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GETTING STARTED

LOGGING INTO WORKDAY

1. Goto Workday
2. Enter your WatIAM username and password.
3. The Workday home page will appear.

NAVIGATING WORKDAY

The Workday home page provides relevant tasks, applications, and announcements personalized to you.

The chart below describes the functions available from the home page.

L@

= MENU W @ Q Search n = a

UNIVERSITY OF /—\
WATERLOO | workday.
%ello There It's Monday, October 24, 2022
Awaiting Your Action 82 view All Apps
You're all caught up on your inbox items
Announcements
Timely Suggestions B Employment Standards - What
= you need to know ..

Here's where you'll get updates on your active items

UNIVERSITY OF /-\
WATERLOO workday. '®


https://wd3.myworkday.com/uwaterloo/d/home.htmld

Name

1 | Global navigation

Icon/Application

= MENU

Description

Click the navigation bar icon to access
applications and shortcuts from any screen in
Workday.

2 | Workday logo

Click on the Workday logo to navigate back to
the home page from any screen.

3 | Search

Q search

You can perform searches on targeted areas of
Workday. Categories display most relevant
results.

4 | Notifications

Q

Notifications may be reminders, messages, or
actions that you should be aware of.

5 | Inbox

Your Inbox contains actions you must take and
an archive of past actions you have taken
including processes initiated by you.

6 | Profile

Click on the profile icon to:

e  Visit your Profile, Favourites, Reports, and
Help (linked to Workday user guides)

e Access Account to manage your account
preferences

e  Navigate back to the home page

e  Sign out

= | Awaiting your action

Tasks awaiting your action are housed here and
can be actioned by clicking on a task.

N
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Name Icon/Application Description

Click View all apps to view the applications you
have access to.

Applications provide quick access to frequently
used data and tasks common to a specific

8 | View all apps 28 View All Apps functional area.

Note: The applications that appear will vary
depending on how you use the system and your
security access.

Announcements are housed here to provide

9 | Announcements reminders and important information.

imel . Relevant, timely tasks and reminders will be
10 | Timely suggestions displayed here, such as upcoming absences.

USING SEARCH

Workday makes it easy to search for people, tasks, reports, and business data using the search bar.

For example, find an active worker by typing their name into the search field and press Enter. Search
categories are used to filter your search for faster, more accurate results.

Pre-fixes can be used to improve search results. For example, to find a hire event, type "event:" and the
employee's name to pull up processes related to that person, e.g. "event: John Doe" - this will provide
any events (i.e. hire events, time entry events, etc.) that you have access to view.

For example, find a worker by typing their name into the search field and press Enter. Search categories are used to

filter your search for faster, more accurate results.

Tip: Keep in mind that searches find exact matches. If you misspell the search text, you may not see any
results. You can shorten words to find more matches. Use longer search terms to improve accuracy and

reduce the time to return results.

When the search results provide what you’re looking for, you can either initiate an action using the object’s Related

see |
Actions  or click the link to see more information.

sl UNIVERSITY OF 7\
% WATERLOO workday. &



SET SEARCH PREFERENCES

You can set the search categories to display your most relevant results at the top.

= w O time off
[1 Saved Categories Wt
Tasks and Reports
Tasks and Reports ﬂ Time Off Balance
Report
People @
Time Off Results by Period
Repao
= Mare Categories >
My Time Off
Report
People

Abdul Razheed Mohammed

Employes

Graduate Teaching Assistant 1671

1. On the search results screen, click Configure Search at the bottom left of the page.

i2%  Configure Search

(Z  View Search Tips

2. Drag and drop the categories you'd like to see results for first to the Saved Categories section at the top.

Tip: The top category will display first and then the second, and so on.

5 UNIVERSITY OF 7\
% WATERLOO workday. .



Configure Your Search

Drag and drop to recrder both lists.

Saved Categories
What are the categaries you would like to search first? (Minimurm of 1)
 People

Tasks and Reporis

More Categories
What are the categories you do not want to show?

Projects

::  Recruiting

f  Staffing

i Granis

::  Procurement
2 Organizations

£ Learning
< -

3. Leave less relevant categories in the More Categories section. Doing so will still allow you to see results in

these categories by expanding More Categories and clicking on the category results you'd like to see.

UNIVERSITY OF

WATERLOO w@m
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ﬁ (1 accessibility

[1 Saved Categories
b Learning
Tasks and Reports o
Accessibility Training
Peaple
" @ Mandatory training for AODA requirements
Course + 1 hour
=  More Categories W
Projects 0

Recruiting o
1

Staffing

Grants 0
Procurement 0
Organizations o
Learning (1]

ERROR AND ALERT MESSAGES

Error messages will display in red and you can click them to view

. . N . @ 2 Error(s) View All
error explanations. These messages typically identify a specific field
or fields where information is missing, entered incorrectly, or is in

conflict with a rule that is set up in the system.

Error(s)

Note: Errors prevent you from completing a task until it is fixed.

1. Benefit Event Type
The field Benefit Event Type is required and must have a value.

2. Benefit Event Date
The field Benefit Event Date is required and must have a value.

UNIVERSITY OF /-\
% WATERLOO workday. o



Alerts display in orange and notify you of potential problems on a

. PANRE ) View All
page, but do not prevent you from completing the task. Alerts also

display the location of missing or problematic information within

the task, report, or business process.

Alert(s)

1. Page Alert
The landing page Home displays only the following number of worklets 20, starting with the required worklets.

GUIDED TOURS

Guided tours provide contextual and informative text to guide you through a task.
This text is only available for certain tasks.
Help Available

To activate a guided tour, click the question mark in the top-right corner. Use this icon to view field level help for this page.

C] Don't display this message again

ACCESSING HELP

1. Goto your profile and select Help. This will open our Workday

website to access training resources and user guides.

Home

Favorites

My Reports

Help

My Account

UNIVERSITY OF /-\
% WATERLOO workday. i



PROFILE INFORMATION

1. To access your profile information, go to the profile icon and select View Profile.

® A=
a

On behalf of: UW Employee

View Profile

{al Home
2 My Account >
s Favorites
£ My Reports

Help [A
£5) Recovery Assistant >

Sign Out

5 UNIVERSITY OF 7\
& WATERLOO workday. E



1. Use the blue menu on the left-hand side to view

your personal and position related information.

Tip: If you have multiple jobs, you will see an

additional button that will allow you to access

information about each job by toggling between

them.

Regular Faculty @

( Actions )

GUIDE TO READING JOB INFORMATION

B m 2

]
&
0]
]
©
a

@

Eddard Stark

Engineering Man:

Gompensation

Personal

[

Pay

Benefits

Job Details Employment Data

service Dates

Job Details
Employee ID
Organization
Position

Business Title

Job Profile
Employee Type

Time Type

of a hire at the University.

Field What it means
Hire Date The date the employee started their most recent employment for the primary position.
Original Hire Date The individual’s original hire date at the University. The date of the very first instance

Continuous Service Date

This field is used for ongoing staff and Faculty only. This date is used to reflect and
recognize prior experience within the company (E.g. aligned with Policy 18). This field
automatically defaults to hire date but can be overridden if appropriate.

Length of Service

This date is based on the Continuous Service Date and is used for vacation entitlement

only.

UNIVERSITY OF

N\
WATERLOO workday.
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ORGANIZATIONAL CHARTS

1. Goto your profile icon and select View Profile.

® M=
A

On behalf of: UW Employee

View Profile

far Home
2 My Account ]
¥r Favorites
£ My Reports

Help A
€5) Recovery Assistant ]

Sign Out
2. Click on Team icon ﬁnﬁ on the left-hand side of the screen to view your Organizational Chart.
Team

; UNIVERSITY OF /\
% WATERLOO workday. B



Fd
P

3. You can scroll up, down or click the names in the top right corner to navigate through the management

chain.

w Q Search Q

&

?

Org Chart 5]

¥ Contingent Workers

Include Matrix Reparts
Amelia Casias

Open Positions Chicago

t © & & 8

Abby Brennan [C] Amber Vasser Brian Kaplan Cory Young Laurie Jenkins
Chicago Chicago Senior Customer Services.. Chicago Chicago
Chicago

Amelia Casias

I~

Note: Casual hires, students, definite term non-faculty and temporary hires (<1 year) may be grouped under

the leader of the organization.
EXPORT YOUR ORG CHART TO EXCEL/VISIO

1. Access your organizational chart through the profile menu (see instructions above).

=

Click the Printer icon .
Select Excel as the File Format.

Select how many levels of your Org Chart you would like to print.

You can select to Include Pictures. The pictures will download as a .zip file. (Optional)
Click Print and then Download.

ov s oo

CUSTOMIZING WORKDAY

SET UP NOTIFICATION PREFERENCES

1. Go to your profile icon and select My Account.
2. Select Change Preferences.

UNIVERSITY OF /-\
WATERLOO workday.

| 15



® P s
A

On behalf of: UW Employee

=

View Profile
¢ My Account

{1 Home Organization ID
£ My Account > Change Preferences
¥ Favorites View Signon History
% My Reports

Help [
€5) Recovery Assistant >

Sign Out

3. Change any of the items listed on the Change Preferences page.

Parent Notification Type

Type  Alerts

Business Processes

Notification Type

Inventory Samibeyasarive Send Natification Via Channels *
Daily Digest Email

Learning Birthdays Send Notification Via Channels #

% Immediate Email

4. Click OK, then click Done.

CONFIGURE APPLICATIONS/WORKLETS

1. From the home page, click View All Apps.

oo View All Apps

UNIVERSITY OF /\
WATERLOO workday. | 16



2. Click the Add Apps (plus icon) at the bottom of the Application menu.

Apps X

Time

% Absence

&6, Benefits

Pay

°

Directory

Learning

Personal Information
C

(o)

3. Search for the app and click the Add Row icon (*+) to add a new worklet.

4. Toremove an app click edit at the bottom of the menu. Click the Remove Row icon @ to remove an
optional application from the home page.

5. From the edit menu drag an app up or down to reorder the applications on the page.

6. Click OK and Done.

s UNIVERSITY OF 7\
% WATERLOO workday. &



ADD OR CHANGE YOUR PROFILE PICTURE

1. Click on the profile icon and select View Profile.

O A
a

On behalf of: UW Employee

View Profile

2. Click your Actions button from your Worker Profile.

w Q Search

Eddard Stark

<0

Engineering Managers | 5775

( Actions )

3. Select > Personal Data > Change My Photo.

4. Click the Select files button to locate, crop, and upload your image, or drag and drop your image directly
into the Attachments section from your local drive.

5. Click OK and Submit.

Note: The supported file formats include .png, .jpg, and .gif.

UPDATING PERSONAL INFORMATION

ADD OR CHANGE YOUR CONTACT INFORMATION

1. Click on the profile icon and select View Profile.

® H[z
A

On behalf of: UW Employee

5 UNI View Profile
5 v




2. Click the Contact tab and select the Contact subtab.

Visibility

Private

Usage

Home (Primary)

Contact Emergency Contacts Support Roles
o T
Edit
: Home Contact Information
Brian Kaplan
Senior Customer Services Representative _I tem
Address Usage
510 W. Wellington Ave #2 .
Chicago, IL 60657 Heme [Rrimary)
United States of America
Phone Email Mailing
Street Address
Summary
1item
Job
Phone Number Device
Contact
+1315-423- Mobile
More (9) 5872
4 fitems

3. Click Edit to view the edit options. Each section will have an Edit icon

or you can click Add for new information.
4. Click Submit.

ADD OR CHANGE EMERGENCY CONTACTS

1. Click on the profile icon and select View Profile.

® P2

&

On behalf of: UW Employee

View Profile

UNIVERSITY OF

N
WATERLOO workday.

HE = /@

Shared With

Allister Kaplan

B = /.
Visibility
Public
M = 6 O

to change existing information

| 19



Click the Contact tab.

Click the Emergency Contacts subtab.

Click Add or Edit to enter or modify your emergency contacts.
Click Submit.

AR SRS

® P2

MODIFY YOUR PERSONAL INFORMATION

1. Click on the profile icon and select View Profile. 8

On behalf of: UW Employee

View Profile

2.  Click the Personal tab from your Worker Profile and navigate to the Personal Information subtab.

w Q Search Q =)
Names Personal Infermation Ds Documents Additicnal Data
Rob Stark
Technician, Mechanical 1l
(CActions )
S Edit
Personal
Team

Gender Male

Summary Date of Birth 01/01/1985

e Age 33 years, 11 months, 4 days
Marital Status (empty)

Job
Citizenship Status  (empty)

Compensation

Personal

Contact

More (4)

3. Click Edit to enter or modify your personal information.
4. Click Submit.

UPDATE PERSONAL IDENTIFICATION DOCUMENTS

1. Click on the Cloud icon and select View Profile.

® Pa

2

W UNIV On behalf of: UW Employee
2 WAT .
View Profile




2.  Click the Personal tab from your Worker Profile.

w Q Search
Names Personal Information IDs Documents Additional Data
—
Add
1 item
Worker Document Document Category Comment
File Name
a Work Permit docx | Hire Documentation Work Permit Work Permit docx

3. Click the Documents subtab.
4. The Documents subtab will allow you to download or view documents.
5. Click Add to attach documents to your profile or Edit to make changes.

CHANGE YOUR LEGAL NAME

1. Click on the profile icon and select View Profile.

P D
A

On behalf of: UW Employee

View Profile

2. Click your Actions button from your Worker Profile.

UNIVERSITY OF

N
WATERLOO workday.

Attachments

Alternative Text

Upload Date

12/11/2018
07:20:01 PM

=
=

|~

Edit

| 21
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w Q Search

Eddard Stark

Engineering Managers | 5775

@

( Actions )

3. Select Personal Data > Change My Legal Name.

4. Enter your new information, including any required supporting documentation.

5. Click Submit.

CHANGE YOUR PREFERRED NAME

You can choose to have your preferred name displayed within Workday instead of your legal name.

1. Click on the profile icon and select View Profile.

® P2

2

On behalf of: UW Employee

View Profile

2. Click your Actions button from your Worker Profile.

w Q Search

Eddard Stark

Engineering Managers | 5775

@

| Actions |

Uncheck Use Legal Name as Preferred Name.
Enter your new information.
Click Submit and Done.

AN LI SR

UNIVERSITY OF /\
WATERLOO workday.

Select Personal Data > Change My Preferred Name.
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VIEW WORKER HISTORY (CHANGES TO PERSONAL DATA, BENEFITS, ETC.)

View your worker history to see when you made changes to your personal information, such as benefit enrollment.

1. Click on the Cloud icon and select View Profile.

Click the Overview tab from your Profile.

3. Click the Worker History subtab to view your hist

4. Click View Worker History by Category. The d:

you to review your history.

W Q search

Eddard Stark

Engineering Managers | 5775

Job

Compensation

Personal

Contact

Pay

Benefits

Time Off

Organizations Department Management Chain

View Worker History by Category
Worker History 11 items
Business Process
Change Beneficiary: Eddard Stark - Engineering Managers | 5775 on
12/05/2018
Change Emergency Contacts for Onboarding: Eddard Stark
Dependent Event: Eddard Stark - Engineering Managers 1 5775 on
12/05/2018
Benefit Change - Hire/Rehire : Eddard Stark on 11/01/2018
Province Tax Election for Onboarding: Eddard Stark
Federal Tax Election for Onboarding: Eddard Stark
Contact Change: Eddard Stark

Onboarding for Eddard Stark

Assign Organizations: Eddard Stark

Service Dates Worker History

Effective Date

12/05/2018

11/01/2018

11/01/2018

11/01/2018

/012018

11/01/2018

11/01/2018

o P

a

a

On behalf of: UW Employee

View Profile

Initiated On

12/05/2018 09:09:37 AM

12/03/2018 02:54:43 PM

12/05/2018 03:00:00 AM

12/05/2018 09:07:56 AM

12/03/2018 02:54:05 PM

12/03/2018 02:54:05 PM

11/27/2018 09:42:52 PM

11/27/2018 09:42:52 PM

11/27/2018 09:23:19 PM

Completed On

12/05/2018 09:09:37 AM

12/05/2018 09:07:56 AM

12/05/2018 03:00:00 AM

12/05/2018 09:10:51 AM

12/05/2018 09:07:56 AM

12/05/2018 09:07:56 AM

12/05/2018 09:07:56 AM

12/05/2018 09:07:56 AM

11/27/2018 09:41:21 PM

FLEKABLE WORK ARRANGEMENT REQUEST

Approval path:

UNIVERSITY OF

N\
WATERLOO workday.

Status.

Successfully Completed

Successfully Completed

Successfully Completed

Successfully Completed

Suecessfully Completed

Successfully Gompleted

Successfully Completed

Suecessfully Completed

Successfully Gompleted

asier for

=@
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Work from home request initiation

+ Manager ~ Employee

Work from home assessment questionnaire

Employee

Work from home request review
Manager

Work from home request review

Department Head

A 4

INITIATE A FLEXABLE WORK ARRANGEMENT REQUEST

Employees may be permitted to work from home for a maximum of four days per week, based on an annual review.

Full guidelines can be found on the Secretariat website.

The steps outlined below will guide you through the steps to request a flexible work arrangement in Workday.

1. From the Workday home page, click the Employee Profile icon from the top right of the screen.

® P

2. Select View Profile.

On behalf of: UW Employee

View Profile

UNIVERSITY OF /-\
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X
>

3. From the Actions menu of the worker profile, hover over Job Change, then select Request Flex from

Home Arrangement.

UW Employee

Data Analyst Ill 4346

F - Y
| Actions |
.. v,

Change

Payroll

4. Fill in the Start Date and Proposed End Date. Requests cannot exceed one year from the start date. New

Actions

Job Change

o

Frequently Used

View Worker History
View Worker History by _.

View Total Rewards

Conmtact Inform...

View Time Off Balance

Benefits ¥
Business Process >
Compensation ¥

request must be submitted and reviewed each year.

Start Date *

01/25/2022 [] ‘

Proposed End Date *

12/31/2022 EI‘

Position

UNIVERSITY OF

N

WATERLOO workday.

VR Ty e

Location

East Campus 2

Worker
UW Employee

Resign

&

Contaci

Email

Worle A

@ 20010

LA L g R Lo | IUIIIS

* 00080155 Administrative Officer IV 3146 - UW Employee
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In the Type field click the menu icon (3 horizontal bars). Select Office/Remote Hybrid and then select

Work from home days per week.
6. Inthe Days per Week field enter in the number of days per week that would be worked at home. Employees

may request to work from home for a maximum of 4 days per week.

Details _ _
I Office/Remote Hybrid I »

Type % | PBearch

| ¥ Work from Home Days Per Week

Days per Week E

7. Click Submit.

Save for Later Cancel

8. The Work from Home request has now been sent to the manager for approval.
Once fully approved, Work from home arrangements can be viewed from your worker profile by clicking the Job
option from the left-hand menu and then the Flexible Work Arrangement tab at the top.

END WORK FROM HOME

The following steps will guide you through how to end your existing flexible work arrangement. You will only need
to do this if you are ending the arrangement earlier than the originally planned end date.

1. From the Workday home page, click the Employee Profile icon from the top right of the screen.

P Pl

2. Select View Profile.

On behalf of: UW Employee

View Profile

S UNIVERSITY OF 7\
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3. From the Actions menu of the worker profile, hover over Job Change, then select End Flexible Work

Arrangement.

UW Employee

Data Analyst Il 4346

( Actions )

Actions

Location
East Campus 2

Worker
Frequently Used UW Employee
View Worker History
View T Conta
View Worker Histery by _. few feam
) Email
View Total Rewards
Change Contact Imfonm._.. Worle .
View Time Off Balance
iew Time alanc ® 200
Benefits ¥
Business Process b3 ~ Job
Compengation ] L
Organization AP Hurman Re
Job Change ¥ Request Flexible Work Arrangement
Payroll y End My Flexible Work Arrangement

4. Enter an End Date and click Submit. Your flexible work arrangement has now been ended.

UNIVERSITY OF /\
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End My Flexible Work Arrangement uw Employee -

Flexible Work Arrangement

Start Date 11/03/2022

Proposed End Date  11/01/2023

Position 00098035 Data Analyst 11l 4346 - UW Employee
Type Office/Remote Hybrid = Work from Home Days Per Week
Days per Week 4

End Flexible Work Arrangement

End Date 3 | MM/DD/YYYY [

enter your comment

REFERENGE LETTER REQUEST

Employment confirmation letters are available within Workday for individuals with regular, temporary or definite-
term appointments. This provides the real-time employment information required to support items such as financing
and OHIP enrollments. The instructions below will guide you through how to access your personal employment

confirmation letter (reference letter).

SUBMIT THE LETTER REQUEST

1. Inthe Workday search bar, start typing request reference letter click the Request Reference Letter task
that comes up.

W Q request referen

Request Reference Letter

S UNIVERSITY OF 7\
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2. Click in the empty Reference Letter field to select Employment Reference Letter > Employment
Confirmation Letter.

Request Reference Letter

Reference Letter % | % Employment
Confirmation Letter

Description Employment Confirmation Letter

Document Language ® English (United States)

3. Click Submit at the bottom of the screen.

PREVIEW THE LETTER

4. Navigate to your Workday inbox by clicking the inbox icon at the top right of the Workday screen.

PP -

5. Select the Request Reference Letter inbox action item to preview the generated letter by clicking the PDF
link in the message body.

6. Ifthe information generated is accurate, click the I Agree check box.

Documents
Document h Reference of Employment with Compensation details 07/19/2019.pdf
Instructions Review the Employment Verification Letter pdf.

Click the | Agree checkbox if the information is correct and click Submit.
The finalized letter can be found saved in your documents tab on your Profile under the persenal section.

Signature Statement  The employment information in the document provided is accurate to my knowledge.

| Agree

7. Click Submit.

ACCESS THE SAVED EMPLOYMENT LETTER

8. Click the global navigation bar at the top left of the screen to select the Personal Information
application.Click the Personal Information application.

UNIVERSITY OF
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=| w

Apps Manage Apps
Inbox B Time
@ Abzence
Actions
R ————
@ Benefits
Viewing: All
Pay
Directory
@ Personal Infoarmation
C@E Learning

9. From the View menu option on the right, select Worker Documents.

Tip: Click More at the bottom if Worker Documents is not displayed in the menu options.

Change View
Contact Information About Me
Personal Information Addresses
Emergency Contacts Email Addresses
Photo Address Changes
Legal Name Name
Preferred Mame Phone Numbers
I Worker Documents I

Less (2)

UNIVERSITY OF
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10. The employment letter will be found under the Reviewed Documents section at the bottom of the screen.

~ Reviewed Documents

Generated Documents 1 item

Document Signature Type
Reference of Employment with Compensation details Acknowledgment
07/19/2019.pdf

VIEW YOUR INBOX

1. Click the Inbox icon at the top right of the screen.

®| P a

2. Click the Actions tab to view your current tasks, approvals, and to dos.

3. Click the Archive tab to see the status of any process you've been involved in (requests, approvals, etc) for
the past 30 days.

ACTION ITEMS IN YOUR INBOX DELEGATED TO YOU

Workday allows managers to delegate actions to other individuals in the organization, when appropriate.
To Action Delegated items in your inbox

1. Click on the profile icon and click Switch Account.

2. Click on the Inbox icon to review and action items — Select Approve, Send Back, Deny or Cancel.
Note: The Delegation Dashboard that displays when you click Switch Account from an inbox item lists any processes

you have been delegated as an initiator. Any items you need to action from an inbox you need to access from your

inbox.

% WATERLOO workday. E



MANAGE YOUR BENEFITS

Within Workday, you can manage your benefits by reporting coverage change events and viewing and editing your
benefit elections. This job aid covers generic events, so please contact hrhelp@uwaterloo.ca if you have further

questions.

REPORT A COVERAGE CHANGE EVENT

If you need to change your coverage because of a birth, death, marital status change, or similar life event, you can
change your benefits in Workday.

Note: Dependents are individuals that are covered under your extended health and/or dental plan(s).

Beneficiaries are individuals who will receive life insurance or pension payments in the case of your death.

To complete a benefit change, you will need to complete the following:
1. Health Care Elections (extended health care and dental plan)

Insurance Elections (life insurance options)

Retirement Savings Elections (pension plan)

Beneficiary Designations

Elected Coverages (review and electronic signature page)

Inbox tasks

Inbox tasks specific to marital status changes

Now s e P

Depending on the screen you start with for your benefit change, Workday will take you through the rest of the screens
in sequence to complete the change. If no changes are being made, click continue to move on to the Elected Coverages
screen to submit your changes, e.g. when adding a child to health and/or dental, you will need to continue through

the life insurance and pension screens as well. Only the plans and options you are eligible for will display.

1. On the Workday homepage, click View All Apps to go to the Benefits application.

% WATERLOO workday. »
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=@ Time Off and Leave

@ Time Tracking Eligibility Audit

. _ N

B Time off
=]

Time
[% Absence

85 Benefits

Pay

Directory

(ommn) (r)

2. Click Benefits under Change.

Change View

Benefits Benefit Elections

Benefit Elections as of Date

3. From the Change Reason options, select the benefit event and click the Calendar icon to enter the Benefit
Event Date.

UNIVERSITY OF
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Change Reason * ( ) Add Student Dependent

I © Beneficiary Change

() Birth / Adoption of Child

() Divoree / Dissolution of Common Law Partnership
'f__} Elect or Change Life Insurance

() Marriage / Common Law Partnership

() Pension Enrolment

{:} Spouse Gains / Loses Medical / Dental Coverage from another Source

Benefit Event Date *I MM/DD/YYYY E I

4. Click Submit without attaching anything.
Note: If you select Save for Later, or navigate away from this task prior to completion, this task will be
saved in your Workday inbox for you to complete.

5. Click the Open option in the pop-up window.

You have submitted

Up Next Sample Employee , Change Benefit Elections
View Details

Open

6. Click Let's Get Started to continue to update/view your tobacco use.

% UNIVERSITY OF /-\
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Change Benefit Elections

Click Let’s Get Started to update your benefit and insurance plans

Initiated On 0941372021

Submit Elections By 10/12/2021

7. Review your tobacco use and click Continue.

Update Your Information

Health Information

Tobacco Use

Question Have you used tobacco in any form in the past 12 months?

IK -\I
&% L

ONG

Yes
Answer

8. Click Continue again to go to the benefit plans page.
Note: No changes are completed at this point. If you navigate away from this task, it will be saved in your

Workday inbox for you to complete and submit from there

HEALTH CARE ELECTIONS

9. Click Manage under the Extended Health Care plan.

S UNIVERSITY OF 7\
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Health Care

10.
11.

Extended Health Care - FT Dental - FT
Great-West Life Great-West Life

Cost per paycheck Included Cost per paycheck
Coverage Family Coverage
Dependents 4 Dependents
Manage Manage

Click Confirm and Continue to go to the dependents screen.

Included

Family

d

Click the check box beside each dependent's name to select/unselect them and continue to step 20. If adding a

brand new dependent, click the Add New Dependent button and continue to step 12.
Extended Health Care - FT - Great-West Life

Projected Total Cost Per Paycheck
54 .38

Dependents

Add a new dependent of aelect an existing dependent from the lst below

Coverage * Family

Plan cost per paycheck

Add New Dependent

12,

13.

14.

15.

Select Dependent Relationship Date of Birth

Sample dependent Spouse/Comman Law 11/29/1981

Select from the list of existing beneficiaries or emergency contacts or select Create Dependent if they are not

listed.

Choose if your dependent will also be a beneficiary for life insurance or pension by selecting Yes or No.

Enter their first name and last name.

On the right-hand side of the screen, enter their relationship to you, their birthday and sex at birth.

UNIVERSITY OF /-\
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Note: Leave Payroll Dependent checked on and leave the Tobacco Use check box blank. This is for life
insurance premium information and is not required here.
16. If the dependent added is your child who is age 21-25 and is currently a full-time post-secondary student, check
the Full-time Student box.

Add My Dependent From Enrollment

5 second(s) ago - Effective 12/01/2018

Name Personal Information
Country * | X Canada = Relationship *I =
Date of Birth | MM/DD/YYYY [
First Name % I I
A (empty
Middle Name 9 <mPY)
Gender * I select one
Last Name 'AI I
Payroll Dependent ﬂ
Tobacco Use Uses Tobacco

Full-time Student

17. Scroll down to enter the address and phone information. If this information is the same as yours, select Use
Existing Address and Use Existing Phone to populate these fields, otherwise, enter the information in the

appropriate fields.

Address Phone & Email

Use Existing Address = Use Existing Phone =

Country % X Canada = Country Phone Code X Canada (+1) =
Phone Number *|

Address Line 1 *
Phone Extension

Address Line 2

Email Address

City I I
Frovinee or Territory _

Postal Code *

18. Click OK.

19. Your newly added dependent’s name will now display in the Dependent table. Repeat steps 11-18 for all
additional dependents (spouse and/or children).

20. Click Save when completed.

21. Ifyou also have dental coverage, click Manage under the Dental plan.

UNIVERSITY OF
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Health Care

Extended Health Care - FT Dental - FT
Great-West Life Great-West Life

Cost per paycheck Included Cost per paycheck Included

Coverage Family Coverage Family

Dependents B Dependents 4
Manage Manage

22. Click Confirm and Continue to go to the dependents screen.
23. Click the check box beside each dependent's name to select/unselect them.

24. Click Save.
Note: The same dependents should be listed under both health and dental plans.

INSURANCE ELECTIONS

The Basic Life plan include coverage up to 3x (1x basic and 2x-3x additional) your annual salary. The Optional Life

plan includes coverage from 4x-6x your annual salary. Optional Spousal provides coverage to your spouse of up to

$200,000 in the event of your death.
You must have additional 3x before selecting the optional plan.

25. If updating insurance elections or updating beneficiaries, click Manage under the Basic Life plan.

Insurance and Retirement

26.
27.
28.

29.

@ Basic Life @ Optional life
2 Plans Waived

SunLife Financial (Employee) Included

SunLife Financial Additional (Employee) 54.38 Enrall

Manage

Review your plan selections and click Confirm and Continue to go to the beneficiary screen.

Click the + in the beneficiary table to add additional beneficiaries or the - to remove them.

Click the menu prompt and select Add New Beneficiary (do not select Trust) if you have not set them up
as a beneficiary yet, or Existing Beneficiary if you have already entered their information.

On the Add New Beneficiary screen, enter the following information:

UNIVERSITY OF
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30.

31.

32.

Relationship
Name
Address

Phone number

For a Trust (i.e. minor child under 18), enter as follows:
First Name: John Doe in trust for

Last Name: Minor child full name

Note: All relationship/contact information should be for the adult trust. Each trust needs a separate
record. If naming an Estate, First Name: Estate of; Last Name: John Doe

Once your beneficiary is listed, enter the Percentage amount.
Note: Percentages must equal 100 for each plan.

Coverage

Caleulated Coverage
Coverage 1 X Salary

Plan cost per paycheck Included
P
Beneficiaries
Select an existing or add a new beneficiary person or trust to this plan. You can also adjust the percentage allocation for each beneficiary

*Primary Beneficiaries

Beneficiary Percentage

® Sample Beneficiary - =

Secondary Beneficiaries 0 iten
Beneficiary Percentage
No Data

Repeat the process for any additional or secondary beneficiaries.

Note: Secondary beneficiaries are optional and can be listed as a back-up in case the primary beneficiary is

deceased.
Click Save and repeat steps 27-30 for each life insurance plan elected.

Note: Beneficiaries and percentages must be the same across all life insurance plans, i.e. if 50/50 for basic

life, additional and optional must be the same 50/50 split.

UNIVERSITY OF
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33. Ifyou are increasing or decreasing additional insurance (more than 1x coverage), select the menu lines in the
coverage field to select your preferred coverage amount.

Coverage

Calculated Coverage

Coverage *| X 2XSalary

Search
1 X Salary

O 2 xsalary

Plan cost per paycheck

Beneficiaries

Select an existing or add a new beneficiary persen or trust to this plan. You can also adjust the percentage allocation for each beneficiary

*Primary Beneficiaries

Beneficiary Percentage

i

‘ ¥ Sample Beneficiary -
Notes:

e  You cannot waive 1X salary — it is paid 100% by UW. If you are not eligible for additional insurance, you will
not see these options here. 2x and 3x life insurance premiums are partially paid by UW and partially
employee paid.

e Ifyou are electing to increase life insurance, you will need to complete an Evidence of Insurability form to be
sent to Sun Life to determine eligibility. This form will come to your Workday inbox when you complete this

benefit event change.

RETIREMENT SAVINGS ELECTIONS

34. If enrolling in pension or updating beneficiaries, click Manage under the Pension plan.

UNIVERSITY OF /\
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Insurance and Retirement

Basic Life Optional life
2 Plans Waived

SunLife Financial (Employee) Included
SunLife Financial Additional (Employee) 54.38 Enroll
Manage

Pension
University of Waterloo (Woluntary

Enrolment)

Manage

35. Review and update your pension plan elections.
Note: You are only eligible to waive if you are under age 35. Employees not eligible for the pension plan will

not have the option to elect. You cannot waive once you have elected to join the pension plan.

Plans Available

Select a plan or Waive to opt out of Pension

| item
“Selection Benefit Plan

University of Waterloo (Voluntary Enrolment)

0 Sselect

Waive

36. Click Confirm and Continue to proceed to the beneficiary screen.
37. Click the + in the beneficiary table to add beneficiaries or the - to remove them.
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38. Click the menu prompt and select Add New Beneficiary (do not select Trust) if you have not set them up
as a beneficiary yet, or Existing Beneficiary if you have already entered their information.
39. On the Add New Beneficiary screen, enter the following information:

e Relationship
e Name
e  Address

e  Phone number

For a Trust (i.e. minor child under 18), enter as follows:
e  First Name: John Doe in trust for

e Last Name: Minor child full name

Note: All relationship/contact information should be for the adult trust. Each trust needs a separate
record. If naming an Estate, First Name: Estate of; Last Name: John Doe

40. Once your beneficiary is listed, enter the Percentage amount.
Note: Percentages must equal 100 for each plan.

Beneficiaries

Select an existing or add a new beneficiary person or trust to this plan. You can also adjust the percentage alloration for each beneficiany

*Primary Beneficiaries
"

| Beneficiary Percentage

L

% Sample Beneficiary - | =
s ] | B

Secondary Beneficiaries
Beneficiary Percentage

Mo Data

41. Repeat the process for any additional or secondary beneficiaries, noting that a spouse must be listed as the
primary pension beneficiary if applicable. If you would like to name someone other than your spouse as a
primary beneficiary, you must complete a Spousal Waiver form and send it to HR in EC1.

Note: Secondary beneficiaries are optional and can be listed as a back-up in case the primary beneficiary is
deceased.
42. Once changes are complete, click Save.
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REVIEW & SIGN

43. Once changes have been made to all applicable plans, click Review and Sign at the bottom of the screen.
Save for Later

Note: Changes are not finalized until this step is completed.

44. Review your changes and scroll down to select the I Agree checkbox.

45. Click Submit.

46. This next page presents a summary of your benefit elections for your reference only. You may choose to print
or save this page or just click Done. Do not send this page to Human Resources.

INBOX TASKS

Wet signatures are required for legal purposes for any beneficiary changes. Navigate to your Workday inbox to
find the Review Documents tasks.

47. Click the PDF beneficiary document to print and sign. The original form with wet signatures needs to
be sent to Human Resources in EC1. Forms should be sent within 30 days of change.
48. Once sent, click I Agree and Submit at the bottom of the screen to complete your benefit changes. Repeat

this process for both Life Insurance and Pension beneficiary documents in your inbox as applicable.

Note: Pension and Life Insurance each have their own beneficiary designation forms. The forms will only be

sent to you if you make a beneficiary change to the associated plan.

—

Save for Later Cloze

Inbox tasks specific to marriage/common law partnership or divorce/dissolution
of marriage events

49. Click the Update your Coordination of Benefits inbox task.

50. Follow the on-screen instructions (repeated in more detail below) to navigate to your worker profile and
update your coordination of benefits (enter whether your spouse has their own benefit plan that you are
covered under as well).

51. Click the profile icon and click View Profile.
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On behalf of: UW Employee

View Profile

far Home
B My Account >
¥r Favorites
& My Reports

Help 2
€5) Recovery Assistant >

Sign Out

52. Select the Actions button under your name and hover over Additional Data to select Edit Effective-
Dated Custom Object.

5 UNIVERSITY OF 7\
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Actions

Worker

Benefits 3
Business Process » - Ce
View Team
Compensation E W
Job Change >
Payral ¥
I Persanal Data »
Time and Leave E e J'Dh
= Waorkday Account 3
Organization Plant Operatic
Worker History ¥
Business Title Custodian |
i Favorite ’ Manamar Mravanias Inh
I Edit Effective-Dated Custom Dt.;e:'tl
2 Preferences
iy |
Security Brofile y View All
Wiew All As Of
I Additional Data I » Edit

53. Enter the date benefits became effective in the Effective Date field and click OK.
Note: This is typically your hire date.

54. Click the Edit Additional Data option in the pop-up window.

You have submitted

Up Next: Melissa Campbell, Coordination of Benefits
View Details

Edit Additional Data —>

Note: If the pop-up is no longer on the screen, the coordination of benefits task will be in your Workday
inbox. Complete and submit from there.

5 UNIVERSITY OF 7\
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55. Fill out the coverage your spouse currently has with their own extended health and dental plans (none = no
plan; single = coverage only for themselves; family = you are also covered under their plan). If they are
covered under another plan, fill out the provider name and policy number; otherwise, select None and leave
those fields blank.

Coordination of Benefits

My spouse currently has the following Extended Health Care coverage * Family =
Extended Health Care Prowider Sun Life

Extended Health Care Policy Mumber Z345

My spouse currently has the following Dental coverage ®* Single

Dental Provider Sun Life

Dental Policy Nurmnbser Z345

56. Once complete, click Submit.

57. Navigate back to your Workday inbox to submit the Coordination of your Benefits inbox task to complete
your changes.
Note: All inbox tasks must be submitted to complete benefit changes.

58. Select the Update Marital Status task and click the Change My Personal Information button to
navigate to the Change Personal Information page.

For

Overall Process  Benefit Event on 02/01/72019

Overall Status Successfully Completed

Instructions Fiease chck the Change My Personal Information task button to update your marital status

Dnce complete, naw :_|-|‘.r back here and thiz To Do to finalize the iransaction

59. Click the Edit icon (pencil in grey box) in the Marital Status section to update your marital status.

S UNIVERSITY OF 7\
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Marital Status

Marital Status

Married (Canada)

Marital Status Date
02/01/2019

60. Click Submit to return your Workday inbox.

61. Click Submit on the Update Marital Status task in the inbox.

62. Select the Review Documents option in the pop-up window OR navigate back to your inbox to select
the Review Documents task.

@ You have marked as Complete

Up Next: Melissa Campbell, Review Documents

View Details

Review Documents —

A Declaration of Marital status form will be sent, along with beneficiary designation forms if you have made
beneficiary changes.

63. Print and fill out the Declaration of Marital Status form. An electronic copy can be emailed to
hrhelp@uwaterloo.ca, or if you also need to send in beneficiary designation forms, the completed forms can
be mailed together to Human Resources in EC1.

64. Click the PDF beneficiary document to print and sign. The original form with wet signatures needs to be sent
to Human Resources in EC1.

65. Once sent, click I Agree and Submit at the bottom of each inbox form task to complete your benefit
changes. Make sure to repeat this process for all Review Document tasks in your inbox as applicable - there
should be no tasks left in your inbox when you are done.

Note: Pension and Life Insurance each have their own beneficiary designation forms. The forms will only be

sent to you if you make a beneficiary change to the associated plan.

| Agree

Save for Later Close
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VIEW BENEFIT ELECTIONS

1. On the Workday homepage, click View All Apps to go to the Benefits application.

Apps

Time Off and Leave

G

&

Time Tracking Eligibility Audit

o

E Timeos

=]

Time

=

[%I Absence

25 Benefits
Pay

. Directory
(@ Add Apps ) (:7 Edit )

2. Click Benefit Elections under View

3. Review your benefit elections and costs.

Benefit Elections

)

Current Benefit Elections and Costs 9 items

Coverage Begin  Deduction Begin Calculated
Benefit Plan o s Coverage Coverage
Medical - Actna PPO 11/16/2009 11/16/2009 EE-Employee Only

Dental - Aetna PPO 1116/2009 11/16/2009 EE-Employee Only

Vision - Vision Service Plan VSP 01/0172013 010172013 EE-Employee Only

Healthcare FSA - SHPS 01/01/2012 01/01/2012 $1,000.00 Annual

Basic Group Life - Liberty Mutual 11/16/2009 11/16/2009 $75000 §75,000.00
(Employee)

Voluntary Supplemental Life- Liberty  01/01/2013 01/01/2013 $300000 $300,000.00
Mutual (Employee)

Short Term Disability - Liberty Mutual  11/16/2009 11/16/2009 75% of Salary $5238225
(Employee)

Long Term Disability - Liberty Mutual ~ 11/16/2009 117162009 60% of Salary 54190580
Enhanced (Employes)

Employee Assistance Program - 01/01/2010 01/01/2010

Liberty Mutual MyLibertyAssist®

PRINT BENEFITS STATEMENT

1. Click on the profile icon and select View Profile.
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On behalf of: UW Employee

View Profile

2. Click Actions fro

w Q Search

Eddard Stark

Engineering Managers | 5775

3. Select Benefits > View My Benefit Statement.

Actions

Worker Eddard Stark

Benefits

Business Asset X Contact
View Team

Business Process Email eddard@uwaterloo.ca

Compensation
Work Address
Job Change
Manage Work 200 University Avenue W Waterloo, ON N2L 3G1 Canada

Perzonal Data

Time and Leave

v Job

Workday Account
Worker History Organization Leader Thrones

Business Title Engineering Managers | 5775
Favorite
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Click the prompt in the Benefit Event field.
Select the desired Benefit Event you would like to view and print.
Click OK.

Click the Print icon. The selected Benefit Event will open as a PDF document, which can be saved and printed.

ACCESS OR MODIFY PAY INFORMATION

VIEW OR PRINT PAYSLIPS

ook

1. Onthe Workday homepage, click View All Apps to go to the Pay application.

Apps
=@ Time Off and Leave
{3\ Time Tracking Eligibility Audit
.
B timeo
=]
Time
.
I%I Absence
35 Benefits
= Pay
Directory

(ommm) (o)

2. Click Payslips under the View section.

IC] Action
Payment Elections

withholding Elections

Bl View

Payslips

Tax Documents

S UNIVERSITY OF 7\
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3. To print a payslip, click the Print button next to a payslip name. You can also save the payslip to your
computer as a PDF.
4. To print multiple payslips, click Print Multiple Payslips.

CHANGE PAYSLIP PRINTING ELECTION
1. Onthe Workday homepage, click View All Apps to go to the Pay application.

Apps
=@ Time Off and Leave
{‘i\ Time Tracking Eligibility Audit
. _ N
B timeo
=]
Time
[% Absence
Benefits
= Pay
Directory

(ommn) ()

2. Click Payslips under the View section.
3. Click Change Payslip Printing Election and click OK to continue.

My Payslips

Amelia Casias (Aciom)

Change Payslip Printing Election

Payslip Printing Details 1 item G = [
Company Payszlip Printing Details
Global Modern Services, Inc. (USA) You do not receive a paper copy of payslips. -

4 -
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Your name, organization, and payslip printing details will auto-populate on the next screen.
Click the New Payslip Printing Election prompt to view the available options.
Select from the displayed options.

oo s

Click OK, then Done to complete the process.

Note: Learn more about understanding your payslip on the HR website. Navigate to Information For >
Employees> Payroll > Understanding your payslip.

SET UP DIRECT DEPOSIT ACCOUNTS

With Workday, you have the option to have your pay deposited in up to 3 different bank accounts. The process for
setting up multiple bank accounts is a two-step process:

1. Add bank information for the deposit account(s).
2. Update Payment Elections information to indicate how you want your pay processed.

To set up direct deposit account(s):

1. Onthe Workday homepage, click View All Apps to go to the Pay application.

Apps
[ Time Off and Leave
{‘i\ Time Tracking Eligibility Audit
=
B timeor
=]
Time
.
I%I Absence
%5 Benefits
= Pay
Directory

(omm) (ra)

2. Click Payment Elections under Actions.

5 UNIVERSITY OF 7\
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>

1.

3.

7.

Click Add.

Accounts 1 item

Account Nickname Country
Bofa United States of
America
Add

Use the on-screen help to ensure you enter the information correctly.

Help Available

rini Use this icor

s Feld

You can add a Nickname to help you identify this account (Optional).

Select the Account Type (Chequing or Savings) and enter the following information:
1.  Bank Name
2. Institution Number/Bank ID (3 digits)
3. Account Number (7-12 digits)
4. Branch ID (5 digits)

Click OK to save. Once the account has been added, you may use it to make payment elections.

MANAGE YOUR PAYMENT ELECTIONS

On the Workday homepage, click View All Apps to go to the Pay application.
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Apps

Time Off and Leave

Gl

&

Time Tracking Eligibility Audit

. _ N

B timeo
=]

Time
-

[%I Absence
%) Benefits
Pay

Directory

(ommn) ()

2. Click Payment Elections under Actions.
3. Edit or Remove bank accounts. An account can only be deleted if it is no longer used as a payment election.

Accounts 1 item EE ? m l’
A t A t
Account Nickname Country Bank Name e e
Type Number
Bank of America ******1859 United States of America Bank of America Checking ******]1859 Edit .
Remove
s
4 b
4. Click Edit in the Payment Elections section to modify a payment election.
Payment Elections 3 items n":' ? .rJl
Payment Elections
Pay Type
Account S
Payment Type Account Nibes Distribution
Expense Payments  Direct Deposit Bank of America *****1859 o] 859 Balance Edit o
Yes
Regular Payments Direct Deposit Bank of America *****]1859 Hiania] 859, Balance Edit
Yes
Bonus Payments Direct Deposit Bank of America ***+**+*]1859 ki 859 Balance Edit
Yes -
] L3
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5. You can change the amount or percent that goes into the main account or the accounts that receive the balance of

payments.
6. Click OK to save.

VIEW YOUR TAX WITHHOLDING ELECTIONS
1. Onthe Workday homepage, click View All Apps to go to the Pay application.

All Apps & %

[z=]
o £

Time Absence Benefits Pay
Directory Personal Learning
Information

2. Click Withholding Elections under Actions

Withholding Elections
Eddard Stark (actons)

Home Address 12 street rd
kitchener, ON N1R 2T1
Canada

Social Insurance Number 555 555 555

Province of Employment Ontaric

| Federal Elections Province Elections I

Company  University of Waterloo

Eddard Stark for University of Waterloo has TD1 for payroll date 11/01/2018

Name

Effective Date 11/01/2018

Basic personal amount 11,809
Canada caregiver amount for infirm children under age 18

Age amount

Pension income amount
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3. View your Federal Elections or click the Federal Elections or Provincial Elections tabs to review your

status.

VIEW YOUR TAX DOCUMENTS

1. Onthe Workday homepage, click View All Apps to go to the Pay application.

Apps

Time Off and Leave

5

Time Tracking Eligibility Audit

&

.

E Timeoif

[==]

Time

.

I%I Absence

%) Benefits
Pay

Directory
(@ Add Apps ) (5} Edit )

2. Click My Tax Documents under View.
3. Review the documents Workday has on file for you. Note: you can access up to 7 years of tax documents on
Workday. If you require documents from prior periods, please contact hrhelp@uwaterloo.ca.

Names Personal Information s Dacumsnts Additional Data
Add
e 18
Afachments
Worker Docussent Dosument Category Comment
File Nama Ahemative Text Updosd Date
% Z018-06-30-UW Payslip pof Historicad Pay Slips Paynlip Document 20718-06:30-LIW Payslip pdi V172852018 08:58:38
AM
201606 18UW Payalip pel Historical Py Siips Payalip Document 20716-06-16-LIW Pysiip pof V1/28/2018 D8:58.38
AM
2018-06-02UW Payalip pel Historical Piay Slips Payalip Document 2018-06-02-UW Payalip pef V172872018 08:58:38
AM
L 207805 15U Payslip.pef Historica! Pay Slips Payalip Biocument 20718-05-13-UW Payalip pdf 1172872018 08:58:38
AM
L 2018-0505UW Payalip et Hiatorical Py Slips Payalip Document 2018-0505-UW Payalip.pof T1/Z8/Z018 08:58:38
AM
A 2016-04:21-UW Payslip paf Historical Pay Slips Payalip Document 201804 21-UW Payalip pef 11/28/2010 08:5838
AM
. 20 7UW Payslip pef Historical Pey Slips: Payslip Bocument 2016-04-07-UW Payslip pf 117282008 09:58:38
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VIEW YOUR HISTORICAL TAX DOCUMENTS AND PAYSLIPS

1. Click on the profile icon and select View Profile.

O P

On behalf of: UW Employee

2. Click the Personal tab from your Worker Profile.
3. Click the Documents subtab.

Names Personal Information s Documents
(Actions ) Add
(=] ah 11items
Worker Document Document Category Comment

B8  summary * 201474 Slip_UW_REG_0_ON.pdf Historical Tax Documents Tax Document
Bl overview * 2015.T4 Slip_UW_REG_0_ON.pdf Historical Tax Documents Tax Document
o  Job

+ 2016.T4 Slip_UW_REG_0_ON.pdf Historical Tax Documents Tax Document
[i]  compensation

201774 Slip UW_REG_0_ON.pdf Historical Tax Documents Tax Document
&  Personal
[ coma * 2018-06-30:UW Payslip.pdf Historical Pay Slips Payslip Document
B ey L 2018.07-31-UW Payslippdf Historical Pay Slips Payslip Document

The Documents subtab will allow you to download or view documents.

B

8

View Profile

File Name

2014_T4 Slip_UW_REG_O_ON.pdf

2015_T4 Slip_UW_REG_0_ON.pdf

2016_T4 Slip_UW_REG_0_ON.pdf

2017_T4 Slip_UW_REG_O_ON.pdf

2018-06-30-UW Payslip.pdf

2018-07-31-UW Payslip.pdf

Attachments

Alternative Text

5. Review the documents Workday has on file for you. Note: you can access up to 7 years of tax documents on

Workday. If you require documents from prior periods, please contact hrhelp@uwaterloo.ca.

VIEW ABSENCES

1. Onthe Workday homepage, click View All Apps to go to the Absence application.
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Apps

=@ Time Off and Leave

{‘i\ Time Tracking Eligibility Audit

. _ N

B timeo
=]

Time
-

[%I Absence
%) Benefits
Pay

Directory

(ommn) ()

2. Click My Absence under the View section.

Request View

Request Absence My Absence

Correct My Absence Absence Balance

Request Return from Leave of Absence

3. A summary of your Absence Requests such as vacation and leave will appear.

Absence Requests Absence Balances as of Current Date

Absence Requests 6 items M =0l 8@ S
Date Day of the Week Type Requested Unit of Time Status View More
02/15/2019 Friday Vacation - Staff 7  Hours Submitted Q -
02/14/2019 Thursday Vacation - Staff 7 Hours Submitted Q
02/13/2019 Wednesday Vacation - Staff 7  Hours Submitted Q
02/12/2019 Tuesday Vacation - Staff 7  Hours Submitted Q
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VIEW TIME OFF AND LEAVE OF ABSENCE BALANCES AS OF A CERTAIN DATE

1. Onthe Workday homepage, click View All Apps to go to the Absence application.

Apps

Time Off and Leave

G|

&

Time Tracking Eligibility Audit

Time Off

{h

(<]

Time

Absence

{h

Benefits

oo
&0

Pay

Directory
(@ Add Apps ) (5«; Edit )

2. Click Absence Balance under the View section.

Request View

Request Absence My Absence

Correct My Absence Absence Balance

Request Return from Leave of Absence

3. Enter a date in the As Of field.

4. Click OK and a report of your Balances As Of the date you entered will display. Balances are tracked in hours.

UNDERSTANDING YOUR VACATION BALANCE

Visit Understanding Your Vacation Balance on the Workday website to view the definitions labelled on the vacation

balance chart in Workday.
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Term

Definition

Unit of Time (in hours)

Vacation is tracked in hours in Workday. For example, 1 day of vacation equals

7 hours for an employee working the standard 35-hour work-week.

Beginning Year Balance

Beginning balance for the vacation year (same as carryover).

Carryover Balance

You can carryover a maximum of 2 weeks of unused vacation from the previous

year.

Accrued Year To Date

Amount earned throughout the previous year that is available for this year.

Absence Paid Year To Date

Vacation requested.

Beginning Period Balance

Starting balance for the period, mentioned in the “As of Period”.

Accrued in Period

Earned throughout the last month. This will be 0 for every other month except
July every year.

Absence Paid in Period

Any vacation taken during the period mentioned in “As of period”.

Carryover Forfeited in Period

Carryover lost (if any) in the said period.

Balance As of Date

Balance as of the particular period mentioned in “As of Period”.

Balance As of Date (Includes
Events Awaiting Approval)

Balance as of the end of the period, including any vacation that is in future date
within the period in Workday.

As of Period

Beginning to end of month.

SUBMIT TIME OFF AND LEAVE OF ABSENCE REQUESTS

1. Onthe Workday homepage, click View All Apps to go to the Absence application.
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=@ Time Off and Leave

{‘i\ Time Tracking Eligibility Audit
. _ N

B timeo

=]
Time

[%I Absence

%) Benefits
Pay

Directory

(ommn) ()

2. Click Request Absence under the Request section to display the absence calendar

Request View

Request Absence My Absence

Correct My Absence Absence Balance

Request Return from Leave of Absence

3. Click on the day(s) you wish to take time off or click and drag to select multiple days OR Select Date Range to
enter an extended date range (Optional). This is useful when entering an absence request that might extend into
a different month or over a long period.

sl UNIVERSITY OF 7\
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Click and drag on the calendar or select date range.

Select Date Range

Balances Today | { > October 2020 +
———————— Sunday Monday Tuesday Wednesday
Balance as of 11/13/2020 E
; 27 28 29
Per Plan
Bereavement Leave
0 Hours
(Bereavement Leave)
4 5 6
Vacation
84 Hours
(Vacation - Staff)
Total 11 12 13

84 Hours Thanksgiving

[© Sick Time oft

4. Click Request Absence and the number of days you requested will display on the button to confirm your
request.
5. Select the Type of absence requested. Your options will include only absence types available to you. Note: The

T : |
Select Absence Type ? Help Available X

Use this icon to view field level help for this page.

When  Wednesday, December 12, 2018 C] Don't display this message again

Type *

Cancel

question mark is available to assist you through this process. Click on Show Me to review the help text to

complete your request.

6. Click Next and the Quantity per Day will default to your daily scheduled hours.
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7. To change the number of hours for your time off, click Edit Quantity per Day to enter the desired number of
hours and any needed comments. You can also update all quantities to the same amount, enter the desired
amount in the Update all Quantities field. (Optional)

Request Absence

he comect period of absence you require. If needed you can use the Edit Quantity per Day option to add or change the default quantity, for example you would enter 0.5 for a half day absence if the default quantity s 1 day

Total 16 hours - Sick (Hours
Request 1 itor B

*From To “Type Quantity per Day Total

202018 prm— Sick (Hours) Bhours 16 hours Edit Quantity per Day

8. Click Done.
9. Attach any supporting documents by dragging them to the Attachments field or clicking Select files.
10. Click Submit. You can view the status of your request at any time by returning to the My Absence report.

CANCEL A SUBMITTED TIME OFF REQUEST

Submitted time off requests that have not yet been approved can be cancelled. Once approved, you must correct the

request to cancel it.

1. Onthe Workday homepage, click View All Apps to go to the Absence application.

Apps
liz#g  Time Off and Leave
{3\ Time Tracking Eligibility Audit
.
B timeo

[==]
Time

.
I%I Absence

55 Benefits
Pay

Directory

(ommm) (ram)
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2. Click Request Absence or Correct My Absence under the Request section to display the absence
calendar
Request View
Request Absence My Absence
Correct My Absence Absence Balance

3.
4.

5.

Request Return from Leave of Absence

Click the time off entry on the calendar.
Click Cancel this Request and enter a comment (this step is required for a cancellation).

Details bE
When Monday, August 13, 2018 - Tuesday, August 14, 2018
just 201 Type Sick (Hours)
Requested 16 Hours
Initiated On 08/10/2018 01:17 PM
Absence Event  Absence Request: Brian Kaplan
Comment (empty)

I Cancel this Request I

Close

Click Submit, then Done. No approval is required.

CANCEL A SUBMITTED LEAVE OF ABSENCE REQUEST

Submitted leave of absence requests that have not yet been approved can be cancelled. Once approved, you must

correct the request to cancel it.

1.

On the Workday homepage, click View All Apps to go to the Absence application.
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B timeo
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2. Click Request Absence or Correct My Absence under the Request section.

Request View

Request Absence My Absence

Correct My Absence Absence Balance

Request Return from Leave of Absence

3. Click the leave of absence entry on the calendar.
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4. Click the Absence Event’s Related Actions  icon that appears when you hover over Absence event

details.
Details b &
Last Day of Work 08/24/2018
First Day of Absence 08/27/2018
Estimated Last Day of Absence  08/28/2018
Type Jury Duty
I Absence Event Absence Request: Brian Kaplan &5 I
Close

5. Click Business Process > Cancel and enter a comment (this step is required for a cancelation).

6. Click Submit, then Done. No approval is required.

MODIFY PREVIOUSLY SUBMITTED AND APPROVED TIME OFF REQUESTS

1. Onthe Workday homepage, click View All Apps to go to the Absence application.

Apps
< Time Off and Leave
{‘i\ Time Tracking Eligibility Audit
. _ N
B timeo
=]
Time
.
I%I Absence
%) Benefits
= Pay
Directory

(ommn) ()
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2. Click Request Absence or Correct My Absence to go to the absence calendar.

Request

Request Absence My Absence

Correct My Absence Absence Balance

Request Return from Leave of Absence

Click the time off entry on the calendar.
Select the day(s) you want to correct or click the Remove Row icon to remove the days.

Enter the Type.

AN L S

Enter an adjustment to requested hours in the Quantity per Day field.

Correct Absence

Total
24 Hours

Monday, September 17, 2018 - Wednesday, September 19, 2018

Select All 0 selected

Correct 3items

Monday, September  Vacation (Hours) 8 Hours
17,2018

Tuesday, September ~ Vacation (Hours) 8 Hours
18,2018

Wednesday, Vacation (Hours) 8 Hours
September 19,2018

Quantity per Day | 0

Unit of Time (empty)

Comment

Note: If required, you will be prompted to attach documents to this correction.

7. Click Submit.
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TIME-TRACKING

ENTER TIME BY WEEK FOR CASUAL PAY
1. On the Workday homepage, click View All Apps to go to the Time application.

Apps X
=@ Time Off and Leave
{‘:\ Time Tracking Eligibility Audit
. _ N
[E Timeos
EH
Time
. _ N
[%I Absence
Benefits
Pay

Directory
(@ Add Apps ) <5¢ Edit )

2. Under Enter Time, click This Week or Last Week, or Select Week to choose a different time block.

3. Click the day on the time entry calendar for which you want to enter time OR to enter time for the week,
click Actions at the top right of the calendar and select Enter Time by Type.

Week ~ Actions ¥ Summary
Fri, 3/12 Sat, 3/ Mar7-13, 2021
Hours: 0 Hoursg
Enter Time by Type
Pay date 5 T Regular 0
. equest Absence
02/21/2021 - 03/06/2021 Overtime 0
Review Time by Week ;
Time Offs 0
Total Hours (exc] Time Offs) 0

4. Under Time Type, select Hours Worked and enter the daily hours worked for the week and click OK at the
bottom to return to the time entry calendar.
Note: You must enter time in hours, i.e. half an hour would be entered as .5

UNIVERSITY OF /-\
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Enter Time by Type

2items

Time Type Worktags Sun, 2/28 Mon, 3/1 Tue, 3/2 Wed, 3/3 Thu, 3/4

L )

| = % Hours Worked

5. The hours entered for the week will display in the Summary section to the right of the time entry calendar.
6. Once all hours have been entered for the week, click Review to review and submit the hours.
Note: If time entry is locked for payroll processing, you will receive an Alert notification and there will
be no Review button to select. To submit these hours you will need to wait until time entry re-opens
(typically the day before the current pay date).

Summary
Mar 7-13, 2021

Regular 7.5
Overtime 0
Time Offs 0
Total Hours (excl Time Offs) 7.5

7. Inthe review screen, click Submit to send the hours for manager approval.
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Submit Time

You are about to submit time for the week 03/07/2021 - 03/13/2021.
Following date range will be submitted for approval.

March 7 — 13, 2021 : 7.5 Hours Total

Total for March 7 — 13, 2021

Regular 7.5
Overtime 0
Time Offs 0

Total Hours (excl Time Offs) 7.5

/—\\I enter your comment

Cancel

8. Once submitted, a confirmation screen will pop up and show who the time entry has gone to for approval.

p
You have submitted
Up Next: Approval by Manager, Due Date

03/06/2021

View Details

5 UNIVERSITY OF 7\
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ENTER TIME BY WEEK FOR OVERTIME HOURS
1. Onthe Workday homepage, click View All Apps to go to the Time application.

Apps X

=@ Time Off and Leave
{3\ Time Tracking Eligibility Audit

.
E timeo

[==]

Time
[% Absence

%5 Benefits

Pay

Directory
(@ Add Apps ) (5} Edit )

2. Under Enter Time, click This Week, Last Week, or Select Week.
3. At the top right of the time entry calendar, click the Actions button to select Auto-fill from Schedule.

This will fill in all regularly scheduled hours for the week.

Week ~ Actions ¥ Su mmary
s 31 TR Mar 8 - 14, 2021
un, 34 Auto-fill from Schedule
Hours: 0
Clear
Regul 0
Enter Time by Type sauE
Overtime x 1.0 0
Request Absence
Overtime x 1.5 0
Review Time Overtime x 2.0 0
Review Time by Week Time Offs 0
Run Calculations Total Hours (excl Time Offs) 0
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Start Date 12/02/2018

End Date 12/08/2018

Time Entry Code  Hours Worked - In/Out

Scheduled Hours 5 items

Quantity Unit Type

12/03/2018

12/04/2018

12/05/2018

4. Click OK to populate the hours into the calendar.

Note: Uncheck any stat holidays or vacation days.

12:00 PM

04:30 PM

08:30 AM

01:00 PM

5. Select the portion of the day where the hours will be added (i.e. if you're working past 4:30 p.m., select the

afternoon portion of the applicable day).

Hours Worked - In/Out
8:30am - 12:00pm
(Meal)

3.5 Hours

(9 Not Submitted

Hours Worked - In/Out
1:00pm - 4:30pm

3.5 Hours

(5 Not Submitted

Hours Worked - In/Out
8:30am - 12:00pm
(Meal)

3.5 Hours

(5 Not Submitted

Hours Worked - In/Out
1:00pm - 4:30pm

3.5 Hours

(5 Not Submitted

Hours Worked - In/Out
8:30am - 12:00pm
(Meal)

3.5 Hours

(© Mot Submitted

Hours Worked - In/Out
1:00pm - 4:30pm

3.5 Hours

(5) Not Submitted

6. Update the hours worked to include overtime hours and click OK.

UNIVERSITY OF
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Hours Worked - In/Out
8:30am - 12:00pm
(Meal)

3.5 Hours

(5 Not Submitted

Hours Worked - In/Out
1:00pm - 4:30pm

3.5 Hours

(5 Not Submitted

Hours Worked - In/Out
8:30am - 12:00pm
(Meal)

3.5 Hours

(O Not Submitted

Hours Worked - In/Out
1:00pm - 4:30pm

3.5 Hours

(X Not Submitted

|72



Enter Time
03/11/2021

Status Not Submitted

Time Type * | % Hours Worked - In/Out ==

In *

01:.00 PM ‘

*

Out

06:00 PM ‘

Qut Reason * | Out v

Hours 5

Details

Comment ‘

View Details

Delete Cancel

7. The hours entered for the week will display in the Summary section to the right of the time entry calendar.

8. Once all hours have been entered for the week, click Review to review and submit the hours.

Summary
Mar 8- 14, 2021

Regular 28
Overtime x 1.0 8.5
Overtime x 1.5 0
Overtime x 2.0 0
Time Offs 0

Total Hours (excl Time Offs) 36.5

9. Inthe review screen, click Submit to send the hours for manager approval.
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10. Once submitted, a confirmation screen will pop up and show who the time entry has gone to for approval.

)

You have submitted

X

Up Next: Approval by Manager, Due Date

03/09/2021
View Details

CORRECT TIME-ENTRY

You can correct time prior to or after approval. Any changes made will go to your manager for review.

1. Select any time block you would like to change.

Tue, 3/16
Hours: 3

Wed, 3/17
Hours: 0

Hours Worked
3 Hours
Submitted

Thu, 3/18
Hours: 4

Hours Worked
4 Hours
Submitted

2. In the time block window that opens, update the hours and click OK to save corrections or click Delete

to remove altogether.

If you clicked into an entry by mistake, click Cancel to get out without making any changes.

Enter Time
03/16/2021

Status Submitted

Time Type * | % Hours Worked

Hours *# | 3

Details

Comment ‘

View Details

Delete
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3. Any updated hours that were previously approved or submitted will now have a status of Not Submitted.
Click the Review button to review and submit any changes.
4. Once submitted, a confirmation screen will pop up and show who the time entry has gone to for

approval.

@ You have submitted
Up Next: Approval by Manager, Due Date

03/08/2021
View Details

*

VIEW DETAILS OF SUBMITTED TIME
1. On the Workday homepage, click View All Apps to go to the Time application.

Apps X
li#  Time Off and Leave
{‘2\ Time Tracking Eligibility Audit
o
[F Timeos
[=5]
Time
o
[%I Absence
28 Benefits
Pay
Directory

(o) ()

2. Click This Week, Last Week, or Select Week under Enter Time to access the Time Entry calendar.
3. Select a time block to view detailed information about your time entry.

Tue, 3/16 Wed, 3/17 Thu, 3/18
Hours: 3 Hours: 0 Hours: 4
Hours Worked Hours Worked
3 Hours 4 Hours
Submitted Submitted

4. Click the View Details button.
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Enter Time

03/11/2021
Status Not Submitted
Time Type * | X Hours Worked - In/Out -~ = l
In *| 01:.00 PM l
Qut *| 06:00 PM l
Qut Reason * | Out v
Hours 5

Details

Comment

View Details

“ Delete Cancel

5. Click the Reported tab to view reported work time.
6. Click the Calculated tab to view calculated time.
7. Click the History tab to view the process history of a particular time entry.

Time Block 5.5 Hours on 12/12/2018 cer= I

Worker  Wendy Hague
Date 12/12/2018

Status Not Submitted

Reported Calculated History

Reported Quantity 5.5Hours

Time Eniry Code Hours Worked - In/Out

In 12/12/2018 01:00 PM GMT-05:00 GMT-05:00
Qut 12/12/2018 06:30 PM GMT-05:00 GMT-05:00
Qut Reason Out

Source User Entered

Comment (empty)
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ENROLL IN A COURSE

1. Onthe Workday homepage, click View All Apps to go to the Learning application.

Apps
= Time off
[E5]
Time
[_%] Absence
&) Benefits
Pay
Directory
[@=] Personal Information
/g Learning

X

(ommm) (ri)

2. Select Browse under the Learn menu to view all available courses.

Note: You can filter your results using the filter options on the left side of the page or the faceted search

along the top of the page.

search

Current Search

~ Access Type

Requires Enrollment (93)

(&) Availability

Within 8 - 14 days (1)

Search

Access 2002 Level 2

This course is intended for those who wish to expand their Ac
queries, summarizing data, forms, reperts, and more. Prereq - Access

edge beyond the Level 1 course. Topics will include table designs,
002 Level 1

6 hours + 1 enrolled

Accessible Communities (Mar 12, 2019)
ble & Inclusive C , Action, and You. Using the six Principle of Inclusivity this experiential session explores how
communities and individuals can foster inclusivity for persons with visible and invisible disabilities. The goals of this workshop include: 1

4 hours + Mathematics & Computer

3. Select a course to enroll in by selecting the title.
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4. Click Enroll to display the Enroll in Course page. For an instructor-led course, the course date, time,

location, and instructor will display. If there are multiple course offerings, select the course date that works

best for you.
5. Click Submit, then Done. This task will be routed to your manager for approval.

DROP A COURSE

1. Onthe Workday homepage, click View All Apps to go to the Learning application.
Apps X

Time Off

Y

Time

@

Absence

Y

8

Benefits

Pay

Directory

Personal Information

(3]
il

Learning

I

(S ()

Select Drop Course under the Learn menu.
Select the course to drop from the Course prompt.
Click Drop and select a drop reason, if applicable.
Click OK and Submit to drop the course.

CANE SR
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