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Change Champion Introduction

— Your Name —

Questions are
encouraged

% Network of support

Your Position .
Elara Change Champion ® @ ® | to address questions

Location: City, State '.‘
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What is Workday?
&>

A cloud-based human capital
management and financial
management application

& ©

Plan Execute Analyze

Source
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Workday Navigation Demo

Elara Change Champion Network



Home Page: Employees

ELu'o@Coring Q search Q él

One Team. %) One Mission.
ElaraVCarin

Powered byg Workday

Welcome, Eva Employee

Applications / Worklets
g} Qﬂggcsanuns
£ o

Directory Personal Expenses Pay

Information
o
&

Career Time Absence Benefits

Announcements
1 item

‘Welcome to Elara Caring. We are so pleased to have you join us.

Inbox

1 item
Expense Report: EXP00000406, Eva Employee (306500) on 09/17/2019 for $24.00
2 minute(s) ago - Effective 09/17/2019

Go to Inbox

ELoro@Coring




Applications / Worklets

¢ Personal Information

Change View
Home Contact Information About Me
Work Contact Information Addresses
Emergency Contacts Email Addresses
Personal Information Address Changes
Legal Name Name
More (5) More (2)
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Home Page: Managers

EL(.YO@C{)W‘KQ Q search fv\ =

One Team. ) One Mission.
ElaraVvCarin

Powered byg Workday

Welcome, Maria Manager

Manager Worklets/Apps

Announcements Applications
1item 11 items

Welcome to Elara Caring. We are so pleased to have you join us g_@ @ (O
Directory Compensation Personal My Team
Information Management
@

Inbox z

1 item —
Expenses Team Recruiting Time

Performance

Preferred Name Change: Eva Employee (306500)

2 minute(s) ago
Go to Inbox =
. [vin)
o

Absence Favorites Benefits

ELoro@Coring




Search Bar

ELu'o@Coring

Search m
- eam. %) One Mission.
Elora¥vCaring A |
Powered by =~ Workday

Welcome, Eva Employee

Announcements Applications
1 item & items
— )
‘Welcome to Elara Caring. We are so pleased to have you join us. EE :n
Directory Personal Expenses Pay
Information

Inbox e g%
1 item

Career

Absence Benefits

Expense Report: EXP00000406, Eva Employee (306500) on 09/17/2019 for $24.00
2 minute(s) ago - Effective 09/17/2019

Go to Inbox

ELoro@Coring




Search Functionality

Predictive search (like Google)
Used to find:

ELoro@Corir‘Q Q refera 4

*  People

Refer a Candidate

. Ission.
tlaravCaring

«  Organizations
Powered by — Workday

. Task
asks Welcome, Eva Employee

o Reports '- -

Announcements Applications
T item 8 items
Welcome to Elara Caring. We are so pleased to have you join us. I @

Directory Personal
Information

ELoro@Coring °



Search Results

ELoro@Coring

Search Results

Filters

Categories

| Common

Assets

Expenses
Organizations
People
Processes
Procurement
Projects
Revenue
Security
Staffing
Workteam

All of Workday

 People

« Organizations

« Tasks

Search Results 2 items

Reports

Common

GA-Clinical Team Manager

Discipline Object Type

GA-Team Secretary Discipline

Tip: try selecting ancther category from the left to see other results
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Related Actions button

ELoro@Coring

Ekxég%odrg

Search Results

Categories

| Common
Assets
Expenses
Organizations
People
Processes
Procurement
Projects
Revenue
Security
Staffing
Workteam

All of Workday

Search Results 1 items

Commen

Eva Employee (306500

Aide | Corporate All (Maria Managy
Employee

Tip: try selecting another category

Actions

Benefits
Business Asset
Business Process
Compensation
Expenses

Job Change
Payroll

Payroll Interface
Personal Data
Talent

Time and Leave

Get Feedback on Self

View Feedback

View Feedback by Request
View Feedback Given to Others

Edit Goals
My Goals

View Development ltems
View Skills

View Skills and Experience
Edit Career Interests

Edit Job Interests

Edit Relocation Preferences
Edit Travel Preferences

Print Talent Card

View Employee Reviews

00)

ntact

ail 3q

ork Addr

14295 Midw

{Maria Mana|

Manager Maria Manager (312137)

1



Home Icon, Notifications
.

Home

One Team. ) One Mission.
ElaraVvCarin

Powered byg Workday

Welcome, Maria Manager

Announcements Applications
1 item 11 items
Welcome to Elara Caring. We are so pleased to have you join us I?_W @ (O
Directory Compensation Personal My Team
Information Management

o % 6%
1 item '
Expenses Team Recruiting

Performance

Preferred Name Change: Eva Employee (306500)
2 minute(s) ago

Go to Inbox 2
Absence Favorites Benefits

ELoro@Coring




Inbox

EL(.YO@C{)W‘KQ Q search

One Team. ) One Mission. |
Elara¥Caring A 2
Powered by — Workday g

Welcome, Maria Manager

Announcements E:} Applications

1 item

11 items

Welcome to Elara Caring. We are so pleased to have you join us IﬂI_FI @) @

Directory Compensation Personal My Team
Information Management
o @ 6‘%
1 item
Expenses Team Recruiting
Performance

Preferred Name Change: Eva Employee (306500)
2 minute(s) ago

Go to Inbox

v ©

Absence Favorites Benefits

ELoro@Coring




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

ELoro@Coring
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Inbox

Inbox

Actions / Archive

Actions (1) Archive

Schedule Interview Cari Candidate - R-000040 Y &
CJS Test prAna in California

Viewing: All R Sort By: Newest R v

In Person Interview: Cari Candidate - R-000040 CJS

1 month(s) ago
Test prAna in California (e} ag

1 month(s) ago
Date *

MM /DD /YYYY [

Time Zone *

1item |_'I
— *
&) Order *Interviewers Duration (in Interview Type

minutes)

‘-f‘ Maria Manager

4 »

e
ﬁ__ Next Cancel

ELoro@Coring



Inbox: Action ltems

Action ltem

Actions (1) Archive

Schedule Interview Cari Candidate - R-000040
CJS Test prAna in California

Viewing: All R Sort By: Newest R v

In Person Interview: Cari Candidate - R-000040 CJS

Test prAna in California

1 month{s) ago

1 month(s) ago
Date *

MM /DD /YYYY [

Time Zone *

*

Order *Interviewers Duration (in Interview Type
minutes)

Maria Manager

Cancel

ELoro@Coring



Inbox: Archive
Actions (0) View Event

One-Time Payment: - AP Specialist Il ctions

Sort By: Newest v “

From Last 30 Days
2 minute(s) ago - In Progress

One-Time Payment: - AP Specialist Il
2 minute(s) ago - In Progress: For AP Specialist Il -

o P -Til 1| - i
Merit: Annual Merit Test 4 for Domestic Accounts verall Process One-Time Payment: AP Specialist I
Payable Overall Status In Progress
10 day(s) ago - Manually Advanced

Due Date 02/26/2019

Calendars InUse  Consecutive Days (No Calendars Selected)

SNl Details/Process Tabs

One-Time Payment

Employee
Position AP Specialist Il
Effective Date 02/22/2019

Employee Visibility Date  (empty)

Paacsnn farmnhad

Cancel

ELoro@Coring



Inbox: Archive > Process History

Process History

2 items
Process Step Status Completed On  Due Date Person
Request One-Time Request One-Time Step 02/22/2019 02/26/2019 Maria Manager
Payment Payment Completed  08:19:27 AM
Request One-Time Approval by Awaiting 02/24/2019 Minesh Manager (Manager's
Payment Manager's Action Manager)

Manager

ELoro@Corimg

18



Employee Menu

=

ELQ'O@CONQ Q search

Eva Employee
View Profile

B View Profile
One Team. One Missiom® ’

Elara™Caring
Powered by =~ Workday A @
! 8 myaccount >
Welcome, Eva Employee B sitemap
VI N o o
My Report:
I{]] Announcements E:P Applications o YREROHS
1item Bitems '7 Documentation [
= Help A
Welcome to Elara Caring. We are so pleased to have you join us. . é
Directory Personal E
Information
Inbox g%
1item
Career Time Absence Benefits

Expense Report: EXPOD000406, Eva Employee (306500) on 09/17/2019 for $24.00
18 minute(s) ago - Effective 09/17/2019

Go to Inbox

ELoro@Coring
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Employee Profile

%,

Elcro@Coﬂrg Q search Q- E{,

Employee ID Location .
= ® New York Upcoming Absences
= Primary Work Email Manager Mo upcoming absences in the next 30 days

306500{@Elaral.com Maria Manager

306500@Elaral.com Maria Manager

Actions

Worker
Benefits > Eva Employee [ B

Business Asset >

oo
(=]

Add

View Team Contact
Business Process >
Jab Email 306500@Elaral com
Compensation 3
Contact Work Address

Expenses >

Job Change > 14295 Midway Rd., Ste. 400 Addison, TX 75001 United States of America

Personal

& Payroll >
Compensatior v Job

Payroll Interface >

Organization Corporate Al (Maria Manager

Personal Data >

Business Title Aide

Talent

Manager Maria Manager

Time and Leave >

Location New York

Workday Account >

Time in Position
Worker History

Favorite

> E @ O RE D BE B

Preferences

Security Profile

ELoro@Coring

Workday Account



Org Chart

ELoro@Coring Q  search

Org Chart

Scott Herman
Workday Supervisor
Workday Manager
Maria Manager

Maria Manager (8 1" §

¥ Suffolk
“me w P i e Ry —— L Eva Employee &% e Faflen wewn BT Bl Tyemn]] Eigilfes_ TN PN e
@ Suffolk ¥ Nassau ¥ New York Aide ¥ New York @ New York © Nassau
@ New York

ELoro@Coring
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Appendix

Additional content



Adding Favorites ™, sepicaions =

9 items

= Use Favorites to save frequently used or
preferred tasks and reports for quick — EEET,E\:W%
access.
= Click your Profile icon and select Directory fa]  Home
Favorites. 2 wmyAccount
= At the bottom of the page, click the B sitemap
Manage Favorites button.
_ ﬁ ¢  Favorites
= Enter “Create Expense Report” in the
Favorites Tasks/Reports field and click Favorites & MyReports
OK 9 Documentation
Favorite Tasks/Reports =
Favorite Business Objects =
ELoro@Coring



Adding Applications/Worklets

ELo’o@Corirg Q Search Q =
= Applications often referred to as Worklets

provide you access to tasks and reports One Team. (%) One Mission.
Elora¥Caring

Powered by =~ Workday

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

Eluo@(:oring Q search
= In Configure Worklets, under Optional
. Configure Worklets
Worklets, you can use the Add icon to
start the step to search for all or a specific Required Worklets Optional Workiets
worklet, followed by clicking Ok to S S

Jitems =M 6items =00
complete your worklet configuration [E] o i ek
= Once complete, the new worklet will be | = =
displayed on your dashboard as an @@+ (o
application : O -7 o=
ELoro@Coring DEL A



Errors & Alert Messages

1. Page Error
- Business Purpose is Required

2. Page Error
Resolve any errors before you continue.

= 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.

ELoro@Coring

Errors and Alerts Found

Alert - Grid Alert (Row 1)
This worklet may not display properly in Mobile applications.

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.

25



Search Using Prefixes

= Workday uses predictive text to help you s Q o &
find what you are looking for. You can
enter partial searches by entering two
letters or more in the Search box. EE;E”‘”“"5“’il’fi’l‘ifé”.’i’f?ﬂi@ié‘iﬂéffiﬂé?‘n,fé‘f,“;"ef;,‘:‘h‘?;?i?.’i“wi’f{;f-_sf;.f.‘?;ii v B seach et oy ey o ooy i

sponds to the data you need to find. To do s, select a search category associated with that data. You can also use the All of Workday search category which
will search everywhere within Workday

Search Prefixes K

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

£

3
3]
1|
r.I

Al Projects project

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

Company

company Common
Organizations
ELC(O@C aing O company] Contingent Worker i
Contingent Worker worker Commen
- . . People
Example, to find: | Search Prefix People for Mobie loba
Search
. Cost Center costcenter Common
Company company:
Create Evergreen Job Requisition Event ir
Cost center costcenter:
Create Job Requisition Event ir

Location location:
ELoro@Corimg

Organization org: 26



Business Process

= 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.

ELoro@Coring

You have submitted

Expense Report: EXP00000407, Eva Employee on 09/23/2019 for $15.00

Up Next Do Another

\ \:| Workday Manager

Create Expense Report
Approval by Cost Center Manager
Due Date 09/24/2019

> Details and Process

~ Details and Process
For Expense Report: EXPOD000407
Overall Process  Expense Report: EXP00000407, Eva Employee on 09/23/2019 for §15.00

Overall Status  In Progress

Details Process

Process History 4 items K=m/[.,
Process Step Stetus Completed On  Due Date Person
Expense Report Event Expense Report Event Step Completed 09/23/2019 Eva Employes
11:00:29 AM
Expense Report Event Review Documents Not Required
Expense Report Event Review Documents Not Required
Expense Report Event Approval by Cost Center Awaiting Action 09/24/2019  Workdey Manager (Cast
Manager Center Manager)

27



Thank You for Choosing to Care.
The Lives You Touch Are Changed Forever.



	Workday Navigation
	Slide Number 2
	Slide Number 3
	Workday Navigation Demo 
	Slide Number 5
	Slide Number 6
	Slide Number 7
	Slide Number 8
	Slide Number 9
	Slide Number 10
	Slide Number 11
	Slide Number 12
	Slide Number 13
	Slide Number 14
	Slide Number 15
	Slide Number 16
	Slide Number 17
	Slide Number 18
	Slide Number 19
	Slide Number 20
	Slide Number 21
	Appendix
	Slide Number 23
	Slide Number 24
	Slide Number 25
	Slide Number 26
	Slide Number 27
	Slide Number 28

