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Time off procedures

The steps listed below are intended to help you through how to request time off on behalf of an employee. The same

process is also used to put an employee on leave.

ENTER ABSENCE FOR AN EMPLOYEE

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

Pay

Compensation

Directory

Personal Information

My Team Management

Birthdays

Onboarding Status Summary

Anniversaries

Learning

Team Time

Manager Reports

(omm) (z)

Note: If the Team Time application is not on your applications screen, see instructions for how to add it.

2. Select Enter Time for Worker from the Actions menu.
3. Use the search bar to locate the worker you want to enter time for as well as the date.

Enter Time for Worker

Worker #*

Date *| 12/12/2018 F

Sr@] UNIVERSITY OF /\
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4. Click Enter Time and select Enter Absence.

Auto-fill from Schedule

Clear
N Enter Absence
Enter Time

Review Time

Review Time by Week

5. Once dates are selected, click Request Absence to choose the absence type and Submit once complete.

Note: A Reason Code for the requested Absence may be required. A red asterisk beside the 'Reason' field indicates

that the field is required to proceed.

CORRECT ABSENCE

1. From the home page, type the employee name in the main Search bar and click the result that displays their

name and position to navigate to their Worker Profile.

Q worker's name]

Absence Requests Absence Balance

( Add Absence ( Edit Absence >

2. Select Absence from the main menu on
the left side of the Worker Profile.

UNIVERSITY OF /-\
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UW Employee

test job

| Actions I

B2 a8

oo
(=]

Summary

Overview

|

2]

Job

Compensation

Personal

Contact

Pﬂy

Absence

@ m|Eh B =

3. Click Edit Absence to go to the Absence Calendar.

Absence Requests Absence Balance

( Add Absence ( Edit Absence )

4. From the Absence Calendar, click on the grey bar associated with the time off/leave that you would like to
edit.

29 22 24
II + Vacation - Staff I

5. Select the dates to be corrected and make the appropriate edits.
Note: Days can be deleted within the chart and the Type and Quantity (number of hours) are edited in the
fields below after selecting the days to be edited.

6. Once completed, click Submit to finalize the transaction.

UNIVERSITY OF /\
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VIEW TEAM TIME OFF CALENDAR

1. On the Workday homepage, click View All Apps to go to the Team Time application.
Apps X

Pay

Compensation

Directory

Personal Information

My Team Management

Birthdays

Onboarding Status Summary

Anniversaries

Learning

Team Time

Manager Reports

(omm) (za)

Note: If the Team Time application is not on your applications screen, see instructions for how to add it.

2. Select Time Off & Leave Calendar under the View menu.
Note: Approved requests show with a green check mark and pending requests show in gray. You can

approve pending requests from this screen by clicking on the request and then Review.

VIEW STATUS OF REQUEST

1. At the top right of the Workday screen, click on the inbox icon.
2. Click on the Archive tab.

Sr@] UNIVERSITY OF /\
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Actions (0) Archive

Viewing: All ’ Sort By: Mewest

3. Find the relevant request in the archive list and click on it to open it in the viewing window.
4. Within the View Event screen, click on the Process tab to view the Process History.

Overall Status Suceessfully Completed
Details Process

Process History 1 item

Process Step Status

Request Leave of Absence Request Leave of Absence Step Completed

TIME OFF PROCEDURES TROUBLE SHOOTING

Why am I receiving a vacation request for my student or casual employee?

e  When employees have multiple positions on campus, any vacation or absence requests submitted will be
sent to all managers for visibility, however only the manager of the absence eligible position should
approve/deny. Once the absence request is reviewed by the appropriate manager, it will automatically be
removed from all other managers' inboxes.

My staff member’s vacation balance is wrong in Workday. How can I update it?

e  Please reach out to hrhelp@uwaterloo.ca on behalf of your employee with the correct balance so HR can
update it.

Can I track flex or lieu time with Workday?

e  Workday’s current functionality does not include tracking lieu or flex time tracking. It only includes requests
for vacation, leaves, and overtime tracking.

g UNIVERSITY OF /\
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Hiring
HIRE A MONTHLY STAFF OR FACULTY

Follow the steps below to hire your monthly employee into Workday.

1. Type Employee Search into the main search bar to access the search by employee ID, student ID search

function to determine if the new employee exists in Workday.

W Q employee search

Employee Search G

First Name
Last Name
Employee ID
Student ID

Operator ID

2. Iftheir Employee Name:
a. Appears as a hyperlink: They are an active employee — hover over the Employee Name to click
the related actions (3 dots) and hover over Job Change to select Add Job and continue from step
3 below.
Note: If you are a manager and this is a former employee who most recently reported to you or is a
retiree, their name will appear as a hyperlink, but there will be no Add Job option. In this case

proceed with option “b” below.

< Employee Search Gt

First Name  sample Last Name emp

1 item

Pre-Hire Mame Pre-Hire ID Employee Name Employee ID Student ID WatlAM

Sample Employee APPLICANT-9-31038 Sample Emplo‘,’e

7 Actions

=
L =)
=
3
D

Job Change > I Add Job 3

Personal Data »

5 UNIVERSITY OF /\
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b. Appears in the search results as text, not a hyperlink: They are a former employee in Workday -
hover over the Pre-Hire Name to click the related actions (3 dots) and select Hire to rehire them

and continue to step 3 below.

< Employee Search i)

First N\ame  sample Last Name  empl

1 item

Pre-Hire Name Pre-Hire ID Employee Name Employee ID
Sample Employe APPLICANT-9-31038 Sample Employee 292061
2 | X L
Actions i
Pre-Hire &
Favorite > Sample Employee

Hire > Contract Centingent Worker
Job Application » I fiire Ervployes I

c¢. Does not appear: They are brand new to Workday — Type Hire Employee in the main search bar

to hire them into the system and follow the steps below.

W Q hire

Search Results

Categories Search Results 21 items

| Common Tasks and Reports

Organizations

Hire Employee

3. Type the manager name of the supervisory organization (sup org) you are hiring into, in the Supervisory
Organization search field and press enter to pull up a list of available sup orgs. From the available options,
select the appropriate one with 'JM' denoted in the title.

Supervisory Organization * hearch =

X House Stark JM
(Eddard Stark)

UNIVERSITY OF
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If you have not performed the Employee Search, please see step 2 before continuing.

4. If the Employee Search produced no results:

Select Create a New Pre-Hire if the employee was not found in the Employee Search and click OK to

continue to
Ifthisis a

the employee’s contact information.
rehire based off the Employee Search:

Their name will now be populated in the Existing Pre-Hire field. Click OK to continue to step 7 — Enter the

employee’s job details.

Hire Employee

When hiring Casuals, Co-ops or Grad Students you must select the Job Management Organiz

Note: All Ongoing and Temporary Staff must be hired through iCIMS.

Supervisory Organization * | X House Stark - JM
(Eddard Stark)

Existing Pre-Hire

@ Create a New Pre-Hire

ENTER THE EMPLOYEE’'S CONTACT INFORMATION

5. Enter the employee’s First and Last Name and then select the Contact Information tab to add a home

address and an email address.

Legal Name Information Contact Information

Country # X

First Name *

Middle Name

Last Name *

6. Click OK to continue to the job details.

Legal ivailie
Canada o

Address

anal Name Infarmatio

Add

Email

Contact Information

Hint: Leave Source and Referred by fields blank.

UNIVERSITY OF
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ENTER THE EMPLOYEE’S JOB DETAILS

7.

8.

10.
11.

12,

13.

Enter the Hire Date and choose the appropriate Reason (Rehire if they are already in Workday, New Hire if
you had to create a new person).
For Employee Type, select the appropriate type from the list by clicking For Current Country according to

the definitions below:
Regular - ongoing staff and faculty and are hired into Workday

Definite term - non-faculty positions, such as post-docs and research associates, as well as Part-Time
Faculty positions and Definite Term Lecturers

Temporary -contract staff of 3 months or greater

Billy Casual

House Stark - JM (Eddard Stark)

When hiring Casuals, Co-ops or Grad Students you must seled
Note: All Ongoing and Temporary Staff must be hired through iCIMS.

Hire Date % | 01/07/2019 [ Reason:

New Hire — Brand new employee in Workday
R i : i = . .
casen peftiiretmeloyeesew g Rehire — Had a previous Workday account

Job Details

Employse Type *

Job Profile % & For Current Country

Tie T . Casual (Fixed Term)
ime Type

Definite Term (Fixed Term) I

Location *

Regular I
Pay Rate Type

Student (Fixed Term)

> Additio

Temporary (Fixed Term) I

In the Job Profile field, select By Job Family > Affiliated Colleges/Institutions to select one of the
following associated with your college/institution:

e  Staff
e  Staff — Bi-weekly
e Faculty

Select the appropriate Time Type (if 35 hours or greater, select Full Time, otherwise select Part Time).
Select the building Location for the employee from the list of All Locations, or type the building
abbreviation.

Leave Default Hours as is and adjust Scheduled Weekly Hours to the number of working hours per
week.

Expand Additional Information.

S UNIVERSITY OF 7\
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14.
15.

16.
17.

@ Additional Information

Update the Job Title to the employee’s actual title.

If the employee has been continuously employed (no break greater than 13 weeks per ESA), update the Continuous

Service Date to the start date of the first continuous contract (affects amount of vacation pay).

Enter an End Employment Date for the employee if applicable (fixed term).

If this employee will be paid from a research account, please provide a short description of their job details in

the comment box.
First Day of Work
Continuous Service Date
End Employment Date
Benefits Service Date
Company Service Date

Conversion Position Start Date

p enter your comment
| |

09/02/2019 [

« -
* | 11/30/2019 [

WM/ DD /YYYY [

WM/ DD /YYYY [

WM /DD /YYYY [

If the employee has been continuously employed
(no break greater than 13 weeks per ESA), update
the continuous service date to the start date of the
first continuous contract (affects amount of

vacation pay).

18. Click Submit to continue to enter SIN if this is a new hire (step 19) or to enter compensation details if this is

a rehire (step 21).

If this is a brand new hire:

ENTER SOCIAL INSURANCE NUMBER

19. Click Open to add a Social Insurance Number (SIN) OR click Skip and OK on the next screen to skip this
step and continue to step 22.

Up Next:

View Details

You have submitted

, Add SIN for new hire

Tip: If you clicked Open or out of the pop-up, the SIN task will be in your inbox to complete or skip from
there. To skip it from your inbox, click the gear icon at the top right of the task and select Skip This Task

and OK.

a) Click the + under the National IDs table to add the Canadian Social Insurance Number (SIN). Click in
the empty fields to select the following:

Country — Canada

National ID Type - Social Insurance Number

S WATERLGO workday
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P

Add/Edit ID - 9 digit Social Insurance Number

Issued Date - Leave blank

Expiration Date - Enter if Social Insurance Number starts with a “9”, otherwise leave blank
20. Click Approve.

National IDs 1 item

*Country *National 1D Type Current ID  Add/Edit ID Issued Date Expiration Date

I x Canada EI Ix Social Insurance Number = I ICEE 555 555 I WM/ DD /YYYY (5] 11/30/2018 [
(SIN)

ENTER EMPLOYEE COMPENSATION INFORMATION

21. Click Open to go to the Compensation screen.

Success! Event approved

Up Next: , Propose Compensation Hire

View Details

Tip: If you clicked out of the pop-up, navigate to your Workday inbox and continue the task from there.

22. Click the edit icon in the Salary section or Hourly for Bi-Weekly employees.

Tip: The appropriate section will be already be open depending on if this is a monthly or bi-weekly employee.

23. Inthe Amount field, enter a monthly or annual amount, ensuring to adjust the Pay Frequency accordingly.
Tip: If they are working less than 35 hours per week, enter the annual salary they would receive if working
full time hours (1.0 FTE). The system will prorate the amount depending on the number of scheduled hours
entered.

UNIVERSITY OF /\
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Monthly staff/faculty

Bi-weekly staff

Compensation Plan
Salary Plan

Total Base Pay Range Compensation Plan

0.01-75,000.00 CAD Annual X Hourly Plan

Apply FTE% Total Base Pay Range

Ves 0.01- 75,000.00 CAD Annual
Amount * Amount *
50,000.00 25.00
Currency * Currency +*
X CAD = X CAD =
Frequency * Frequency *
X Annual = * Hourly =
OR

24. Click Submit.
25. Click Open to continue to update the cost center from the Change Organization Assignments screen.

x

Success! Event submitted

Up Next: , Change Organization Assignments

View Details

(]

Tip: If you clicked out of the pop-up, navigate to your Workday inbox and continue the task from there.

ENTER CHANGE ORGANIZATION ASSIGNMENT

26. In the Cost Center section, click the Edit icon and enter the work order and activity for the employee in
the Cost Center field in this format xxxxx-xxxxx XxX.

UNIVERSITY OF
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Cost Center

Cost Center *

27. Click Submit.
28. Ifthere is only one applicable Cost Center, click Skip for Add Split Between Salary Accounts, then OK to

send the hire to HR for review. If there is more than one cost center, click Open and see the steps below.

x

Success! Event submitted

Up Next: , "OPEN" to add split between salary
accounts or "View Details” to Skip if only one account
View Details

Tip: Leave the reason field blank for skipped fields. If you clicked Open or clicked out of the pop-up instead

of Skipping, navigate to your Workday inbox and select the gear icon (task actions) in the top right of the
Assign Costing Allocation inbox item and click Skip This Task and then OK on the next screen to skip.

If there is more than one Cost Center:
29. Click Open to open Assign Multiple Funding Sources.
30. Select Worker and Position for the Costing Allocation Level.
31. Click Add.
32. Select the + to add an additional row and enter the additional cost center into the Worktags field.
33. Enter the appropriate Distribution Percent.
34. Click Submit and Done. The initiation of this hire is now complete and will go to HR for review.

Tip: To view the status of your hire, type the employee’s name into the main Workday search bar and press
enter. Make sure All of Workday is selected under Categories and click the Hire:(employee name) link.
Click the Process tab on the resulting screen and scroll down the table to see what part of the process the

hire is in.

HIRE A CASUAL EMPLOYEE

Follow the steps below to hire your casual employee into Workday. Once complete, the manager, timekeeper, or

employee can enter hours worked into the time entry system for payment.

Note: If the employee does not fit into the description below, please view the Glossary of Terms to view Employee

Type definition and follow the appropriate hiring instructions.

S WATERLGO workday


https://uwaterloo.ca/workday/sites/ca.workday/files/uploads/files/waterloo_workday_glossary.pdf

Casual: Any employee (student or not) who is employed for less than three months, on an intermittent basis,
or who do not have regularly scheduled hours of work. These employees are initially hired through Workday
and then hours are submitted through Time Entry when hours are worked (paid bi-weekly).

1. Type Employee Search into the main search bar to access the search by employee ID, student ID search

function to determine if the new employee exists in Workday.

w Q employee search

Employee Search G

First Name
Last Name
Employee ID
Student ID

Operator ID

2. Iftheir Employee Name:
a. Appears as a hyperlink: They are an active employee — hover over the Employee Name to click
the related actions (3 dots) and hover over Job Change to select Add Job and continue from step
3 below.
Note: If you are a manager and this is a former employee who most recently reported to you or is a
retiree, their name will appear as a hyperlink, but there will be no Add Job option. In this case

proceed with option “b” below.

FirstName sample  LastName emp

1 item

Pre-Hire Mame Pre-Hire ID Employee Name Employee ID Student ID WatlAM

Sample Employee APPLICANT-9-31038 Sample Employe

Actions

orke
Job Change H I Add Job p
Personal Data >

b. Appears in the search results as text, not a hyperlink: They are a former employee in Workday -
hover over the Pre-Hire Name to click the related actions (3 dots) and select Hire to rehire them

and continue to step 3 below.

5 UNIVERSITY OF /\
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< Employee Search Geions)

First Name  sample Last Name  empl
1 itemn

Pre-Hire Name Pre-Hire ID Employee Name
Sample Employe APPLICANT-9-31038 Sample Employee
4

Actions :

Pre-Hire
Favorite > Sample Employee

Hire > Contract Contingent Worker
Job Application > I s Employes I

c. Does not appear: They are brand new to Workday — Type Hire Employee in the main search bar

to hire them into the system and follow the steps below.

Search Results

Categories Search Results 21 items

| Commen Tasks and Reports

o izati
L b Hire Employee

= P

3. Type the manager name of the supervisory organization (sup org) you are hiring into, in the Supervisory
Organization search field and press enter to pull up a list of available sup orgs. From the available options,

select the appropriate one with 'JM' denoted in the title.

Supervisory Organization % hearch =

» House Stark JM
(Eddard Stark)

Note: JM is short for Job Management. This is used to group positions without regular position numbers

including casual and student employees.

UNIVERSITY OF
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If you have not performed the Employee Search, please see step 2 before continuing.

4. If the Employee Search produced no results:
Select Create a New Pre-Hire if the employee was not found in the Employee Search and click OK to

continue to the employee’s contact information.

If this is a rehire based off the Employee Search:
Their name will now be populated in the Existing Pre-Hire field. Click OK to continue to step 7 — Enter the

employee’s job details.

Hire Employee

When hiring Casuals, Co-ops or Grad Students you must select the Job Management Organiz
Note: All Ongoing and Temporary Staff must be hired through iCIMS.

Supervisory Organization * | X House Stark - JM
(Eddard Stark)

Existing Pre-Hire

@ Create a New Pre-Hire

ENTER THE EMPLOYEE’'S CONTACT INFORMATION

5. Enter the employee’s First and Last Name and then select the Contact Information tab to add a home

address and an email address.

Legal Name Information Contact Information

Country % | X Canada

First Name *

Middle Name

Last Name *

6. Click OK to continue to the job details.

Legal Name Informatio

Address

Add

Email

Contact Information

Hint: Entering Source and Referred by information is optional.

UNIVERSITY OF
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ENTER THE EMPLOYEE’S JOB DETAILS

7. Enter the Hire Date and choose the appropriate Reason (Rehire if they are already in Workday, New Hire if
you had to create a new person).
8. For Employee Type, type Casual (Fixed Term) or select it by clicking For Current Country.

Billy Casual (asons)

House Stark - JM (Eddard Stark) (eers)

When hiring Casuals, Co-ops or Grad Students you must seleg
Note: All Ongoing and Temporary Staff must be hired through iCIMS.

Reason:

New Hire — Brand new employee in Workday

Hire Date 4§ 01/07/2013 Rehire — Had a previous Workday account

Reason I X Hire Employee = New Hire = I

Job Details

Employee Type *

Job Profile " € For Current Country

Casual (Fixed Term)

Time Type *
Definite Term (Fixed Term)
Location *
Regular
Pay Rate Type
Student (Fixed Term)
> Additio

Temporary (Fixed Term)

9. Inthe Job Profile field, select or type the Casual profile applicable to your college.

Employee Type % | % Casual (Fixed Term) =

Job Profile * | cas
12 Result:
Time Type * esds
-
Location * Casual Staff 9010
Clinical Case
Pay Rate Type Manager 3822
e Conrad Grebel
v Additio Casual 9130
Job Title Imprint - Casual
1516
Busi Title
Renison Coll Casual
Location Weekly H 3180
Default Weekly Ho 5t Pauls Casual
9240 -

10. For Time Type, select Part Time.
11. Select the building Location for the employee from the list or type the building abbreviation and press enter.
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12,

13.

14.

15.

16.
17.

Job Details

Organization Renisen University College - JM (Melanie McKellar)

Employee Type % | % Casual (Fixed Term) =

Job Profile % | % Renison Coll Casual =
9180

Time Type * | % Parttime =

Location % | % Renison University =
College

Pay Rate Type X Hourly =

Leave Default Weekly Hours as is and update Scheduled Weekly Hours with the expected number of hours

per week.
Expand Additional Information.

@ Additional Information

Update the Job Title to the employee’s actual title.

Note: This ensures the correct casual position is selected when entering time for multiple casual positions.

If the employee has been continuously employed (no break greater than 13 weeks per ESA), update the
continuous service date to the start date of the first continuous contract (affects amount of vacation pay).

Enter an End Employment Date for the employee.

If this Casual employee will be paid from a research account, please provide a short description of their job

details in the comment box for the Office of Research to review.

v Additional Information

Job Title Renison Casual Marker <«
Default Weekly Hours 35

Scheduled Weekly Hours

FTE 37.14%

If casual, update
the job title.

If the employee has been continuously

Continuous Service Date 06/01/2020 | «————— | employed (no break greater than 13 weeks

End Employment Date  *| 07/31/2020 E

Benefits Service Date MM/ DD /YYYY [

per ESA), update the continuous service
date to the start date of the first continuous
contract (affects amount of vacation pay).

enter your comment

Enter a job description
if paid from a research
account.
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18. Click Submit to continue to enter SIN if this is a new hire (step 19) or to enter compensation details if this is
a rehire (step 21).

If this is a brand new hire:

ENTER SOCIAL INSURANCE NUMBER

19. Click Open to add a Social Insurance Number (SIN) OR click Skip and OK on the next screen to skip this

step and continue to step 21.

You have submitted

Up Next: , Add SIN for new hire
View Details

Tip: If you clicked Open or out of the pop-up, the SIN task will be in your inbox to complete or skip from

there. To skip it from your inbox, click the gear icon at the top right of the task and select Skip This Task
and OK.

a. Click the + under the National IDs table to add the Canadian Social Insurance Number (SIN). Click in
the empty fields to select the following:

Country — Canada

National ID Type - Social Insurance Number

Add/Edit ID - 9 digit Social Insurance Number

Issued Date - Leave blank

Expiration Date - Enter if Social Insurance Number starts with a “9”, otherwise leave blank

20. Click Approve.

National IDs 1 item

*Country *National I1D Type Current ID  Add/Edit ID Issued Date Expiration Date

I % Canada EI Ix Social Insurance Number = I I?Ea 555555 I MM /DD /YYYY [F] 11/30/2019 [
(SIN)

ENTER EMPLOYEE COMPENSATION INFORMATION

21. Click Open to go to the Compensation screen.

Success! Event approved

Up Next: , Propose Compensation Hire

View Details
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Tip: If you clicked out of the pop-up, navigate to your Workday inbox and continue the task from there.

22. Click the edit icon in the Guidelines section.
23. Click in the Compensation Package field to select By Compensation Rule and select College/Affiliate

Compensation Package.

Compensation Package *

€ By Compensation Rule

. College/Affiliate Compensation
Package

Staff Compensation Package

Search

24. Click Add in the Hourly section.

Hourly

Add

25. Inthe Compensation Plan field select By Compensation Rule and then Hourly Plan.

&~ By Compensation Rule

= —

Search

26. Inthe Amount field, enter an hourly rate.
Note: Make sure to delete any previous compensation plans showing that do not apply to your hire, i.e. a

work placement or URI allowance plan — click the X to the right of the plan to remove it.
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Compensation Plan

X Hourly Plan

Total Base Pay Range
0.01 - 37.01 CAD Hourly

Amount *
[ 20.00 |

Currency *

x CAD

Frequency *

X Hourly

27. Click Submit.
28. Click Open to continue to update the cost center.

Success! Event submitted

Up Next: , Change Organization Assignments

View Details

=]

Tip: If you clicked out of the pop-up, navigate to your Workday inbox and continue the task from there.

ENTER CHANGE ORGANIZATION ASSIGNMENT

29. In the Cost Center section, click the Edit icon and enter the work order and activity for the employee in
the Cost Center field in this format xxxxx-XXXXX XXX.

Cost Center

Cost Center *

30. Click Submit.
31. Ifthere is only one applicable Cost Center, click Skip for Add Split Between Salary Accounts, then OK to

send the hire to HR for review. If there is more than one cost center, click Open and see the steps below.
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32.
33.
34.
35.
36.
37.

Success! Event submitted

Up Next: , "OPEN" to add split between salary
accounts or "View Details" to Skip if only one account

View Details

Tip: Leave the reason field blank for skipped fields. If you clicked Open or clicked out of the pop-up instead of

Skipping, navigate to your Workday inbox and select the gear icon (task actions) in the top right of the Assign
Costing Allocation inbox item and click Skip This Task and then OK on the next screen to skip.

If there is more than one Cost Center:
Click Open to open Assign Multiple Funding Sources.
Select Worker and Position for the Costing Allocation Level.
Click Add.
Select the + to add an additional row and enter the additional cost center into the Worktags field.
Enter the appropriate Distribution Percent.
Click Submit and Done. The initiation of this hire is now complete and will go to HR for review.

Tip: To view the status of your hire, type the employee’s name into the main Workday search bar and press
enter. Make sure All of Workday is selected under Categories and click the Hire:(employee name) link.
Click the Process tab on the resulting screen and scroll down the table to see what part of the process the
hire is in; OR find the submitted Hire event in the Archive section of your Workday inbox and click the

Process tab (items are archived for 30 days).

HIRE A STUDENT

The steps outlined below will guide you through the process of hiring a co-op student, Graduate Teaching Assistant,
and Graduate Research Assistant. To hire a Work Placement (WP), Undergraduate Research Internship (URI), or

Undergraduate Student Research Awards (USRA) student, please view the work instructions specific to that group of

student hires.

Note: If the employee does not fit into the description below, please view the Glossary of Terms to view Employee

Type definitions and follow the appropriate hiring instructions.

Student: Work performed is part of their program. Student type is to be used for co-op students including
program funded such as Work Placement, URI and NSERC USRA, Graduate Teaching Assistants, Graduate
Research Assistants, Undergraduate Teaching Assistants and Undergraduate Research Assistants. Payments
for students are set up during the hiring process and are typically paid monthly for the duration of a term.

Type Employee Search into the main search bar to access the search by employee ID, student ID function
to determine if the new employee exists in Workday.

UNIVERSITY OF

WATERLOO workday. 25


https://uwaterloo.ca/workday/sites/ca.workday/files/uploads/files/waterloo_workday_glossary.pdf

w Q employee search

Employee Search Geo

First Name
Last Name
Employee ID
Student ID

Operator ID

2. Iftheir Employee Name:
a. Appears as a hyperlink: They are an active employee — hover over the Employee Name to click
the related actions (3 dots) and hover over Job Change to select Add Job and continue from step
3 below.
Note: If you are a manager and this is a former employee who most recently reported to you or is a
retiree, their name will appear as a hyperlink, but there will be no Add Job option. In this case

proceed with option “b” below.

< Employee Searc

First Name  sample Last Name emp

1 item

Pre-Hire Mame Pre-Hire ID Employee Name Employee ID Student ID WatlAM

Sample Employee APPLICANT-9-31038 Sample Emplo‘,’e

7 Actions
Worke
Job Change > I Add Job P
Personal Data »

b. Appears in the search results as text, not a hyperlink: They are a former employee in Workday -
hover over the Pre-Hire Name to click the related actions (3 dots) and select Hire to rehire them

and continue to step 3 below.
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< Employee Search i)

First N\ame  sample Last Name  empl

1 item

Pre-Hire Name Pre-Hire ID Employee Name Employee ID
Sample Employe APPLICANT-9-31038 Sample Employee 292061
4 b4 |
Actions i
Pre-Hire &
Favorite > Sample Employee

Hire »

1 Contract Contingent Worker
Job Application > I tire Ermployee I

c. Does not appear: They are brand new to Workday — Type Hire Employee in the main search bar
to hire them into the system and follow the steps below.

w Q hire

Search Results

Categories Search Results 21 items

| Common Tasks and Reports

Organizations

Hire Employee

Dl

3. Type the manager name of the supervisory organization (sup org) you are hiring into, in the Supervisory
Organization search field and press enter to pull up a list of available sup orgs. From the available options,
select the appropriate one with 'JM' denoted in the title.

Supervisory Organization # hearch =

® House Stark JM
(Eddard Stark)

If you have not performed the Employee Search, please see step 2 before continuing.
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4. Ifthe Employee Search produced no results:
Select Create a New Pre-Hire if the employee was not found in the Employee Search and click OK to
continue to the employee’s contact information.
If this is a rehire based off the Employee Search:
Their name will now be populated in the Existing Pre-Hire field. Click OK to continue to step 7 — Enter
the employee’s job details.

Hire Employee

When hiring Casuals, Co-ops or Grad Students you must select the Job Management Organiz
Note: All Ongoing and Temporary Staff must be hired through iCIMS.

Supervisory Organization * X House Stark - JM
(Eddard Stark)

Existing Pre-Hire

@ Create a New Pre-Hire

ENTER THE STUDENT’S CONTACT INFORMATION

5. Enter the employee’s First and Last Name and select the Contact Information tab to add a home
address and an email address.

Legal Name Information Contact Information

Legal Name Information Contact Information
Country * | X Canada = —_—
First Name # Address
Middle Name Add
Last Name *

Email
Add
6. Click OK to continue to the job details.

Note: Entering Source and Referred by information is optional.

ENTER THE STUDENT’S JOB DETAILS

7. Enter the Hire Date and choose the appropriate Reason (Rehire if they are already in Workday, New Hire
if you had to create a new person).
Tip: If requesting 4 equal payments, enter the first day of the month of the applicable term.
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8. Enter the appropriate Employee Type by selecting For Current Country> Student (Fixed Term).
In the Job Profile field, select or type the appropriate one from the list below:
Co-op: 7661
Colleges - Undergrad Teaching Assistant
Colleges - Undergrad Research Assistant
Colleges - Graduate Teaching Assistant
Colleges - Graduate Research Assistant
10. Select the appropriate Time Type (if 35 hours or greater, select Full Time, otherwise select Part Time).
11. Select the building Location for the employee from the list of All Locations.
12. Update Default Hours with the number of working hours per week to automatically adjust Scheduled
Weekly Hours to the same amount.
Tip: Updating the Default Weekly Hours will avoid proration of the salary amount, by adjusting the FTE to
100%.
13. Expand Additional Information.

@ Additional Information

14. Enter an End Employment Date for the employee.
Tip: If requesting 4 equal payments, enter the last day of the month of end of the term.
15. If this student employee will be paid from a research account, please provide a short description of their job

details in the comment box.
Job Details
Organization Renison University College - JM (Melanie McKellar)
Employee Type * | X Student (Fixed Term) =

Job Profile * | % Colleges - Graduate =
Teaching Assistant

Time Type % | X Parttime

Location % | X Renison University =
College
Pay Rate Type X Salary =

~ Additional Information

Job Title Colleges - Graduate Teaching Assistani
Business Title Colleges - Graduate Teaching Assistani
Location Weekly Hours 35

Default Weekly Hours 5

Scheduled Weekly Hours 5

FTE 100%
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First Day of Work 09/01/2019 [

Continuous Service Date 09/01/2019
End Employment Date *= | 12/31/2019 E
Benefits Service Date MM/ DD /YYYY [
Company Service Date MM/ DD /YYYY E
Conversion Position Start Date MM/ DD /YYYY [

16. Click Submit to continue to enter SIN if this is a new hire (step 17) or to enter compensation details if this is
a rehire (step 1).

If this is a brand new hire:

ENTER SOCIAL INSURANCE NUMBER

17. Click Open to add a Social Insurance Number (SIN) OR click Skip and OK on the next screen to skip this
step and continue to step 19.

You have submitted

Up Next Add SIN for new hire
View Details

:Skjp

Tip: If you clicked Open or out of the pop-up, the SIN task will be in your inbox to complete or skip from
there. To skip it from your inbox, click the gear icon at the top right of the task and select Skip This Task
and OK.

a) Click the + under the National IDs table to add the Canadian Social Insurance Number (SIN). Click in the
empty fields to select the following:
Country — Canada
National ID Type - Social Insurance Number
Add/Edit ID - 9 digit Social Insurance Number
Issued Date - Leave blank
Expiration Date - Enter if Social Insurance Number starts with a “9”, otherwise leave blank

18. Click Approve.

National IDs 1 item

*Country *National 1D Type Curmrent ID  Add/Edit ID Issued Date Expiration Date

I x Canada EI I % Social Insurance Number = I I 958 555 555 I MM /DD /YYYY [£] 11/30/2019 [
(SIN)
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ENTER STUDENT COMPENSATION INFORMATION

19. Click Open to go to the Compensation screen.

Success! Event approved
Up Mext: , Propose Compensation Hire

View Details

Tip: If you clicked out of the pop-up, navigate to your Workday inbox and continue the task from there.

20. In the Salary section, click the Edit icon and enter a monthly salary in the Amount field and select

Monthly in the Frequency field.
Note: Make sure to delete any previous compensation plans showing that do not apply to your hire, i.e. a
work placement or URI allowance plan — click the X to the right of the plan to remove it.

Salary

Assignment Details C]

Compensation Plan ® 0.00 CAD Annual added

Salary Plan

Total Base Pay Range
0.01-75,000.00 CAD Annua

Apply FTE%
Yes

Amount *

Iz_.gnn_on I

Currency *

» CAD

Frequency *

I *x Monthly

21. Click Submit to continue to the account entry section and follow the steps below.

ENTER CHANGE ORGANIZATION ASSIGNMENT

22. Click Open.
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23.

24.
25.

Success! Event submitted

Up Next: , Change Organization Assignments

View Details

(o]

Tip: If you clicked out of the pop-up, navigate to your Workday inbox and continue the task from there.

In the Cost Center section, click the Edit icon and enter the work order and activity for the employee in

the Cost Center field in this format XXxxx-XXxXxX XXX.

Cost Center

Cost Center *

Click Submit.
If there is only one applicable Cost Center, click Skip for Add Split Between Salary Accounts, then OK to

send the hire to HR for review. If there is more than one cost center, click Open and see the steps below.

=

Success! Event submitted

Up Next: , "OPEN" to add split between salary
accounts or "View Details" to Skip if only one account
View Details

Tip: Leave the reason field blank for skipped fields. If you clicked Open or clicked out of the pop-up instead

of Skipping, navigate to your Workday inbox and select the gear icon (task actions) in the top right of the
Assign Costing Allocation inbox item and click Skip This Task and then OK on the next screen to skip.

If there is more than one Cost Center:

26.
27.
28.

29.
30.

Click Open to open Assign Multiple Funding Sources.

For Costing Allocation Level, select Worker and Position.

Click Add.

Select the + button to add an additional row and enter the additional cost center to the Worktags field.
Enter the appropriate Distribution Percent.
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Event Costing Allocation for Hire: Sarah Mah

Effective Date 01/01/2019
Costing Allocation Level * |I Worker and Position A I
Earning (empty)

Copy Position Restriction Costing Allocation

Add

Order Default (As of Start Date) :;::'(';::‘n“g"u":eﬁ‘e;:;‘" Must y rktags “Distribution Percent

X Cost Center: 10000-10158 100 5330 100 Human Resources General -
Administration

100

X Fund: 100 Operating

X Org Unit: 5330 Human Resources

100.00%
31. Click Submit and Done. The initiation of this hire is now complete and will go to HR for review.
Tip: To view the status of your hire, type the employee’s name into the main Workday search bar and press
enter. Make sure All of Workday is selected under Categories and click the Hire:(employee name) link.
Click the Process tab on the resulting screen and scroll down the table to see what part of the process the

hire is in; OR find the submitted Hire event in the Archive section of your Workday inbox and click the
Process tab (items are archived for 30 days).

HIRE A WORK PLACEMENT STUDENT

The steps outlined below will guide you through the process of hiring a Work Placement (WP) student.

1. Type Employee Search into the main search bar to access the search by employee ID, student ID search
function to determine if the new employee exists in Workday.
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W Q employee search

Employee Search Gewns)

First Name
Last Name
Employee ID
Student ID

Operator ID

2. Iftheir Employee Name:
a. Appears as a hyperlink: They are an active employee — hover over the Employee Name to click
the related actions (3 dots) and hover over Job Change to select Add Job and continue from step
3 below.
Note: If you are a manager and this is a former employee who most recently reported to you or is a
retiree, their name will appear as a hyperlink, but there will be no Add Job option. In this case
proceed with option “b” below.

< Employee Search Gt

FirstName sample  LastName emp

1 item

Pre-Hire Mame Pre-Hire ID Employee Name Employee ID Student ID WatlAM

Sample Employee APPLICANT-9-31038 Sample Emplo‘,’e

Actions
1
Worke
Job Change » I Add Job P
Personal Data »

b. Appears in the search results as text, not a hyperlink: They are a former employee in Workday -
hover over the Pre-Hire Name to click the related actions (3 dots) and select Hire to rehire them
and continue to step 3 below.
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< Employee Search i)

First N\ame  sample Last Name  empl

1 item

Pre-Hire Name Pre-Hire ID Employee Name Employee ID
Sample Employe APPLICANT-9-31038 Sample Employee 292061
1 X
Actions i
Pre-Hire &
Favorite > Sample Employee

Hire > Contract Centingent Worker
Job Application 3 I Hire Employee I

c. Does not appear: They are brand new to Workday — Type Hire Employee in the main search bar

to hire them into the system and follow the steps below.

w Q hire

Search Results

Categories Search Results 21 items

| Common Tasks and Reports
0 izations
et Hire Employee

Dooolo

3. Type the manager name of the supervisory organization (sup org) you are hiring into, in the Supervisory
Organization search field and press enter to pull up a list of available sup orgs. From the available options,
select the appropriate one with 'JM' denoted in the title.

Supervisory Organization * hearch =

» House Stark JM
(Eddard Stark)

If you have not performed the Employee Search, please see step 2 before continuing.

4. If the Employee Search produced no results:
Select Create a New Pre-Hire if the employee was not found in the Employee Search and click OK to
continue to the employee’s contact information.
If this is a rehire based off the Employee Search:
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Their name will now be populated in the Existing Pre-Hire field. Click OK to continue to step 7 — Enter
the employee’s job details.

ENTER THE EMPLOYEE’'S CONTACT INFORMATION

5. Enter the employee’s First and Last Name and select the Contact Information tab to add a home

address and an email address.

Legal Name Information Contact Information

Country * | X Canada

First Name  *
Middle Name Add

Last Name *

Add

6. Click OK to continue to the job details.

ENTER THE EMPLOYEE’'S JOB DETAILS

7. Enter the Hire Date and choose the appropriate Reason (New Hire if brand new, Rehire if there was a
previous Workday record).
Tip: If requesting 4 equal payments, enter the first day of the month of the applicable term.
Enter the appropriate Employee Type by selecting For Current Country> Student (Fixed Term).
In the Job Profile field, select or type Co-op 7661.
10. Select the appropriate Time Type (if 35 hours or greater, select Full Time, otherwise select Part Time).
11. Select the building Location for the employee from the list of All Locations or type the abbreviation.
12. Update Default Hours with the number of working hours per week to automatically adjust Scheduled
Weekly Hours to the same amount.
Tip: Updating the Default Weekly Hours will avoid proration of the salary amount, by adjusting the FTE to
100%.
13. Expand Additional Information to enter the employment end date.

@ Additional Information

14. Enter an End Employment Date for the employee.
Tip: If requesting 4 equal payments, enter the last day of the month of end of the term.

15. If this student employee will be paid from a research account, please provide a short description of their job
details in the comment box.

16. Click Submit to continue to enter SIN if this is a new hire (step 17) or to enter compensation details if this is

a rehire (step 19).
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If this is a brand new hire:

ENTER SOCIAL INSURANCE NUMBER

17. Click Open to add a Social Insurance Number (SIN) OR click Skip and OK on the next screen to skip this
step and continue to step 19.

You have submitted

Up Next: , Add SIM for new hire
View Details

L~ I

Tip: If you clicked Open or out of the pop-up, the SIN task will be in your inbox to complete or skip from there. To
skip it from your inbox, click the gear icon at the top right of the task and select Skip This Task and OK.

a) Click the + under the National IDs table to add the Canadian Social Insurance Number (SIN). Click in the
empty fields to select the following:

Country — Canada

National ID Type - Social Insurance Number

Add/Edit ID - 9 digit Social Insurance Number

Issued Date - Leave blank

Expiration Date - Enter if Social Insurance Number starts with a “9”, otherwise leave blank

18. Click Approve.

National IDs 1 item

*Country *National 1D Type Curmrent ID  Add/Edit ID Issued Date Expiration Date

I % Canada EI Ix Social Insurance Number = I I=58 555 555 I MM /DD /YYYY [ 11/30/2019
(SIN)

ENTER EMPLOYEE COMPENSATION INFORMATION

19. Click Open to go to the compensation screen.

Success! Event approved

Up Next: , Propose Compensation Hire

View Details

Tip: If you clicked out of the pop-up, navigate to your Workday inbox and continue the task from there.

20. If the department is paying a top up, enter the total top up amount (i.e. $625 from one account+$1200 from
another account = $1825 -> enter this total top up amount) in the Salary section and then scroll down to the
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Allowance section to enter the Work Placement amount. If no top up is being provided, click the X in the

Salary section and Delete to close it.

Tip: The payments will be split into the appropriate accounts in the Assign Costing Allocation section (up next).

Compensation Plan
Salary Plan

Total Base Pay Range
0.01-75,000.00 CAD Annual

Apply FTE%
Yes

Amount *

500.00|

Currency *

X CAD

Frequency *

I X Monthly

21. Scroll down to click Add in the Allowance section.

22. Click in the Compensation Plan field and select All Compensation Plans to choose Work Placement
Funding.

23. Enter $2400 and click Submit to continue on to the account entry screen (Change Organization
Assignment).

Tip: Vacation percentage will be automatically calculated. Do not add it here.
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Compensation Plan
Work Placement Funding

Amount *
2,300.00|

Currency *
X CAD

* Maonthly

ENTER CHANGE ORGANIZATION ASSIGNMENT
24. Click Open.

Success! Event submitted

Up Next: , Change Organization Assignments

View Details

()

Tip: If you clicked out of the pop-up, navigate to your Workday inbox and continue the task from there.

25. Click the Edit icon for Cost Center and enter the work placement account information as 10000-10738
100.

Cost Center

Cost Center * f

26. Click Submit.
27. Click Skip for Add Split Between Salary Accounts if only being paid the work placement funding and click
OK and Done to complete the hire OR if there is a department top up, continue to next step.

x

Success! Event submitted

Up Next: , "OPEN" to add split between salary
accounts or "View Details" to Skip if only one account
View Details

% UNIVERSITY OF /-\
% WATERLOO workday. =



Tip: Leave the reason field blank for skipped fields. If you clicked Open or clicked out of the pop-up instead
of Skipping, navigate to your Workday inbox and select the gear icon (task actions) in the top right of the
Assign Costing Allocation inbox item and click Skip This Task and then OK on the next screen to skip.

If there is a department top up:

28.
29.
30.
31.

32.

33.

Click Open to enter the department top up account.

For Costing Allocation Level, select Worker and Position.

Click Add.

In the resulting table, enter the department work order and activity in the Worktags field. If only
entering one salary account, click Submit and Done to send the hire to HR for review.

If more than one salary account needs to be added, continue to the next step.

Tip: This screen is for the department top up accounts only. Do not enter the Work Placement account on
this screen.

If more than one account for the department salary amount, click the + in the table to add a row and enter
the additional account in the Worktags field.

Enter the appropriate Distribution Percent.

Event Costing Allocation for Hire

Effective Date 01/01/2019

Costing Allocation Level % | Worker and Position A
Earning empty

Copy Position Restriction Costing Allocation

Add

Tip: To determine the distribution percentage, add together the department amounts (i.e. Dean and faculty

payments) and divide each individual amount by the combined total (e.g. if $625 from the Dean's account and

$1200 from faculty account it would be $625/$1825 = 34% for Dean's portion, and the other account would be

the remaining 66%).

Required with no Default (Must

. e
have Costing Override) Mortags Distribution Percent

Order Default (As of Start Date)

X Cost Center: 10000-10158 100 5330 100 Human Resources General - 100
Administration

X Fund: 100 Operating

X Org Unit: 5330 Human Resources

34.

100.00%

Click Submit and Done. The initiation of this hire is now complete and will go to HR for review.
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Tip: To view the status of your hire, type the employee’s name into the main Workday search bar and press
enter. Make sure All of Workday is selected under Categories and click the Hire:(employee name) link. Click
the Process tab on the resulting screen and scroll down the table to see what part of the process the hire is in;
OR find the submitted Hire event in the Archive section of your Workday inbox and click the Process tab (items
are archived for 30 days).

HIRE A WORK STUDY EMPLOYEE

The steps outlined below will guide you through the process of hiring a Work Study employee in Workday.

1. Type Employee Search into the main search bar to access the search by employee ID, student ID search

function to determine if the new employee exists in Workday.

w Q employee search

Employee Search (oo

Employee ID
Student ID

Operator ID

2. Iftheir Employee Name:
a. Appears as a hyperlink: They are an active employee — hover over the Employee Name to click
the related actions (3 dots) and hover over Job Change to select Add Job and continue from step
3 below.
Note: If you are a manager and this is a former employee who most recently reported to you or is a
retiree, their name will appear as a hyperlink, but there will be no Add Job option. In this case

proceed with option “b” below.

< Employee Search G

First Name  sample Last Name emp
1 item
Pre-Hire Mame Pre-Hire ID Employee Name Employee ID Student ID WatlAM
Sample Employee APPLICANT-9-31038 Sample EmployeD
Actions
Worke
Job Change > I Add Job P
Personal Data »
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b. Appears in the search results as text, not a hyperlink: They are a former employee in Workday -
hover over the Pre-Hire Name to click the related actions (3 dots) and select Hire to rehire them
and continue to step 3 below.

< Employee Search i)

First N\ame  sample Last Name  empl

1 item

Pre-Hire Name Pre-Hire ID Employee Name Employee ID
Sample Employe APPLICANT-9-31038 Sample Employee 292061
4 x |
Actions i
Pre-Hire &
Favorite > Sample Employee
Hire »

Contract Contingent Worker
Job Application » I tire Ermployee I

c. Does not appear: They are brand new to Workday — Type Hire Employee in the main search bar
to hire them into the system and follow the steps below.

w Q hire

Search Results

Categories Search Results 21 items

| Common Tasks and Reports

Organizations

Hire Employee

Dl

3. Type the manager name of the supervisory organization (sup org) you are hiring into, in the Supervisory
Organization search field and press enter to pull up a list of available sup orgs. From the available options,
select the appropriate one with 'JM' denoted in the title.

Supervisory Organization * bearch =

X House Stark JM
(Eddard Stark)
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If you have not performed the Employee Search, please see step 2 before continuing.

4. Ifthe Employee Search produced no results:
Select Create a New Pre-Hire if the employee was not found in the Employee Search and click OK to
continue to the employee’s contact information.
If this is a rehire based off the Employee Search:
Their name will now be populated in the Existing Pre-Hire field. Click OK to continue to step 7 — Enter
the employee’s job details.

ENTER THE EMPLOYEE’'S CONTACT INFORMATION

5. Enter the employee’s First and Last Name and select the Contact Information tab to add a home

address and an email address.

Legal Name Information Contact Information : ey s
Leg4 Mame Intormation Contact Information

L}
Country * | X Canada

First Name & ._;'_:_::, |'-:'5'-i;'-:
Middle Name Add

Last Name  #

Hidd

6. Click OK to continue to the job details.

ENTER THE EMPLOYEE’S JOB DETAILS

7. Enter the Hire Date and choose the appropriate Reason (New Hire if brand new, Rehire if there was a
previous Workday record).
Select or type Casual (Fixed Term) in the Employee Type list.
In the Job Profile field, select or type Casual — Int’'nl Work Study OR Casual — Ontario Work Study.
10. For Time Type, select Part Time.
11. Select the building Location for the employee from the list.
12. Leave Default Weekly Hours as is and update Scheduled Weekly Hours with the expected number of
hours per week.
13. Expand Additional Information.

@ Additional Information

14. Update the Job Title to the employee’s actual title.
Note: This ensures the correct casual position is selected when entering time for multiple casual positions.

15. Enter an End Employment Date for the employee.
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16. Click Submit to continue to enter SIN if this is a new hire (step 17) or to enter compensation details if this is
a rehire (step 19).

If this is a brand new hire:

ENTER SOCIAL INSURANCE NUMBER

17. Click Open to add a Social Insurance Number (SIN) OR click Skip and OK on the next screen to skip this
step and continue to step 19.

You have submitted

Up Next: Add SIN for new hire
View Details

Tip: If you clicked Open or out of the pop-up, the SIN task will be in your inbox to complete or skip from
there. To skip it from your inbox, click the gear icon at the top right of the task and select Skip This Task
and OK.

a) Click the + under the National IDs table to add the Canadian Social Insurance Number (SIN). Click in the
empty fields to select the following:
Country — Canada
National ID Type - Social Insurance Number
Add/Edit ID - 9 digit Social Insurance Number
Issued Date - Leave blank
Expiration Date - Enter if Social Insurance Number starts with a “9”, otherwise leave blank

18. Click Approve.

National IDs 1 item

*Country *National 1D Type Current ID  Add/Edit ID Issued Date Expiration Date

I x Canada EI Ix Social Insurance Number = I ICEE 555 555 I WM/ DD /YYYY [5] 11/30/2018 [
(SIN)

ENTER EMPLOYEE COMPENSATION INFORMATION

19. Click Open to go to the compensation screen.

Success! Event approved

Up Next: , Propose Compensation Hire

View Details

Tip: If you clicked out of the pop-up, navigate to your Workday inbox and continue the task from there.
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>
@

20.
21.
22,

Click the edit icon in the Hourly section.
In the Amount field, enter an hourly rate.
Click Submit to continue on to enter the salary account details.

ENTER CHANGE ORGANIZATION ASSIGNMENT

23.

24.

25.

26.

27.

28.
20.

Click Open to continue to update the cost center.

Success! Event submitted
Up Next: , Change Organization Assignments

View Details

=]

Tip: If you clicked out of the pop-up, navigate to your Workday inbox and continue the task from there.

In the Cost Center section, click the Edit icon.

Cost Center

Cost Center *

Enter the Work Study work order and activity for the employee (Ontario WS: 10000-10739 100 or
International WS: 10000-10706 100).
Click Submit.

Click Open for Add Split Between Salary Accounts.

s

Success! Event submitted

Up Next: , "OPEN" to add split between salary
accounts or "View Details" to Skip if only one account
View Details

o -

Tip: If you clicked out of the pop-up, navigate to your Workday inbox and continue the task from there.

In the Costing Allocation Level field, select Worker and Position.
Click Add to open the account fields.
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Event Costing Allocation for Hire:

Effective Date 01/01/2019
Costing Allocation Level % | Worker and Position v
Earning (empty)

Copy Position Restriction Costing Allocation

Add

30. Click the + in the table to add a new row and enter the department work order and activity in the
Worktags field and press Enter on the keyboard.
31. Inthe *Distribution Percent field, enter 25 for the department owned account and 75 for the Work Study

account.
Start Date * | 01/01/2019 [ Default Organizational Assignments (As of Start Date)
End Date MM /DD /YYYY E Cost Center: 10000-10158 100 5330 100 Human Resources General - Administration

> Costing Allocation Attachments

2 items B
- Order Default (As of Start Date) St T DEE R o “Distribution Percent
have Costing Override)
vv Cost Center: 10000-10158 100 5330 100 Human Resources General -
Administration _

As X Cost Center 10000-10706 100 5533 100 SA Internat’| UG Work Study -
Administration

X Fund: 100 Operating

X (Org Unit: 5533 Registrars-Student Awards

100.00%

32. Click Submit to send to HR for review.
Tip: To view the status of your hire, type the employee’s name into the main Workday search bar and press
enter. Make sure All of Workday is selected under Categories and click the Hire:(employee name) link.
Click the Process tab on the resulting screen and scroll down the table to see what part of the process the
hire is in; OR find the submitted Hire event in the Archive section of your Workday inbox and click the

Process tab (items are archived for 30 days).

HIRE FOR A ONE-TIME PAYMENT

The steps outlined below will guide you through the process of entering a one-time payment in Workday and should
be used for non-UW employees who are receiving the following types of payments in Canadian currency:

° Award
e  External guest speaker/lecturer

e External reviewer/examiner/assessor
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e  Honourarium of $500 or less
e  Research participant payment of more than $300

Individuals who qualify for the above payments will need to be hired into Workday as casual employees as per
the process outlined below, however they will not receive the onboarding steps within Workday.

If the payee is external but does not fall into one of the categories listed above, or if they are already active in
Workday, reference the Payment Types chart to determine how to proceed. Questions regarding payment types

can be directed to payroll@uwaterloo.ca. Payments to existing/active employees should be submitted on the

paper One-Time Payment Request Form.

Any payments that are to be made in a foreign currency must be submitted on the Foreign Fund Payment

Request Form along with a Wire transfer form (if applicable) and sent to Payroll in EC 1.

1. Type Employee Search into the main search bar to access the search by employee ID, student ID search
function to determine if the individual exists in Workday.

W Q employee search

Employee Search Geen)

First Name
Last Name
Employee ID
Student ID

Operator ID

2. Iftheir Employee Name:
a. Appears as a hyperlink: They are an active employee — submit a paper One-Time Request Form to
Payroll in EC 1.
Note: If you are a manager and this is a former employee who most recently reported to you or is a

retiree, their name will appear as a hyperlink, but there will be no Add Job option. In this case

proceed with option “b” below.
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https://uwaterloo.ca/finance-resources/sites/ca.finance-resources/files/uploads/files/Outgoing_Wire_Payment_Request.pdf
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< Employee Search Gt

First Name  sample Last Name emp

1 item
Pre-Hire Name Pre-Hire ID Employee Name Employee ID Student 1D WatlAM
Sample Employee APPLICANT-9-31038 Sample Employe
5 Actions W
Job Change » I Add Job E
Personal Data >

b. Appears in the search results as text, not a hyperlink: They are a former employee in Workday -

hover over the Pre-Hire Name to click the related actions (3 dots) and select Hire to rehire them
and continue to step 3 below.

< Employee Search Geis)

First Name  sample Last Name  empl

1 item

Pre-Hire Name Pre-Hire ID Employee Name Employee ID
Sample Employe APPLICANT-9-31038 Sample Employee 292061
4 XL

Actions i

Pre-Hire K &
Favorite > Sample Employee
Hire »

Contract Contingent Worker
Job Application » I tHire Employes I

c¢. Does not appear: They are brand new to Workday — Type Hire Employee in the main search bar
to hire them into the system and follow the steps below.
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w Q hire

Search Results

Categories Search Results 21 items

| Common Tasks and Reports

0 izations
L b Hire Employee

= Y

3. Type the manager name of the supervisory organization (sup org) you are hiring into, in the Supervisory
Organization search field and press enter to pull up a list of available sup orgs. From the available options,
select the appropriate one with 'JM' denoted in the title.

Supervisory Organization #* | kearch =

» House Stark JM
(Eddard Stark)

If you have not performed the Employee Search, please see step 2 before continuing.

4. If the Employee Search produced no results:
Select Create a New Pre-Hire if the employee was not found in the Employee Search and click OK to
continue to the individual’s contact information.
If this is a rehire based off the Employee Search:
Their name will now be populated in the Existing Pre-Hire field. Click OK to continue to step 7 — Enter
the employee’s job details.

Hire Employee

When hiring Casuals, Co-ops or Grad Students you must select the Job Management Organi;
Note: All Ongoing and Temporary Staff must be hired through iCIMS.

Supervisory Organization * | X House Stark - JM
(Eddard Stark)

Existing Pre-Hire

@ Create a New Pre-Hire
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ENTER THE EMPLOYEE’'S CONTACT INFORMATION

5. Enter the employee’s First and Last Name and then select the Contact Information tab to add an email

address and home address (required for one-time payments).

Legal Name Information Contact Information 5 =
Legal Name Intormation Contact Information
Country % | X Canada =
First Name % Address
Middle Name Add
Last Name  #
Email
Aidd
6. Click OK to continue to the job details.

Hint: Leave Source and Referred by sections blank.

ENTER THE EMPLOYEE’S JOB DETAILS

7. Enter the Hire Date and choose the appropriate Reason (New Hire if brand new, Rehire if there was a
previous Workday record).

8. In Employee Type, select For Current Country to select Casual (Fixed Term), or type it in the empty
search field.
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Crie Cnployee
Billy Casual (acsons)
House Stark - JM (Eddard Stark) (atne)

When hiring Casuals, Co-ops or Grad Students you must selec
Note: All Ongoing and Temporary Staff must be hired through iCIMS.

Hire Date * [ 01 /07 /2019 [

Reason IX Hire Employee = New Hire

Job Details

Employee Type % I =

For Current Count
Job Profile * & s e ny

Casual (Fixed Term)

Time Type

Definite Term (Fixed Term)
Location

Regular
Pay Rate Type

Student (Fixed Term)

> Additio

Temporary (Fixed Term)

9. For Job Profile, select or type One-Time Payment Recipient 9400.
10. For Time Type, select Part Time.
11. Select the building Location for the employee from the list or type in the abbreviation.
12. Pay Rate Type should be Hourly.
Hire Date % | 05/01/2019 [

Reason * Hire Employee = New Hire

Job Details

Employee Type * | x Casual (Fixed Term)

Job Profile * | ¥ One-Time Payment
Recipient 9400

Time Type % | ¥ Parttime

Lecation * | » East Campus 1

Pay Rate Type % Hourly

13. Leave Default Weekly Hours as is and update Scheduled Weekly Hours with the approximate number of

hours per week (must be less than 35 for casual employees).

% UNIVERSITY OF /-\
% WATERLOO workday. =



14. Expand Additional Information.
@ Additional Information

15. Leave the Job Title as is.

16. Enter an End Employment Date within the current pay period.
Tip: the end date should be within the current pay period to allow time for the payment to be processed
prior to the termination date.

17. If this one-time payment will be paid from a research account, please provide a short description of the
appointment details in the comment box for the Office of Research to review.

18. Click Submit to continue to enter SIN if this is a new hire (step 19) or to enter compensation details if this is
a rehire (step 21).

If this is a brand new hire:

ENTER SOCIAL INSURANCE NUMBER

19. Click Open to add a Social Insurance Number (SIN) or click Skip and OK on the next screen if not a
Canadian Resident and continue to the One-time payment step (step 22) to enter the payment amount.

w

You have submitted
Up Next: Add SIN for new hire

View Details

Tip: If you clicked Open or out of the pop-up, the SIN task will be in your inbox to complete or skip from

there. To skip it from your inbox, click the gear icon at the top right of the task and select Skip This Task
and OK.

If entering a SIN:

a) Click the + under the National IDs table to add the Canadian Social Insurance Number (SIN). Click in
the empty fields to select the following:

Country - Canada

National ID Type - Social Insurance Number or International Tax Number (ITN) (if receiving
non-employment income only)

Add/Edit ID - 9 digit Social Insurance Number

Issued Date - Leave blank

Expiration Date - Enter if Social Insurance Number starts with a “9”, otherwise leave blank

20. Click Approve.
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National IDs 1 item

*Country *National 1D Type Current ID  Add/Edit ID Issued Date Expiration Date
(=)

I % Canada EI I % Social Insurance Number = I I 958 555 555 I MM /DD /YYYY [ 11/30/2019 [
(SIN)

ENTER EMPLOYEE COMPENSATION INFORMATION
21. Click Open.

You have submitted

Up Next: , Request One-Time Payment
View Details

Tip: If you clicked out of the pop-up, navigate to your Workday inbox and continue the task from there.

22. In the Effective Date field, enter today’s date or a future date if this payment is to be future-dated.
23. Leave other fields in this section blank.
24. Click the Add button in the One-Time Payment section below.

One-Time Payment Summary

Summary

Effective Date *
05/01/2019

Employee Visibility Date

Reason

Total Amount Requested

0.00 CAD

One-Time Payment

Add

25. In the One-Time Payment Plan, select All Plans and then the appropriate payment type.
26. For Scheduled Payment Date, enter today’s date.
27. Enter the payment amount.
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28. Leave Send to Payroll checked on.

29. Enter a description in the Additional Information section, providing details of what the payment is for.
One-Time Payment

Organizational Assignments

Lecation: East Campus 1

One-Time Payment Plan *

® Award =

Schaduled Payment Dats =

Cumwency *

% CAD =

Send to Payroll

Additional Information

30. Click Submit.

ENTER CHANGE ORGANIZATION ASSIGNMENT

31. Click Open to continue to update the cost center.

Success! Event submitted

Up Next: , Change Organization Assignments
View Details

=

Tip: If you clicked out of the pop-up, navigate to your Workday inbox and continue the task from there.
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32. Click the Edit icon in the Cost Center section.

Cost Center

Cost Center *

33. Enter the Cost Center for the employee.
34. Click Submit.

35. If there is only one applicable Cost Center, click Skip for Add Split Between Salary Accounts, then OK to

send the hire to HR for review. If there is more than one cost center, click Open and see the steps below.

x

Success! Event submitted

Up Next: , "OPEN" to add split between salary
accounts or "View Details" to Skip if only one account

View Details

Tip: Leave the reason field blank for skipped fields. If you clicked Open or clicked out of the pop-up instead

of Skipping, navigate to your Workday inbox and select the gear icon (task actions) in the top right of the
Assign Costing Allocation inbox item and click Skip This Task and then OK on the next screen to skip.

If there is more than one Cost Center:

36. Click Open to enter additional salary accounts.

37. Select Worker and Position for the Costing Allocation Level.

38. Click Add.

39. Select the + button to add an additional row and enter the additional cost center into the Worktags field.
40. Enter the appropriate Distribution Percent.

41. Click Submit and Done. The initiation of this hire is now complete and will go to HR for review.

Tip: To view the status of your hire, type the employee’s name into the main Workday search bar and press
enter. Make sure All of Workday is selected under Categories and click the Hire:(employee name) link. Click
the Process tab on the resulting screen and scroll down the table to see what part of the process the hire is in;
OR find the submitted Hire event in the Archive section of your Workday inbox and click the Process tab (items
are archived for 30 days).

CANCEL A HIRE

If a hire was submitted in error, this process can be cancelled and then resubmitted with the correct information if
necessary.

The hire can be cancelled in two ways:
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1. From the Archive section of your Workday Inbox:
1. Locate the Hire or Start Additional Job event.

Actions (0) Archive

Hire: . Psychology - Administration
- JM (Janice da Silva)

5 day(s) ago - In Progress: Multiple Parties

Assign Organizations: Hire:
Psychology - Administration - JM{Jamceda Silva)

5 day(s) ago - In Progress

2. At the bottom of the screen, there will be the option to Cancel or Correct. Correct will take you to the Job
Details screen where you can correct items such start and end dates, number of hours or job title.
Note: Compensation and accounts cannot be corrected once submitted. If you need to update either of

these, click Cancel to start over or contact hrhelp@uwaterloo.ca to have them send the hire back if not

finalized yet.
Job Details

Employee Type  Casual (Fixed Term)

Job Profile Casual Staff - Research 9011

Time Type Part time

Location Psychology, Anthropology, Soci
Cancel Correct

3. Scroll down to the end of the hire details to enter a comment in the comment field box and click Submit
once complete.

Tip: If you cancelled and are redoing the hire, the employee created will still exist in the system as a
Pre-Hire and upon re-entering the Hire Details, you will be able to select Existing Pre-Hire rather
than creating them again.

2. By typing the employee name into the Workday search bar:
1. Type the employee’s name into the main workday search bar and press enter on the keyboard.
2. Select All of Workday under Categories on the left-hand side.

UNIVERSITY OF /\
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3. Find the overall process you have initiated (i.e. for a hire/rehire — Hire: Sam Smith. For an Add Job — Start
Additional Job: Sam Smith) and hover over it to bring up the related actions (3 orange dots).
4. Click the related actions (3 orange dots) and hover over Business Process to select Cancel.

Ul

Scroll down to the end of the hire details to enter a comment in the comment field box.

Click Submit once complete.

Tip: If you cancelled and are redoing the hire, the employee created will still exist in the system as a Pre-
Hire and upon re-entering the Hire Details, you will be able to select Existing Pre-Hire rather than creating

them again.

W Q maureen latimer

Search Results

Categories Search Results 5items
Common All of Workday
Banking Maureen Latimer Pre-Hire

Financial Accountin
g Assign Organizations: Hire: Maureen Latimer - Biology - Academic - JM (Jennifer Lehman (Inherited))

Organizations Assign Organization
People Costing Allocation for Hire: Maureen Latimer Costing Allocation Event Package
Processes Hire: T . : ; i oty
ire: Maureen Latimer} Biology - Academic - JM (Jennifer Lehman (Inherited)
Procurement f
Propose Compensation Hire: Maureen Latimer - Biology - Academic - JM (Jennifer Li Actions
Recruiting Employee Compensation Event For Hire Employee Event
>
Revenue
Tip: try selecting another category from the left to see other results Favaorite 3 elegate lask
Securit
Y Reassign This Task
Staffing View Hire or Contrac
Student View Remaining Pro:
=

UvETdIl Sldius

All of Workday

HIRE TROUBLE SHOOTING

What steps need to be submitted for a hire to go through for approvals?

Hire Details screen
Social Insurance Number — only for brand new employees; skippable
Propose Compensation

Change Organization Assignments (cost center)

LA SIS S

Add Split for Salary Accounts (costing allocations); skippable
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When will my hire be finalized?

The hire will be finalized once it goes through all of the approvals in Workday. The typical approval path looks like
this — Initiator > Human Resources > Supervisory Org Manager (if not Initiator) > Cost Center Manager > Office of
Research (if paid from a research account) > Human Resources (final review). You can monitor the process by
checking the status of your hire.

New hires must complete onboarding action items once the hire is finalized to ensure there is no delay in payments.
You can view your direct reports’ onboarding status by clicking the Onboarding Status Summary application from
your Workday home screen.

When will the employee receive notification to log into Workday?

The new employee will receive an invitation email from WatIAM as soon as the hire is finalized in Workday. This
invitation will ask them to click 1 of 2 links — one to claim their WatIAM if they already have one, OR one to create a
new WatIAM for brand new employees. A link to sign into Workday will also be provided. They will also receive a
Daily Digest email from Workday to let them know there are onboarding action items to complete in their Workday
inbox.

Why was my hire denied?

To view the comments for denied hires, click the notification link found in the body of the notification to go to the hire
event details page. From there, click the Process tab beside Details (underneath Overall Status) and scroll down to
view the comments in the last column. Common reasons for hires to be denied are:

e The employee already exists as a pre-hire (use the existing employee ID to hire)

e The employee is currently working at UW (use the Add Job process to hire)

e  Multiple instances of the same hire have been initiated. In this case, HR will deny the duplicates.

How do I check the status of my hire?

Type event: followed by the employee’s name into the main Workday search bar and press enter.

2. Find the Hire: Employee Name event (i.e. Hire: John Doe) and click on it to go to the hire event details
page.

3. From there, click the Process tab beside Details (underneath Overall Status) and scroll down to view

the Awaiting Action status to see where in the process it is sitting.

Tip: If there is more than one hire event, click the related actions to view initiation date and status (i.e. in
progress, cancelled, completed) to find the right event.

What is a Pre-Hire?

A Pre-Hire is an individual in Workday that is not currently assigned to a job. Examples are terminated employees, or
employees created who have not yet been fully hired.
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I clicked Done instead of Open or I was logged out in the middle of a hire process; do I need to start
over?

No. The next step in the hire process will be sitting in your Workday inbox as an action item. You will be able to
proceed from there to complete the hire process.

When do I process a one-time payment?

One-time payments should be used for non-UW employees who are receiving the following types of payments:
o Award
o External reviewer/examiner/assessor
o Honourarium of $500 or less
o Research participant payment of more than $300

Individuals who qualify for the above payments will need to be hired into Workday as casual employees, following the

steps in the Hire for a one-time payment user guide.

e Ifthe person you need to pay is a current UW employee, you will need to fill out the One Time Payment

Request Form (paper form) to send to Payroll in EC1.
e Ifthe employee is external but does not fall into one of the categories listed above, confirm the type of
payment with payroll@uwaterloo.ca and they will let you know how to proceed.

Why hasn’t my casual employee been paid?

Casual employees are paid by entering hours into the Time Entry system of Workday. They first need to be hired into
Workday and once the hire is finalized, you, the employee, or a timekeeper on your team need to enter time for them

by following the Enter time for casual staff user guide. If the employee or a timekeeper entered the hours, you will
need to approve them in Workday in order for them to be paid. Please see the Pay Dates webpage for payroll cut-off

dates.
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CASUAL JOB CHANGE

Job change initiation

+ Campus Partner

- Manager

The steps outlined below will guide you through the steps to initiate a casual extension and/or pay rate change in

Workday.

1. Inthe Workday search bar, type start job change to initiate the job change task.
In the Worker field, enter the name of the casual employee you will be making the change for.
3. Ifthey have more than one position, select the appropriate one from the Job drop down menu, otherwise

+ Delegate

this will default.

4. Inthe What do you want to do field, select Casual employee extension and/or hourly rate change

and select OK at the bottom of the screen.

W Qe |

Start Job Change

Worker *

Job

Job change review

Manager (if initiator is not the Manager or a delegated approver)
Job change review

+ Office of Research (if paid from a research account)

Final job change review

Human Resources Administration (HR Ops Partner)

* Casual Employee

|

00041862 Casual Staff - Casual Employee

What do you want to do? %]

» Casual employee extension

and/or hourly rate change

= =

+ Signing authority

UNIVERSITY O
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Use this job change to extend a casual position and/or update a casual employee's hourly rate.

For all other job changes, including student or temporary staff contract extensions, please complete a Change form.
For account changes, please use the Change Costing Allocation Reguest form. All completed forms sheuld be sent to HR in EC1.
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5. The date will default to the start of the next pay period. Leave as is or update it to when this change should
take effect.
6. Click Start.

Start

Start Details

When do you want this change 1o take effect? %

02/23/2020

Why are you making this change? *

Change Job Details - Other

Do you want to use the next pay period?

Yes

Cancel

7. Scroll down the Details section to edit the End Employment Date (if applicable).
Note: The first day of work field will default to the job change date; the overall job record will not be
updated with this start date.

End Employment Date %

02/21/2020

First Day of Work
02/23/2020

8. Ifupdating the hourly rate, scroll down to the Hourly section and click the Edit icon to enter a new rate.

Hourly

Assignment Details
I 20.00 CAD Hourly I

Plan Name

Hourly Plan

Effective Date
12/01/2019

9. Once the end date and/or hourly rate have been updated, click Submit to send this job change for review.
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Note: if you are a campus partner, it will go to your manager and then to the cost center signing authority and Office
of Research (if a research account). If you are the manager, it will go directly to the signing authority and Office of
Research as applicable.

CASUAL JOB CHANGE REVIEW

The steps outlined below will guide you through the review of casual pay rate changes and/or appointment extensions
initiated in Workday. This process is only to be used for those two types of job change.

1. In Workday, navigate to your inbox to view the pending job change review task.

=

2. Changes will be indicated with a blue dot and the updated value will be shown alongside the previous value.
Hourly

Assignment Details

8]16.00 CAD Hourly was 15.00 CAD Hourly

Plan Mame
Heourly Plan

Effective Date

®|06/14/2020 was 05/01/2019

3. Review the changes and if OK, click the Approve button. If you do not approve, click the Deny button with
a comment as to why. The initiator can then re-initiate with the appropriate changes if applicable.

Deny Save for Later Close

Change Business Title

The steps outlined below will guide you through updating an employee’s business title in Workday (WD).

1. Inthe main WD search bar, type the employee’s name you will be making the change for to go to their
profile.

UNIVERSITY OF
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2.

Click the Actions button under the employee name and hover over Job Change to select Change Business
Title.

(" Actions )

Actions

Worker

Job Change ? Casual Job Change

Organization 5 I Change Business Title
Add Job

Payroll b

Personal Data »

If the employee has more than one position, you will need to select which job you are changing the title for
before proceeding.

Enter an Effective Date for this change and type in the new Business Title.

Enter a comment or attach supporting documents as to why this change was made and click Submit when

complete.

Effective Date * | 03/01/2021 [E]

Job Profile Conrad Grebel Faculty 9110
Job Title Conrad Grebel Faculty
Proposed

Business Title * | Assistant Professor

enter your comment

Time Entry and Approval

ADD THE TEAM TIME APPLICATION TO YOUR HOME PAGE

Team Time is the application used to enter time on behalf of other employees. You must have the Timekeeper security
role to access this application.

UNIVERSITY OF /-\
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1. From the Workday homepage, click View All Apps.
Click the Configure Applications icon (plus icon) at the bottom of the Application menu.

Apps X

Time

Absence
o Benefits

Pay

e

Directory

Learning

Personal Information
C

(o)

2. Select Team Time from the list of existing applications or type “team time” and press enter on your

keyboard to pull it up. click the Add Row icon ® to add a new worklet.
3. Click OK and Done.
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ENTER OVERTIME FOR AN EMPLOYEE

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

Pay

Compensation

Directory

Personal Information

My Team Management

Birthdays

Onboarding Status Summary

Anniversaries

Learning

Team Time

Blolflce Aot @ &

Manager Reports

(omm) (za)

Select Enter Time for Worker from the Actions menu.

3. Fill out the Worker and Date fields.

4. 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 v Actions ¥ Summary
N Mar 8 - 14, 2021
un, a/ Auto-fill from Schedule
Hours: 0

Clear
Enter Time by Type Regular

Overtime x 1.0
Request Absence
Overtime x 1.5

0

0

0

Review Time Overtime x 2.0 0
0

0

Review Time by Week Time Offs

Run Calculations Total Hours {excl Time Offs)

5 ; UNIVERSITY OF /-\
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Note: This screen displays the employee's regular scheduled hours.

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

Note: Uncheck any stat holidays or vacation days.

6. Select the portion of the day where the hours will be added (i.e. for hours worked past 4:30 p.m., select the

afternoon portion of the applicable day) and update to include overtime hours worked.

e}

o

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

Not Submitted

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

Not Submitted

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

Mot Submitted

Hours Worked - In/Qut
1:00pm - 4:30pm
3.5 Hours

Not Submitted

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

Not Submitted

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

Not Submitted

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

Not Submitted

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

Not Submitted

Note: Leave Payroll Flag field blank. Populating this field will result in unpaid hours.

Enter a cost center override only if these hours are not paid from the employee’s default account.

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

Not Submitted

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.
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APPROVE OVERTIME FOR AN EMPLOYEE

1.

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

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
Overtime

Time Offs

Total Hours (excl Time Offs)

7.5

0

0

7.5

enter your comment

At the top right of the Workday screen, click the inbox icon. @
2. Find the Time Entry Approval request.

Cancel

3. Upon review, select the appropriate button at the bottom of the screen — Approve, Send Back, Deny, Close.

VIEW COMPENSATION RATES AND DEFAULT ACCOUNTS FOR CASUAL STAFF

Use the Time Entry Data for My Organizations report to view employees’ default hourly rates and default accounts

prior to entering their time.

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

Pay

Compensation

Directory

Personal Information

My Team Management

o ) @B &

Birthdays

Onboarding Status Summary

Anniversaries

Learning

Team Time

Bi|&o|¢a & & s

Manager Reports

(ommn) (za)

Note: If the Team Time application is not on your applications screen, see instructions for how to add it.

2. Under the View menu options, select Time Entry Data for My Organizations.
Note: This report can also be accessed by typing the report name into the Workday search bar.
3. Leave the Supervisory Organization and Worker fields blank to view all employees you have time entry

access for, or enter a specific organization(s) or worker(s) to view a narrowed list and click OK.

Time Entry Data for My Organizations

Supervisory Organization

Worker

Cancel

4. For each employee, view the employee ID, position(s), supervisory organization, rate, and default accounts

to know whether or not the rate or account needs to be overridden when entering time.
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3 A
Tip: Export this report to Excel by clicking the Excel symbol above the table. ()= oo (@3 « or
duplicate the tab (right click the browser tab and select duplicate) to have the report open in another window

while performing time entry.

ENTER TIME FOR CASUAL STAFF

1. On the Workday homepage, click View All Apps to go to the Team Time application.
Apps X

Pay
Compensation
Directory

Personal Information

My Team Management

Birthdays

Onboarding Status Summary

Learning

Team Time

&
&
£
&
e

Manager Reports

(omm) (za)

Note: If the Team Time application is not on your applications screen, see instructions for how to add it.

2. Select Enter Time for Worker from the Actions menu.
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3. Fill out the Worker and Date fields and click OK to continue.

W Q Search

Enter Time for Worker

Worker *I x Jon Bon Jovi = I
Date *| 12/03/2018

4. 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
<o ' Mar 7-13, 2021
Fri, 3/ 'I% Sat, 3/ [y .
Hours: 0 Hoursg
Enter Time by Type
Pay date 5 T Regular 0
. equest Absence
02/21/2021 - 03/06/2021 Ovartinia 0
Review Time by Week ;
Time Offs 0
Total Hours (excl Time 0Offs) 0

5. 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

Enter Time by Type

2 items

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

| Z/ % Hours Worked

)| B O
0

6. The hours entered for the week will display in the Summary section to the right of the time entry calendar.
Note: Leave Payroll Flag field blank. Populating this field will result in unpaid hours.
Enter a cost center override only if these hours are not paid from the employee’s default account.
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7. Once all hours have been entered for the week, click Review to review and submit the hours.

Submit Time
Summary

Mar 7-13, 2021
You are about to submit time for the week 03/07/2021 - 03/13/2021.

HEQU| ar 7.5 Following date range will be submitted for approval.
Overtime 0
March 7 — 13,2021 : 7.5 Hours Total
Time Offs 0
Total Hours {excl Time Offs) 7.5 Total for March 7 — 13, 2021
Regular 7.5
Overtime 0
Time Offs 0

Total Hours (excl Time Offs) 7.5

enter your comment

Cancel

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).

APPROVE TIME FOR CASUAL STAFF

Submitted hours can be approved directly from the Workday inbox, or by following the instructions below to first
view the compensation elements of the submitted time.

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

Compensation

Directory

Personal Information

My Team Management

Birthdays

Onboarding Status Summary

Learning

Team Time

£
b
&
&
o=

Manager Reports

(ommn) (za)

Note: If the Team Time application is not on your applications screen, see instructions for how to add it.

2. Under the View menu options, select Time Entries for Manager Approvals.
Note: This report can also be accessed by typing the report name into the Workday search bar.
3. Leave the Worker field blank to view all employees you have time entry approvals for, or enter a specific

worker to view a narrowed list and click OK.

Time Entries for Manager Approval

Worker e

4. Review the number of hours, compensation amounts and accounts (cost center).
Note: Multiple time entries for the same employee will have a total amount at the end of their list of entries.

5. When ready to action the time entry, click on the Time Block — time review event in the second column.
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Worker Time block - time review event Position Used in the Time Block Reported Date Rezz{::j
Time Entry: - 40 hours 00026720 Research Assistant- 07/29/2019 ]
from 07/28/2019 to 08/03/2019 I

6. Click Review to bring up the approval screen and Approve, Send Back, or Deny as applicable.

Overall Status In Progress
Due Date 0&/21/2019

Calendars In Use  Consecutive Days (No Calendars Selected)

My Actions Details Process

My Actions 1item

Awaiting Me

Due Date Business Prc

08/20/2019 Time Entry:

Time Entry Approval Time Entry: Arya Stark - 43 hours from 12/16/2018 to 12/22/2018 saens v DE B & O

Regular  Owvertimex1.0 Overtimex1.5 Overtimex 20  ShiftPremium Time Offs  Total Hours (excl Time Offs)
35 5 3 0 43

1 day(s) ago - Due 12/18/2018; Effective 12/22/2018
Worker  Arya Stark

Daily Totals 5 items

Bi = ol (@

Date Type

Hours

Men, 12/17 Hours Worked - In/Out

Tue, 1218 Hours Worked - In/Out

Wed, 12/19 Hours Worked - In/Out

Thu, 12/20 Hours Worked - In/Out

Fri, 12/21

1

Hours Worked - In/Out

~ Entries to Approve

10 items

g =l @

Time Block Reported -
Date Type Quantity Out Reason Comment Details

Men, 12/17 Hours Worked - InfOut 08:30 AM 12:00 PM

Men, 12/17 Hours Worked - In/Qut 01:00 PM 04:30 PM

Tue 12/18 Hours Worked - In/Qut
A ——

08:30 AM 12:00 PM
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VIEW STATUS OF REQUEST
1. Go to the Workday inbox @ and click on the Archive tab.

2. Find and click on the relevant request in archive list.

3. Within the View Event screen, click on the Process tab to view Process History.

Overall Status Successfully Completed

Details Process

Process History 1 item

Process Step Status

Request Leave of Absence Request Leave of Absence Step Completed

<

CHANGE AN APPROVED REQUEST FOR AN EMPLOYEE

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

Compensation

Directory

Personal Information

@@ MyTeam Management

2 Birthdays

‘(a\ Onboarding Status Summary
¥

-
() Anniversaries

Learning

& Team Time
T

Manager Reports

(ommn) (za)

Note: If the Team Time application is not on your applications screen, see instructions for how to add it.

Click Enter Time for Worker from the Actions menu.

3. Fill out the Worker and Date fields. Click OK to continue.

4. From the time entry calendar, click on the date that hours need to be modified to make the necessary
changes in the resulting window.

5. Once complete, click Submit.

6. Review Details and Process to confirm change and select Done.

VIEW HOURS SUBMITTED FOR AN EMPLOYEE

1. Enter the following report name in the search bar on the home page: UW Reported Time

On behalf of: Daenerys Targaryen

W Q UW Reported Time

2. Select UW Reported Time Manager / Time Keeper Report
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Search Results 2 items
Tasks and Reports

UW Reported Time Blocks for a Worker

UW Reported Time Manager/ Timekeeper

3. Enter the worker name and time period for Reported time

UW Reported Time Manager/ Timekeeper

Worker % Jon Bon Jovi

Start Date 12/03 /2018 [

End Date 12/28/2018 [

4. Click OK to view the report.

¢ UW Reported Time Manager/ Timekeeper G

Worker  Jon Bon Jovi EndDate  12/28/2018

StartDate  12/03/2018

3items B Foh @
Time Block Status Worker Employee ID Reported Date Hours/ Unit  Time Entry Code Unit

6 Hours on 12/11/2018 Approved Jon Bon Jovi 228 121112018 6 Hours Worked Hours

4 Hours on 12/11/2018 Approved JonBon Jovi 228 1271172018 4 H

6 Hours on 12/12/2018 Approved Jon Bon Jovi 228 12/12/2018

TIME ENTRY TROUBLE SHOOTING

I am trying to enter casual hours into the Time application and it won’t let me.

You can only enter hours into Workday as early as your start date. Check the start date listed in your worker
profile.

The Time Entry system gets locked during payroll processing and you will receive an alert if you attempting
to enter hours during this time. Time entry is locked for monthly staff the Thursday the week before the pay

week and the Monday of pay week at noon for bi-weekly employees. Time entry re-opens the day before the
pay date and any hours entered at that time will be paid on the next pay run.

My manager received a request to approve my hours for one of my casual positions but I didn’t
submit them.
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% WATERLOO workday. 7



>

e Ifyou have multiple casual positions, when hours are submitted for one position, any hours entered for other
positions are also submitted. There is no limit to the number of times you can submit hours if additional
hours have been added that need to be approved. Any hours that have already been approved will not go for
approval again, unless something has changed.

Because the time entry system requires hours to be approved by week, it is best practice to submit hours at

the end of each week to streamline the process.

How do I correct hours that have already been entered? Can I do this even after they have been
approved?

e Inthe Time Entry screen, click on the time block you want to correct. Make your corrections and resubmit
the hours for that week. Hours corrected after they have already been paid will show as an adjustment on the
employee’s next pay.

If time is entered for multiple positions in the same week, which manager receives the approvals?
Will all hours go to both managers?

e No. Hours that are entered on another position will only go to the manager listed for that position. If the
hours have been submitted already, they will not go for approvals again, even though the summary page
shows all hours for that week. If the hours are entered and have not been submitted, when you submit your
hours for the week, it will also submit the additional position’s hours, which will go to the applicable

managers for each position.

If I enter a cost center override on hours in time entry, will all associated benefits be charged to the
override account as well?

e  No, only the hours will be charged to the override account. All associated benefits (vacation pay, employer
taxes, etc.) will remain charged to the default account. If this is an issue, an additional job can be added with
a different cost center associated with it to allow all earnings and associated benefits and costs to be charged
to a separate account.
What if a casual has three positions - How is overtime determined?
e  Overtime will be applied to the position that takes the employees over the 44 hour threshold.
What is the impact of the employment end date on time entry?
e The end employment date does not terminate employment but is used for reporting and mass termination

actions by the HR Administration team. If you are entering time for an employee whose end employment

date has passed, the time entry will still be passed to payroll for processing.
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Delegation

Various tasks can be delegated in Workday such as an entry task, inbox reviews and approvals, or both. The steps
below will help guide you through setting up a delegation for tasks associated with Hire, Time Entry, Time Off, and
Terminations.

TO DELEGATE HIRE TASKS

1. At the top right of the Workday screen, click the profile icon and select View Profile.

P I
A

On behalf of: UW Employee

View Profile

2. From your Worker Profile, select Actions and hover over Business Process to select My Delegations.

1 | Actions J
| Actions
Worker
| Benefits >
Business Asset » View T
2 Business Process My Delegations 3
Compensation 5 Reassign Tasks

3. Click Manage Delegations to continue.
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Current Delegations Current Task Delegations Delegation History

0 items

Begin Date End Date

Manage Delegations

4. Enter Begin Date and End Date and type the delegate’s name in the *Delegate field. (Note: you must select
an end date.)

5. See the options below for next steps depending on the task(s) you want to delegate.

If you wish your And under: 2. Do Inbox Tasks On M
youwishyou Then under: 1. Start On My Behalf b x y
delegate to... Behalf

Click the prompt and select By
1. Beableto only . . .
. . Business Process Type > Hire > | Click None of the above
initiate a hire .
Hire Employee.

Select For Business Process and:

a) Type Hire in the search area and select
Hire and Propose Compensation

Leave the field blank. Hire.

b) Type Organization and select Change

2. Beableto only
approve a hire

Organization Assignments for
Worker

Select For Business Process and:

a) Type Hire in the search area and select

3. Beabletoboth Click the prompt and select By Hire and Propose Compensation
initiate and Business Process Type > Hire > Hire.
approve a hire Hire Employee. b) Type Organization and select Change

Organization Assignments for
Worker

Robert Baratheon (actons)

> Business Processes allowed for Delegation

New Delegation 1item

il|
=

*Begin Date End Date *Delegate Start On My Behalf o Inbox Tasks On My Behalf

12/20/2018 | 04/26/2019 [ X Arya Stark 3 % Hire Employee

For all Business Processes

© For Business Process
X Hire =
2 X Propose Compensation Hire

X Change Organization Assignments for Worker

o

N\

Retain Access to Delegated Tasks in Inbox

Delegation Rule




6. Click Retain Access to Delegated Tasks in Inbox (this will allow both you and the delegate to receive
inbox tasks).

Note: if you retain access, once someone completes a task, it will disappear from both inboxes but will
show in the archive section of you inbox.
7. Click Submit.

TO DELEGATE TIME ENTRY TASKS

1. At the top right of the Workday screen, click the profile icon and select View Profile.

® P a

2

On behalf of: UW Employee

View Profile

2. From your worker profile, select Actions and hover over Business Process to select My Delegations.

1
| Actions
Worker
| Benefits 3
Business Asset 3 View 1
2 Business Process | My Delegations 3
Compensation 5 Reassign Tasks
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3. Click Manage Delegations to continue.

Current Delegations Current Task Delegations Delegation History

Begin Date End Date

Manage Delegations

4. Enter Begin Date and End Date and type the delegate’s name in the *Delegate field. (Note: you must select
an end date.)

5. See the options below for next steps depending on the task(s) you want to delegate.

If you wish your delegate And under: 2. Do Inbox Tasks On My
Then under: 1. Start On My Behalf
to... Behalf
1. Beable to only initiate Click the prompt and select By
time entry on behalf of Business Process Type > Enter | Click None of the above
your employees Time > Enter Time for Worker.
2. Beable to only approve For Business Process select By
time entry for your Leave the field blank. Module>Time Core>Enter Time or
employees type in Enter Time.

S WATERLGO workday




3. Beable to both initiate Click the prompt and select By Select For Business Process and
and approve time entry Business Process Type > Enter | select By Module>Time Core>Enter
for your employees Time > Enter Time for Worker. | Time or type in Enter Time.

Manage Delegations
Robert Baratheon (&)

> Business P allowed for Del

New Delegation 1 item

il
2

“BeginDate End Date “Delegate

01/04/2019 [ 04/26/2019 [ X Arya Stark 1 X Enter Time for Worker (delegation only)

For all Business Processes

X Review Time (delegation only)
For Business Process | X Enter Time

None of the above

D | inrcces o Deegaed ke o

6. Click Retain Access to Delegated Tasks in Inbox (this will allow both you and the delegate to receive
inbox tasks).
Note: if you retain access, once someone completes a task, it will disappear from both inboxes but will
show in the archive section of you inbox.
7. Click Submit.

TO DELEGATE ABSENCE AND LEAVE TASKS

1. At the top right of the Workday screen, click the profile icon and select View Profile.

P H[s
A

On behalf of: UW Employee

View Profile
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2. From your worker profile, select Actions and hover over Business Process to select My Delegations.

1 I( Actions )
A
| Actions
Worker
| Benefits »
Business Asset » View T
2 Business Process My Delegations 3

Compensation y Reassign Tasks

3. Click Manage Delegations to continue.

Current Delegations Current Task Delegations Delegation History
0 items
Begin Date End Date

Manage Delegations

4. Enter Begin Date and End Date and type the delegate’s name in the *Delegate field. (Note: you must select
an end date.)
5. See the options below for next steps depending on the task(s) you want to delegate.

If you wish your delegate And under: 2. Do Inbox Tasks
Then under: 1. Start On My Behalf

to... On My Behalf
1. Beable to only initiate Click the prompt and select By Business

absence and leave requests | Process Type > Absence

d Click None of the above
on behalf of your Calendar>Correct Absence/Enter
employees Absence.

For Business Process and in

the search area type Absence
2. Beableto only approve
and press enter to select:
absence and leave requests | Leave the field blank.

for your employees
a) Absence Calendar

b) Correct Time Off

BIWATERLGO wdrkdoy



¢) Request Leave of
Absence

d) Request Return from
Leave of Absence

e) Request Time Off

For Business Process and in
the search area type Absence
and press enter to select:

3. Beable to both initiate Click the prompt and select By Business
a) Absence Calendar
b) Correct Time Off
¢) Request Leave of

and approve absence and | Process Type > Absence
leave requests for your Calendar>Correct Absence/Enter

employees Absence.
Absence

d) Request Return from
Leave of Absence
e) Request Time Off

Manage Delegations
Robert Baratheon (===)

> Business Processes allowed for Delegation

New Delegation 1item

i
=1

*Begin Date End Date “Delegate Start On My Behalf Do Inbox Tasks On My Behalf

01/04/2019 B 0472672019 [ X Arya Stark [ Correct Absence
1 X Enter Absence

© ForBusiness Process

X Absence Calendar

X Gorrect Time Off
X Request Leave of Absence

2 X Request Return from Leave of Absence
X Request Time Off

None of the above

Retain Access to Delegated Tasks in Inbox

6. Click Retain Access to Delegated Tasks in Inbox (this will allow both you and the delegate to
receive inbox tasks).
Note: if you retain access, once someone completes a task, it will disappear from both inboxes but will
show in the archive section of you inbox.

7. Click Submit.

TO DELEGATE TERMINATION AND RESIGNATION TASKS

1. At the top right of the Workday screen, click the profile icon and select View Profile.
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On behalf of: UW Employee

View Profile

2. From your worker profile, select Actions and hover over Business Process to select My Delegations.

1
Actions
Worker
Benefits
Business Asset View
2 Business Process My Delegations

Compensation Reassign Tasks

3. Click Manage Delegations to continue.

Current Delegations Current Task Delegations Delegation History

0 items

Begin Date

| Manage Delegations I

4. Enter Begin Date and End Date and type the delegate’s name in the *Delegate field. (Note: you must select
an end date.)

5. See the options below for next steps depending on the task(s) you want to delegate.
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. And under: 2.
If you wish your delegate
¢ Then under: 1. Start On My Behalf Do Inbox Tasks

0...
On My Behalf
. Click the prompt and select By Business Process Type .

Be able to only initiate . . . Click None of

L. . . . > Termination > Terminate Employee/Terminate
termination/resignation actions . . . the above

from Submit Resignation

Manage Delegations

Robert Baratheon (acions)

> Business Processes allowed for Delegation

New Delegation 2 items

1|
=

*Begin Date End Date *Delegate Start On My Behalf Do Inbox Tasks On My Behalf

01/14/2019 B 01/25/2019 B X Arya Stark % Terminate Employee

1 X Terminate from Submit Resignation

For all Business Processes

For Business Process

2 Io None of the above

Retain Access to Delegated Tasks in Inbox

8. Click Retain Access to Delegated Tasks in Inbox (this will allow both you and the delegate to
receive inbox tasks).

Note: if you retain access, once someone completes a task, it will disappear from both inboxes but will
show in the archive section of you inbox.
9. Click Submit.

TO DELEGATE ALL TASKS

1. At the top right of the Workday screen, click the profile icon and select View Profile.
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® B

A

On behalf of: UW Employee

View Profile

2. From your worker profile, select Actions and hover over Business Process to select My Delegations.

1 (" Actions )
A

Actions

Benefits

Business Asset

Worker

View

2 Business Process

My Delegations

Compensation

Reassign Tasks

3. Click Manage Delegations to continue.

Current Delegations Current Task Delegations Delegation History

0 items

Begin Date

Manage Delegations

4. Enter Begin Date and End Date and type the delegate’s name in the *Delegate field. (Note: you must select

an end date.)
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5. See the options below for next steps depending on the task(s) you want to delegate.

If you wish your delegate to...

Then under: 1. Start On My

And under: 2. Do Inbox

2. Be able to only complete Inbox

tasks

Leave the field blank.

Behalf Tasks On My Behalf
. . . Click For All Business
1. Beable to initiate all business Click the prompt and select All>
. Processes.
processes and complete inbox tasks Select all processes.
Click For All Business
Processes.

Manage Delegations
Robert Baratheon (asiens)

> BusinessF allowed for D

New Delegation 2 items

“Begin Date End Date

01/14/2019 [ 01/21/2019 [

“Delegate

X Rob Stark

1

Start On My Behalf

2 =M.

/o nwox 1asks On My Behalf

© Forall Business Processes

For Business Process =

None of the above

Retain Access to Delegated Tasks in Inbox

Delegation Rule

6. Click Retain Access to Delegated Tasks in Inbox (this will allow both you and the delegate to

receive inbox tasks).

Note: if you retain access, once someone completes a task, it will disappear from both inboxes but will
show in the archive section of you inbox.

7. Click Submit.

DELEGATION TROUBLE SHOOTING

I set up delegation for approvals and tasks, but my delegate isn't seeing the approval requests or

tasks.
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Ensure your delegate is clicking the cloud icon/profile picture and selecting Switch Account to act on your
behalf. Available tasks (business processes) will be displayed on the home page of the delegation dashboard and
approvals will be available in the delegation inbox.

I delegated the absence calendar so that other managers in my department can see when my team

members have booked vacation, but they cannot see it.
The Absence Calendar cannot be delegated for someone to see the Team Absence Calendar on another manager’s
team. In order to view approved absence requests for members on another team, you can go into each individual team

member’s Time Off summary to see their approved requests.

Can I set up a delegation so that someone on my team can view one of the manager reports available

to me?

Reports cannot be delegated. Most reports can be downloaded to excel so you can download and share them when

appropriate
If I set up a substitute in Unit 4 for Signing Authority, how does that translate to Workday?
Signing Authority substitutes in Unit 4 are brought over into Workday as the Signing Authority on the accounts in

Workday. This means that the substitute will receive Workday approval actions for new hires and time entry (when

the cost center is overridden) for the accounts they are listed as a substitute for in Unit 4.

Resignation or Retirement

The steps listed below will help you through initiating and approving a resignation or retirement.
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SUBMIT RESIGNATION OR RETIREMENT
1. Onthe Workday homepage, click View All Apps to go to the My Team Management application.

Apps X

F. TeETT
Benefits

Pay
Compensation

Directory

@=| Personal Information

@% My Team Management

Birthdays

> 6

Onhnardina Statis Summary

(ommm) (o)

2. Select Terminate from the Actions menu.

< My Team Management &

My Team My Team's Upcoming Time Off & [ Actions
Arya Stark Business Title Change

Systems Coordinator Ill 7121
East Campus 2 Add Job

End Additional Job

Catelyn Stark
Business Systems Analyst || 5052

Eddard Stark
Information Systems Manager Il 5770 3 View

Organization Directory

View More
Jon Snow
Datn Anslyat; Management Chain
h - Workers Currently on Leave &
Timeline
Rob Stark

Administrative Officer VI 3143

Sansa Stark
Computer Programmer VI 4063

3. Select My Team and select appropriate employee.
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Terminate Employee

Fer involuntary terminations, please work directly with your HR Business Partner.

Employee *

Arya Stark

Catelyn Stark

Jon Snow

Rob Stark

Sansa Stark

4. Click in the Reason section to activate the editable fields and click the prompt in the Primary Reason field to
choose the appropriate resignation reason.

Tip: Secondary and Local Termination Reasons may remain blank; or you may use the Secondary Reasons
field to record further details, if applicable.

Reason

Voluntary

kearch

Secondary Reasons

Local Termination Reason

UNIVERSITY OF
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5. Enter the employee’s last day worked as the Termination Date and scroll down to attach the

resignation/retirement letter in the attachment field.
6. Click Submit.

APPROVE RESIGNATION OR RETIREMENT

1. From the Workday inbox find the Submit Resignation request.

2. Upon review, select the appropriate Action button at the bottom of the screen — Approve, Send Back, Deny,

Cancel.

Reporting

TO ACCESS REPORTS AVAILABLE TO MANAGERS

There are three ways to access reports available to managers and timekeepers: @

e  From the Workday homepage, select View All Apps and then the Manager Reports application. =~ Manager Reports

e  Search Manager reports in the main Workday search bar and select from the list of search results.

e  Type the report name in the main Workday search bar.

Report name Description

UW CR Current Current employee information,
Worker Detail Report  including:

Employee ID

Hire date

Employee type

Full or part-time
Business title

Location

Supervisory organization
Default cost center
Manager
Compensation amount
Email address

S WATERLGO workday
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Report name Description Access

UW CR Secondments Displays a list of employees reporting to Manager
and Temporary you who are on a secondment or
Assignments temporary reassignment and includes:

e  Supervisory organization of
the contract

e  Business title of the contract

e  Start and end dates

UW CR Compares all temporary and ongoing Manager
Compensation staff’'s USG levels and base salaries
Spreadsheet which includes:

e  Most recent hire date
e Title
e Annual base compensation

UW CR Headcount & Displays current headcount and open Manager
Open Position positions in a graph format. Can be
Analysis drilled down to sort by:

e Job profile

e  Position number

e  Supervisory organization

e Time type

e  Worker type
UW CR Emergency Displays a list of employees and their Manager
Contacts emergency contact information
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Report name

UW CR Employees
with contracts

UW CR End date
report

UW CR Workers with
probation period
ending

Onboarding Status
Summary

% WATERLOO

Description

Displays a list of employees with end
dates (i.e. casual employees, students,
contract staff, etc.) and includes:

Title
Employee type
Hire date

End date

Displays a list of employees' end dates
for the selected supervisory
organizations and includes:

e  Position number and title

e Indicates primary or
secondary position

e  Position hire date
e Position end employment date

Displays a list of employees with
upcoming probation end date and
includes:

Probation start dates
Probation end date
Extension date (if applicable)
Length of probation

Displays a list of employees and their
progress level in the onboarding
process

workday.

Access

Manager

Manager

Campus Partner

Manager

Manager
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Report name

My Team's Learning
Transcript

Time Off Results
Summary

Terminations

UW Reported Time
Manager/Timekeeper

UW CR Worker Info
Jfor Timekeeper

Time Entry Data
Jor My
Organization

Time Entries for
Manager Approval

% WATERLOO

Description

Displays your direct reports’ learning
history

Displays vacation balances as of a
selected period in the vacation year

Displays voluntary and involuntary
termination details for a selected
period.

Displays a list of employees/a specific
employee’s submitted time and
includes:

e  Status (not submitted,
submitted, approved, denied)

Reported date (date worked)
Hours

Override rate

Override cost center
Comment

Displays employee titles and position
IDs

Displays compensation information

related to casual positions and includes:

Employee ID

Position ID

Supervisory Organization
Default hourly rate

Default cost center and costing
allocations

Pulls time entry approval items from
the Workday inbox and includes:

e Employee name
e  Position ID
e  Supervisory Organization

workday.

Access

Manager

Manager

Manager

Manager

Timekeeper

Timekeeper

Timekeeper

Manager

Manager
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Report name Description Access

e  Hourly rate (default or
override, whichever applies)

e  Cost center and costing
allocations (default or
override, whichever applies)

e  Hours submitted
e  Dates of hours worked
e Total amounts to be charged

Time Entries to Pulls time entry approval items from Cost Center Signing Authority
Approve for My Cost the Workday inbox and includes:
Center

Employee name

Position ID

Supervisory Organization
Hourly rate (default or
override, whichever applies)

e  Cost center and costing
allocations)

e  Hours submitted
e Dates of hours worked
e Total amounts to be charged

REPORTING TROUBLESHOOTING

Can I set up a delegation so that someone on my team can view one of the manager reports available

to me?

Reports cannot be delegated. Most reports can be downloaded to excel so you can download and share them, if
appropriate.

TIME ENTRY AND APPROVAL REPORTS

Will the PI be able to view the time entry approval reports?

The approval reports are generated from time entry approvals awaiting action in an individual’s Workday inbox. If the
time entry has a cost center override and the PI is the signing authority on the account that was entered, they will

receive an approval action in their Workday inbox and will be able to view the approval report. Office of Research will

also be able to view these reports when there are time entry approvals in their Workday inbox.
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Who has access to view the time entry and approval reports?

Time Entry Data for My Organization — Timekeepers and Managers

Time Entries for Manager Approval — Managers

Time Entries to Approve for My Cost Center — Cost Center Signing Authorities

See the Types of Reports section of the Workday website to view available reports and who can access them.

How do I access these reports?

The reports that are applicable to you will be located under the View menu option in the Team Time application. The
report names can also be typed into the Workday search bar for easy access.

How am I supposed to remember what details were in the report, i.e. rate, cost center?

The report can be exported to excel by clicking the excel icon on the top right of the table OR you can duplicate your
browser window by right clicking on the browser tab and selecting “Duplicate”. This will allow you to have the
information viewable in another window to reference while you are working.

Will I have to flip back and forth from the report to my Workday inbox in order to approve hours?

No. You can complete the approvals directly from the report. For more information, please view the Approve Time for
Casual Staff user guide.

If an employee has multiple positions, will they all display in the reports?

Yes, you will be able to see all positions for which you are listed as the timekeeper. If you are approving time, you will
see the position to which the time is associated.

Can we add start and end dates to the report for Time Entry Data for My Organization?
Unfortunately, we are unable to provide access to start and end dates at this point in time.
Will the reports include student IDs?

The reports will not contain student IDs or information on student positions. They will only contain information for
casual employees.
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