppliertransaction
summaries, supplier creation
and days to complete available
to Accounts Payable

e Other KPlIs also available

Supplier Account Dashboard




e Supplierregistration is moving to the
Workday platform

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

e This experience will streamline the
supplier registration process

Upcoming Supplier Management Changes




Overview Award Lines Notes

v Correction Information

Attachments

Reason

Special Conditions

Committed Effort

Plan

NSF Code Allocations

Award Credits

Other Information

e Cancellation of write offs
are now supported if the
write off is active and
payment has not been
applied

® Award correction reason
is now required on
Correct Award business
process

Cancel Write Off/Award Correction




Effort Certification Summary

Certified Amount Estimated

411.77

Certified Percentage of
Group Estimated

100.00%

Certified Percentage of
Total Estimated

s 29923

Decimal Precision in Effort

e Decimal places of up to
4 are supported in
effort reporting to
align with
compensation and
payroll accounting
precision

® Precision decimal
updates are available
forin progress or new
effort reporting




Effort Certification Work Area — s e Effort Certification Partners
BTy can access the Effort
Certification Work Area to
view all Effort Certifications
assigned to them in a single

49 place

e Toggle the Overview and
My Work Que tabs to view
and take action on your
assigned effort reports

Effort Certification Work Area




Workd ay 4L2: ® Course Offering Enhancements
Feature nghllghts ® Waiver Enhancements

® (ertifications for Learning

® Mass Enroll into Offering

Learning, Absence and
Time Tracking ® Schemain Learning

® Enter Time by Period

® Smart Summaries

® Absence Calendar Changes (coming soon)



Select Offering

Absence Partner & Timekeeper User Group

No Filters Applied .
Saved Filters

Open Offerings 2 items

Start Dateo

I Tue, Mar 19, 2024, 2:00 PM Eastern
‘_‘ Time (New York)

Select Offering

End Date 9 Attendance Type e

Tue, Mar 19, 2024, 3:00 PM Eastern Virtual
Time (New York)

Availability e

I Tue, Jun 18, 2024, 2:00 PM Eastern

Tue, Jun 18, 2024, 3:00 PM Eastern Virtual
‘7‘ Time (New York)

Time (New York)

Don't see an offering that works for you?

Express interest in other locations and dates.

Express Interest h

select one

32 out of 35 Seats Available

35 out of 35 Seats Available

® Offerings can be
filtered by date,
attendance type,
location and
availability

® Expressing interestin

an additional offering
is also supported from
active offerings page

Course Offering Enhancements




e Waiver functionality
streamlined and

Waive Reason = moved to grld
framework
Eligible Assignments Ineligible Assignments
=@ ® Mass waiver
|:| Learner Learning Content Assigned Date ':::;E;mse:: Assigned By g:fe Enrolled Required S U p p O rt e d
No Data

® Supports Learning
administrators with
updating required
learning assignments

Waiver Enhancements




® Schemas for blended

courses to make
versioning of content

Versioning

Version Schema X Test for Blended Course [4

consistent
Display Schema Label to Learners
Version Update Type No Change
Custom Version Label | ‘ . Eff@CUVe Ve rSIOnS Of
Version Notes Forma ! B I U & E % e | Courses for When YOU

New Version

version a course by a minor
update type, a new minor

version of the course is
created as a new effective
version

Schemas in Learning




e Certification programs
offered by Workday
Program team will now

R T GERBL © display as a certification

oo B L. in Workday

Learning Certification Absence Partner - Absence Brown University 02/23/2024
Brown University - (Issued by Learning) Partner Learning Program

e Certifications earned by
Workday certification
programs will display on
your worker profile

Certifications in Learning (coming soon)




Q holidays ®

® Workday supports quick searches to
display team time off and active
Mon, May 27 Memorial Day hOI |d ays

Non Union Holiday Schedule

Tue, May 28 Day After Memorial Day

® Use to search for “holidays” or “team
time off” to bring up future holidays in
the current calendar year and

(" Request Time off ) approved time off for your team

members within the next 30 days

Wed, Jun 19 Juneteenth

View More

Your Team's Upcoming Time Off

Bus, Gus (655968) Thu, Mar 14

Smart Summaries




® Search “Enter time by period”

Enter Time Johns, Jill (656103) [+

Sunday

® Brings up full open time period in

¢ > Feb25-Mar9,2024 v
Monday Tuesday Wednesday Thursday Friday Saturday e a Sy Ca | e n d a r V I eW

Feb 25 26 27 28 29 Mar 1 2
: Regular Hours : Regular Hours : Regular Hours : Paid Time Off : Regular Hours . S I m I |a r a Ct I O n S a n d tl m e e nt ry O n
: (® 7.5 Hours : (@© 7.5 Hours : ( 7.5 Hours : (® 4 Hours : (® 7.5 Hours
o Regular Hours .
? © 55 Hows enter time screen
7.5 Hours 7.5 Hours 7.5 Hours v 15 Hours 7.5 Hours ]
® (an select week to submit
3 4  Today 5 6 7 8 9
g Regular Hours o Regular Hours g Regular Hours o Regular Hours g Regular Hours . . .
E@?.SHours E@?.SHours E@?.SHours E@?.SHours E@?SHours . ReVIeW Summary dlsplays tlme

totals for period

Enter Time by Period (coming soon)




Submit Time

Following date range will be submitted for approval.

February 25 - March 2, 2024 : 45 Hours

Total for February 25 — March 2, 2024

Regular 40
Overtime 1
Paid Holiday 0
Time Off 0
Non Worked Hours 4
Shift Differential Hours 0

You are about to submit time for the week 02/25/2024 - 03/02/2024.

.
Cancel m

Submit Time

These periods contain unsubmitted time. Select a period to
submit.

@ February 25 = March 2, 2024 : 45 Hours
(O March3 - 9,2024 : 37.5 Hours

X

Search “"Enter time by period”
Brings up full open time period
in easy calendar view

Similar actions and time entry as
enter time screen

Can select week to submit
Review summary displays time

totals for period

Enter Time by Period (cont’d)




® Absence calendar refresh allows
users to request multiple types of
¢ Reduest Absence X time off in different quantitiesin a
single place

Total Request Amount: 0.5 Days Fri, Mar 22 1] Remove Day

. Type of Absence *
Fri, Mar 15 S ,

Vacation Days (Exempt) - 0.5 Days (Daily)

| Leave requests will also be
Fr, Mar 22 ; o2y i) | managed through calendar
Sick Days (Exempt) - 0 Day (Daily) 0 ‘ .

~ - interface

[ % Sick Days (Exempt) ]

» Additional Information Comment

® Inline balance informationin
Available Balance: 2 Days
Includes your accrued Tlme);ff and future requests until re q U e St p roce SS

03/22/2024.

Remaining Balance: 2 Days
Amount you will have on 03/22/2024 after submitting the request.

® Available to employees for self
service as well as Absence Partners

Absence Calendar (coming soon)




Workday 42:
Feature Highlights

Mobile

User Interface Update

Audio Name Pronunciation via
Mobile

Learning Actions
Change Benefits via Mobile

Update Payment Elections
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Let's Focus on You

£ B &
Learning  Expen

e Email workers directly from notification
of birthday or anniversary

. : " e Access Learning to engage in media-
Supplier/Miscellaneous Paye... based Conte nt Via mObile

® Access Inbox and review most tasks for
completion

Timely Suggestions

2 Team Members Have Birthdays

Coming Up

See All Birthdays é
It's Time to Get Started on Your

Performance Review

Start My Performance Review
a P P w o

e Access Workday Assistant to help with
self service tasks

Mobile User Interface Enhancements




Change My Name Pronunciation

e Name pronunciation audio can be

Safl Ponncton added with mobile app to supplement

@ visual pronunciation in Workday

Phonetic Pronunciation @)

e Record your name, preview it and
Submit

Submission Comments

P
Y Comment

e Once submitted, your audio
pronunciation will be accessible in
Workday

Audio Name Pronunciation via Mobile



o Learning

=  Menu Take
Action

My Learning Transcript

#>

Learning Content Detail v
Filter
Details
ompletion

Learning Content Detail

100 Courses and Counting: David
Rivers on Elearning (Inactive)

2-Minute Tips for Senior Leaders
(Inactive)

Protecting Brown's Information

Brown's Financial Data Model Series
(Inactive)

Status

Not Started

Not Started

Not Started

Not Started

View Course

= Course

Absence Partner & Timekeeper User Group

(0) = 1 hour
Add to...

A guarterly opportunity for policy owners and role
holders to discuss pertinent topics and share best
practices in a View More...

Units
1 for Workday Program at Brown

More...

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
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Change Benefits

Birth/Adoption

Change Beneficiary at any time

nnnnnnnnnnnnnnnnnnnnnnnnnn
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Change Benefits on Mobile

PPPPPPPPP

Benefits

$729.43

Cost Per Paycheck

Health Care and Accounts

Select each available card to update
elections. Once complete, click on the

"View Summary" button to review final

selections and Submit

Open Benefits application
from homepage

Choose appropriate
benefits change reason

Access Inbox or benefits
application to open
change benefits task and

U

hdate elections




e Open Pay application from
homepage

Manage Payment Elections

:/_ Most Recent Pay Pay History

77T\ Aug 31,2023
Aug 31,2023 $5,466.82

0.00 Hours Gross $10,439.27

Take Home Pay

$5,466.82 e Select actions in upper right

corner to open Payment
Elections

Jul 31,2023 $5,466.82
0.00 Hours Gross $10,439.27

Gross Pay $10,439.27
Total Hours 0.00

Jun 30, 2023 $5,262.62

< View Pay Details 0.00 Hours Gross $10,013.69

Accounts 2 ltems

g Joint

7 G e Select pencil icons to edit
existing accounts or elections

W add
e Select Addto enter new
T accounts or elections

Payment Elections from Mobile




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

2024

=
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