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What is Workday?
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What is Changing?

Paper Forms &

Shadow Systems
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What is Workday?

Workday is a cloud-based enterprise resource planning solution that offers suites that 

enable institutions to effectively manage their employees, students, and 

finances. Customizable business processes and security roles allow institutions to tailor 

the system to their business needs. 

1. Human Capital Management Suite: Functionality includes Time 
Tracking, Absence/Leave, Payroll, Benefits, Compensation, Recruiting, 
Onboarding, Performance, and more.

2. Financial Management Suite: Functionality includes Procurement, 
Expenses, Financial Planning, Grants Management and more.

3. Student Suite: (possible) Functionality includes Recruiting, Admissions, 
Financial Aid, Academic Advising and more. Allows students the opportunity 
to view courses, track student employment, time, tuition and other 
expenses.
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Workday Intro Video
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What is Changing?

• Streamlined business processes - Workday is the one-stop system of record 

for workflow and approvals. Fewer paper forms, fewer additional systems, 

such as OnBase.

• Advanced technology - The Power of One: As technology advances, 

Workday automatically delivers the latest innovations without requiring process 

or configuration changes.

• Validated data - Data Accuracy: Data entry and transactions have validations 

built in to ensure data accuracy.

• Enabled reporting and dashboards - Data Analysis: Workday enables 

reporting and dashboard capability with the most up-to-date information.

• Mobilized data – Managers and employees have access to information from a 

mobile device
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Workday Terminology

Term Definition 

Functional Area
A collection of domain or business process security policies that are related to the same set of product 
features (e.g., Talent & Performance, Time Tracking, or Benefits).

Tenant
Workday software with data and configuration that exists independently of other tenants (or 

environments) and is used for different purposes, such as conversions, testing, or training.

Business Processes (BP) A set of steps related to the execution of a task such as hire, onboarding, termination, etc. 

Worktag

A keyword that you can assign to transactions and supporting data to make their business purpose clear 
and establish a common relationship. Worktags allow you to find information more easily, filter searches 

to focused results, and analyze information.

Cost Center A worktag that identifies a unit within the university where a budget is assigned.

Supervisory Organization 
(Sup Org)

A grouping of employees who report to the same manager. In Workday, these groupings are built into a 
hierarchy that defines the reporting structure and organizational chart.

Applications
Icons on your Workday homepage that organize and provide access to groups of related tasks and 
reports by functional area.

Security Roles
What a user is allowed to access in Workday. They define what actions a user can perform, define where 
a task is routed to for review and approvals, and control what data a user can view.
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Workday Navigation and Features
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Workday Features: The Landing Page

Home button

Search Bar
You can type the first 
three letters of your 

search and Workday will 
return a list of results. 

Example: Mel Shu will 

pull up my information.

Inbox

Profile

Applications 

(Worklets)
Announcements

Keep Track Cards
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Workday Features: Employee Profile 

Profile Your profile information 

including favorites and reports
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Workday Features: Quick Access

Quick Access
Links for the work that 

you do most often



L O U I S V I L L E . E D U

Workday Features: Workday Inbox

Notifications and Inbox

Assigned tasks and actions will appear in your inbox, where they can be completed.  

These tasks can include reviews, approvals, to-do’s and more. Tasks completed by 

others, warranting your notice will appear as notifications.

Reviews and Approvals 

Tasks that require review or approval appear in the employee’s inbox similarly to other 

tasks. These reviews and approvals are built into the business process so that the 

appropriate parties get the opportunity to validate the work that their colleagues executed 

previously. A business process can have no reviews or approvals of 3 or more depending 

on the preferences and needs of the client.

Cancel and Rescind

Workday offers this function to correct business process (BP) errors. Cancel is only 

applicable when the BP is in progress and rescind when it has been completed.
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Self-Service

Employee Self-Service

Manager Self-Service
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Employee Self Service (ESS) Overview

• Employee Self Service (ESS) are tasks or business 

processes that you can initiate in Workday

• We will cover the following topics: 

− Editing Personal Information 

− Making Payment Elections

− Making Withholding Elections 

Reminder: Search quickly using first three letters of last 

and first names to pull up needed personal information
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Editing Personal Information

Use the Personal Information 

Application to make changes to:

• Your contact information (e.g. 

address, phone, email, etc.)

• Your personal information (e.g. 

marital status)

• Your emergency contacts

• Your Profile Photo

• Your legal and preferred Name
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Making Payment Elections

• Payment Elections Enrollment is the process used to create or edit direct 

deposit information

• Tasks that can be completed include:

Setting up an account 

Editing an existing account 

Deleting an account

• These options can be 

found in the Pay 
Application by selecting 
“Payment Elections” 

action or in your user 
profile under Pay and 

‘Payment Elections
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Making Withholding Elections

• Users can complete their Federal, State, and Local Withholding Elections 

in Workday.

• This can be found under the Pay Application in the “Withholdings 

Elections” action under the “Federal”, “State”, or “Local Elections” Tab.

• It is also available under your 

user profile in Pay and Tax 
Elections tab.
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Manager Self Service Overview

• The Workday Inbox is where managers will spend 

most of their time.

• All actions and to-dos appear in the Workday Inbox 

and may include review or approval steps for 

business processes affecting manager’s employees.
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Review Your Archive

• The Archive tab allows a user to search past 

requests and actions. 

• Curious to know what’s next in a business process? 

The Process History table will tell you what’s 

happened and when, and who’s next to complete a 

step.
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Viewing Team Information

• In Workday, there are many standard reports that a 

manager can utilize. 

• Managers have access to certain dashboards which 

are pre-configured pages that display analytical 

information for the manager and may include graphs 

or pie charts.
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Workday Mobile
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Workday Mobile

Workday for Android Workday for iPhone Workday for iPad
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Workday Mobile

Workday’s mobile application also allows users to access 

Human Resource tasks and capabilities such as:

• Approvals: Access your Workday Inbox to approve 

business processes on-the-go

• Recruiting: Search for candidates and view details for 

jobs and prospects

• Time off: View balances, request or correct time off
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Workday Demo
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Workday Demo

Workday Demo

https://web.microsoftstream.com/video/912ca47f-ed03-4d2e-af88-a5f57574520d
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Workday @UofL Website
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Workday @UofL Website

louisville.edu/workday

Website demo

https://louisville.edu/workday/about/about-workday
https://web.microsoftstream.com/video/9dc653a5-f702-48c3-ae80-56a208509381
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Deployment Timeline

MAY ‘21 JUN ’21 JUL ’21 AUG ’21 SEP ’21 OCT ’21 NOV ’21 DEC ’21 JAN ’22 FEB ’22 MAR ’22 APR ’22 MAY ‘22 JUN ’22 JUL ‘22

Architect Configure & Prototype Test Deploy

Project 

Management
Change 

Management
Functional

Technical & 

Integrations Testing

Stakeholder Engagement; Monthly CAN Readiness Workshops; Communications; Training Design and Development

Training Delivery

Cutover

Production 

Support

User Acceptance Testing

Workday 

Release

Go 

Live

2022 

R1
2021 

R2

Go 
Live

Integration Build & Test

Conversion Data Mapping

Design Workshops & 

Configuration

Design 

Confirmation 

Sessions

Supervisory Organization and Role Mapping Collection

Support

We are here
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What’s the Faculty Senate Role?
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Change is always tough...we as Faculty Senators can influence our respective colleges 

and be a positive force.

There will be issues…there always are.  How we react will make the difference.

Specifics regarding faculty decisions to come – this was to update everyone with the 

transition.

Embrace the Change



L O U I S V I L L E . E D U

Workday HCM Project Guiding Principles

Using Workday 
e xisting 

functionality and 

workflows.

Using Higher 
Education Be st 

Practices for Human 

Re sources and 

Payroll.

Focusing on the 
majority of 

transactions that are 

processed.

Closely e xamining 
the  exception 

transactions to 

de termine the best 

possible solution for 

processing.
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Change Ambassador Network Members

• Large unit primary contact: For large units, identify a primary contact point for the unit to report back to the Change 
Management Team

• Email limitations: Only 500 emails can be distributed in Office 365

• Representation: All Lead Fiscal Officers, both senates and both commissions are included in the network


