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Change Champion Introduction

Your Name

Your Position
Elara Change Champion

Location: City, State

Questions are 
encouraged

Network of support 
to address questions
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What is Workday?

A cloud-based human capital 
management and financial 
management application

Execute AnalyzePlan

1
Source
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Home Page: Employees

Applications / Worklets
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Applications / Worklets
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Home Page: Managers

Manager Worklets/Apps
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Search Bar

Search
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Search Functionality

• People

• Organizations

• Tasks

• Reports

Predictive search (like Google)
Used to find:

Search
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Search Results

Filters

Object Type

• People
• Organizations
• Tasks
• Reports
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Related Actions button



12

Home Icon, Notifications

Home Notifications
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Inbox

Inbox
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Inbox Details
• Hub for HR action items, reviews, approvals, and process history
• Not your MS Outlook Inbox
• Check regularly to stay up to date
• Note: Action items must be completed to advance processes
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Inbox

Actions / Archive
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Inbox: Action Items

Action Item
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Details/Process Tabs

Inbox: Archive
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Inbox: Archive > Process History 
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Employee Menu

View Profile
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Employee Profile
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Org Chart



Appendix
Additional content
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 Use Favorites to save frequently used or 
preferred tasks and reports for quick 
access.

 Click your Profile icon and select 
Favorites.

 At the bottom of the page, click the 
Manage Favorites button.

 Enter “Create Expense Report” in the 
Favorites Tasks/Reports field and click 
OK. 

Adding Favorites
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 Applications often referred to as Worklets
provide you access to tasks and reports

 To view or add more applications to you 
home dashboard, click the gear icon 
located in the Welcome, Employee banner

 In Configure Worklets, under Optional
Worklets, you can use the Add icon to 
start the step to search for all or a specific 
worklet, followed by clicking Ok to 
complete your worklet configuration

 Once complete, the new worklet will be 
displayed on your dashboard as an 
application

Adding Applications/Worklets
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Errors & Alert Messages

 Error and alert messages display in the 
upper-right corner of the page. They 
typically identify a specific field(s) where 
information is missing, entered 
incorrectly, or in conflict with a rule 
established by your organization. 

 Errors prevent you from completing a 
task until the error is fixed and provide 
details about what is missing. 

 Alerts notify you of potential problems 
on a page, but do not prevent the task 
from being completed. 

 Alerts also display the location of 
missing or problematic information 
within the task or report.
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 Workday uses predictive text to help you 
find what you are looking for. You can 
enter partial searches by entering two 
letters or more in the Search box.

 Use the search prefixes to locate useful 
info such as company, cost center, 
location or an organization.

 To see a list of search prefixes, type “?” in 
the Search field and press Enter.

Search Using Prefixes

Example, to find: Search Prefix

Company company:

Cost center costcenter:

Location location:

Organization org:
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 After a business process has been 
initiated, details of the next stage of the 
process display.

 For example, when you submit an 
expense report, the system shows you the 
next the next step(s) in the process.

 Clicking the Details and Process > 
Process tab will show remaining steps 
and approvers in the process. These vary 
depending on thresholds, custom 
validations, and security roles. 

Business Process
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