workday.

FREQUENTLY ASKED QUESTIONS

EMPLOYEE SELF SERVICE: NAVIGATION AND ALL ABOUT ME

THIS BOOKLET IS FOR THE PERSONAL USE OF ONLY THE INDIVIDUALS WHO ARE PART OF AN
ORGANIZATION THAT IS CURRENTLY SUBSCRIBED TO WORKDAY AND THE WORKDAY ADOPTION
TOOLKIT. YOU MAY MAKE COPIES ONLY AS NECESSARY FOR YOUR OWN USE. ANY DISTRIBUTION
OUTSIDE OF YOUR ORGANIZATION IS STRICTLY PROHIBITED UNLESS WORKDAY HAS AUTHORIZED
SUCH DISTRIBUTION IN WRITING.



CHAMPLAIN COLLEGE Frequently Asked Questions for Workday 19

© 2013 Workday, Inc. All rights reserved. Workday, the Workday logo, Workday Enterprise Business
Services, Workday Human Capital Management, Workday Financial Management, Workday Resource
Management and Workday Revenue Management are all trademarks of Workday, Inc. All other brand and
product names are trademarks or registered trademarks of their respective holders.

Version 19 (March 2013)

2 © 2013 Workday, Inc.



CHAMPLAIN COLLEGE Frequently Asked Questions for Workday 19

CONTENTS

N E= V7T = L A o] o [P PP 5
What do | use the Related Actions Icon or ACtions MenU fOr?........oooiuiiiiiiiiiii e 5
What is my INboxX used fOr?........cceuiiiiiiiii e Error! Bookmark not defined.

I am going on vacation or leave, how do | make sure my Inbox tasks are routed to someone else in my

10T 1ol PP 9
F Y 0 To 10 ) 1YL= PR 12
How can | find information about my current and previous jobs, managers, hire and continuous service
dates, and [ENGLN OF SEIVICE? ... ... e e e et e et e e e e e e e e eaeaeaa e 12
How do | view or modify my contact information such as address, phone, email, etc? ....................... 13
How do | view or modify my social networks in WOrkday?..........coeuveeuiiiiinieie e eeee e e 14

How can | view or modify my personal information such as date of birth, marital status, citizenship
status, and MIlItary SErVICE STATUS? ......c..iii ittt e e et e et e e e e et e e ean e e e e e aeaaaean s 15

How can | view ID information such as Driver’s License, Passport, Additional Government ID’s, Visas,
and Other ID’S @NA LICENSES? ... .. eeieieieiit ettt e e et ettt e e et e e ettt e e et eta e e e eeta s eeeeraaeeees 16

How can | view/modify emergency contact information? ... 17
How can | change my name due to marriage, legal name change, or just having a preferred name?..18
My marital status has changed, what do | Need t0 dO?.........ovivuiiiiiiiiii e 19

How can | view the compensation | am eligible for, including bonus, merit, commission, and allowance
PIANS @S APPHCADIET ... e et et e aaaas 21

How can | find out what benefits | am enrolled in and the coverage, coverage begin date, dependents,
beneficiaries, and employer and emMplOYEe COSE?... ... i 22

How can | see where 1 fit in the management chain or organizational hierarchy? .............ccccoeveueeenn.. 23

How can | view what organization | belong to, including region, cost center, project, team, company,
pay group, supervisory organization and other information as applicable?.............ccooeeiiiiiii e, 24

How can | view the people that support me in the organization | work for in roles such as HR, Benefits,
ACCOUNTING, PAYIOIl, BTC? .. ettt e et e et e e et e e e e e e e e e et e e et e aennaaeens 25

How can | access my transaction history to see when i enrolled in benefits, changed my personal data,

OF TECEIVEA DONUSES? ... e et e e e e e e e e e e e e e e e e e e rnn e e e s 26
How can | view, modify or add direct deposit or other payment elections?...........cccceeveeiiiiiiiieeinneennnn. 28
I received an error message while making a change or addition to my data, what should I do?.......... 31
How can | change my photo in WOrKAay? ...... oo et 32

© 2013 Workday, Inc. 3



CHAMPLAIN COLLEGE Frequently Asked Questions for Workday 19

(000 ] g1 Lo [0 g A L 7N o 1o T U 1 o 1Y P 34
Why would | use the ‘Configure This page’ INK? .........ooveuiiii i e e 34
How can | display additional information on my All About Me page? .......c.oeiiiiiiiiiiiiiniie e 35

Y Y Yo o0 18 | o | AP PP 37
HoW do | Change MY PASSWOIT? .......ceeiieiie ettt et e et e et e e e e e e e et e e ea e e e aa e eeaeeannas 37

How do | change language preferences, email notifications, and view the email address used for
buSINESS Process NOLIFICALIONS? .......iiiii it e e e e e e e e e e e e e e e e e eannes 39

How do | separately manage my password challenge queStIONS?.........vvvuuiiiiiiiiiiieeie e 40

4 © 2013 Workday, Inc.



CHAMPLAIN COLLEGE

Frequently Asked Questions for Workday 19

NAVIGATION

WHAT DO | USE THE RELATED ACTIONS ICON =

OR ACTIONS MENU FOR?

The related actions icon or the Actions menu symbol appear next to an object when there are actions you
can take on the object you are viewing. For instance, the Actions icon next to your name allows you to
perform a variety of tasks and to view data about your worker record. Much of what is accessible via the
related action icon is also accessible from links in the worklets on your All About Me page or from tabs
within the About Me section.

I I X

Available Actions Worker: Brian Kaplan == & =
Compensation 4
Job Change » Contact
Phone +1 {315) 423-5872 (Mobile)
b 1313 | !
Manage ‘.".n.l'ork 8 +1 (315) 423-5872 (Mobile)
= Organization 4 Email [E4] bkaplan@workday net
ﬁ“@ Payroll i Work Address
»
birel | Pyl Interface 200 East Randolph Straet
Personal Data 4 Chicago, IL 60605
=0 United States of America
. Procurement »
LAY )
T Safety Incident  » Instant Messenger (=) bkaplan
v - - o '
< | Talent ’ Social Network 2 lin|
5 M Time and Leave ¥ Job
¥ P Waorker History 4 Crganization  Global Support - USA Group
Favorite b Business Title Senior Customer Services Representative
Reporting ¥ Manager  Amelia Casias
Security Profile ¥ Location Chicago

Time in Position 3 year|s), 4 month(s), 3 day(s)

P Talent

Click and drag the icon to detach the window from the Related Action icon.

The following is a list of the actions and views you can perform or access from the Actions menu

associated with your name in the upper right corner of the All About Me page.

Note: Actions beginning with View are “view only,” such as View My Benefit Elections, or
can include the ability to modify the information as in View My Dependents.

E

Actions available are dependent on your organization’s security policies. This list may contain more
actions than available to you.

© 2013 Workday, Inc. 5
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Benefits » Change Benefits
Wiew My Current Benefit Elections
YWiew My Benefit Election History
Yiew My Beneficiaries
Wiew Beneficiaries

Yiew Dependents

Change Retirement Savings

YWiew Current Retirement Savings Elections
Alimnae By Datirnmmamt Coimae Clastiam Llistdome
Sigwe My Betiroment Savings-ElectionHistery

Business Asset b My Company Property

Business Process  k My Delegations

Job Change L Change My Business Title

Payraoll r Change My Payslip Printing Election

Change W-2/W-2C Printing Election

Personal Data ’ Change Contact Information
WView My Emergency Contacts
View My Primary Address Changes
Maintain Social Metwork
Change My Personal Information
Wiew My Personal Information
Change My Photo
Caorrect My Birth Date
Change My Legal Mame
Change My Marital Status
Change My Preferred Name
WView My 1D Information

Complete I-8 Form

Complete Form -9 Document Beverification
Maintain Payment Elections

Celete My Photo

6 © 2013 Workday, Inc.
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Time and Leave »

Warkday Account

Warker History

Favaorite

Preferences

Additional Data

Enter My Time
Request Time Off

View Time Off
Add Time Clock Event

View Time Off Balance
View Time Off Results by Period
View Carryover Balances

Request Leave of Absence

Request Return from Leave of Absence

Manage My APl Client Applications

Change My Password
Maintain Authorized Applications

Manage Password Challenge Questions

Turn Off Apple Motifications

Wiew Worker Histary
Wiew Waorker History by Category

YWiew Worker Document File
Wiew Manager Histary

Wiew My Service Dates

Wiew Linion Membership Histary

Add

Yiew Preferences

Edit Preferences

Wiew All
Edit

© 2013 Workday, Inc.
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WHAT IS MY INBOX USED FOR?

organization’s business processes.

oéi Inbox x

mn Ad hoc Review: Jared Ellis - Set Content

View Entire Inbox My Delegations

Your Inbox displays task notifications, reviews, and other items that are routed to you by your

Q

S

Inbox

processes.

slide-out tab.

2 For example, a task such as Benefit Change may appear during Open Enroliment and you may
have a set time in which to complete the task or be defaulted into pre-defined coverage, retain
existing coverage, or be waived out of coverage depending on your companies’ business

You may not see slide-out tabs on your landing page, depending on your organization’s security
policies. However, the entire Inbox can be accessed from either the Inbox worklet or the Inbox

View Entire Inbox

Inbox for w |ellis / Jared Ellis
My Tasks My Requests Process Status Notifications (0 unread)

Total Tasks 1

Awaiting Me Business Process Subject

View All My Tasks My Delegations Filter My Inbox

m ¥ Ad hoc Review: Jared Ellis - Set Content % Ad hoc Review: Jared Elli

© 2013 Workday, Inc.
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I AM GOING ON VACATION OR LEAVE, HOW DO | MAKE SURE MY INBOX TASKS ARE
ROUTED TO SOMEONE ELSE IN MY ABSENCE?

1 Workers with no organizational support roles and who are not managers generally will not need to
delegate their Inbox tasks, but there are circumstances where it may be necessary.

For example if you were responsible for some part of the new hire process such as assigning
Laptops and you wanted to make sure that in your absence those ‘To-Do’ notifications were routed
correctly, you might want to request that your Inbox tasks be re-routed temporarily to another
worker, your manager, a peer, etc.

Within the Inbox worklet locate and then click View Entire Inbox to expand it.

& Inbox x
@ Open Enroliment Change: Maria Cardoza
(21006 an 01/31/2012

Wiew Entire Inbox v Delegations

2 Click on the My Delegations button.

View Entire Inbox

Inbox for w» mcardoza / Maria Cardoza

My Tasks My Requests Process Status Motifications {0 unread)

Total Tasks 1

Task Business Process Subject

m ¥ Open Enrollment Change: Maria Cardglza (21008) on ¥ MWaria Cardoza (2100
01312012

View All My Tasks My Delegations Filter My Inbox

© 2013 Workday, Inc. 9
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3 Click the Manage Delegations button.

My Delegations

Far w Maria Cardoza (Z21006)

Current Delegations Current Task Delegations

Beqgin Date End Date

Manage Delegations

Delegate

Delegation His

Submit when finished.
A. Click to expand list of Business Processes.

B. Use Search to locate delegates.

Enter the dates when the delegation will be in effect, and a person to delegate the Inbox to. Click

Manage Delegations:

Maria Cardoza (21006) 7

»' Business Processes allowed for Delegation
—
New Delegation e

&3 *Beqin Date End Date *Delegate
O 110712011 = 11112011 |

x
Start On My Behalf Do Inbox Tasks On My Behalf
g’—g‘ () Forall Business Processes
) ForBusiness Process E

=) Mone of the above

Retain Access to Delegated Tasks D
Delegation Rule

10
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In most cases, requests for delegation have to be approved by a manager and might be allowed
only for certain business processes and/or for a certain period of time.

You have submitted: @ & x
Delegation for Jack Taylor on 10/29/2012 = actions

Mext Steps Related Links

Approval by Manager '¢ Business Palicy Document
Anthony Rizzo

» Details and Process

© 2013 Workday, Inc. 11
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ABOUT ME

HOW CAN I FIND INFORMATION ABOUT MY CURRENT AND PREVIOUS JOBS,
MANAGERS, HIRE AND CONTINUOUS SERVICE DATES, AND LENGTH OF SERVICE?

1 From the Personal Information worklet, select About Me.

_i Personal Information x

Change

Contact Information
Personal Information
Emergency Contacts
Marital Status

Photo

View All 10

View
Addresses
Email Addresses

Address Changes
View Al T

Or, click on your name link on any Workday page.

£ A1 At :

¥ Jared Ellis| | My Account w | Documentation | Sign Out

2 Click the Job icon to see the Job Details page.

Jared Ellis <G5 =
IT HelpDesk Specialist Manager % Jack Taylor + @ +1(214) 964-3007 (Mobile)
Dallas View My Team @ ¥ [ jellis@workday.net
(= ¥ 4 jeliis
== Ea3 = I
E 0 e B @ @ A A
Contact Personal Compensation Benefits Pay Performance Career Time Off Company Property

Professional Profile | Timeline | Additional Data

12 © 2013 Workday, Inc.
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HOW DO | VIEW OR MODIFY MY CONTACT INFORMATION SUCH AS ADDRESS, PHONE,
EMAIL, ETC?

1 Click on your name link from any Workday page.

g All About Me ‘Common = >

w Jared Ellis

| My Account + | Documentation | Sign Out

Click the Contact icon. The Contact page contains all relevant contact information including Work
and Home Address.

Jared Ellis €G08 =
IT HelpDesk Specialist Manager & Jack Taylor '-'o+‘. (214) 964-3007 (Mobile)
Dallas View My Team @ ¥ EH jellis@workday net
4= ¥ & jellis
=l m s« ®w ® @& A & &
Contact Personal Compensation Benefits Pay Performance Career Time Off Company Property

Professional Profile | Timeline | Additional Data

Use the Edit button to add or edit Phone Numbers, Addresses, Email Addresses. Changing your
address may require process approval depending on your organization’s business processes.

Contact

Home Contact Information

Address

3535 Gillespie Street Apt. 201
Dallas, TX 75219
United States of America

Usage

% Home (Primary)

Visibility

© 2013 Workday, Inc.
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HOW DO | VIEW OR MODIFY MY SOCIAL NETWORKS IN WORKDAY?

1 Click the Social Networks link on your Personal Information worklet.

-l Personal Information x

Change

| Contact Information
Personal Information
Emergency Contacts
Marital Status

Photo

Legal Name
Preferred Name
Birth Date

Business Title

Social Networks

Addresses

Email Addresses
Address Changes
Name

Wiew Al 7

2 Click the Add Social Network Account button.

My Social Networks: Q &)
Jared Ellis ¥ Actions

Home Contact Information

Add Social Network Account

3 Select the Social Network you would like to add and enter your account information. You may only
add one account for each Social Network. Click OK to submit, approvals may be required.

a} Add 5ocial Network Account

=

Jared Ellis i
L
Social Network # -
Facebook
Google+
Linkedin
Twitter

14 © 2013 Workday, Inc.
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HOW CAN | VIEW OR MODIFY MY PERSONAL INFORMATION SUCH AS DATE OF BIRTH,

MARITAL STATUS, CITIZENSHIP STATUS, AND MILITARY SERVICE STATUS?

1 Click on your name link from any Workday page.

8y All About Me ‘Common e

w Jared Ellis| | My Account v | Documentation | Sign Out

2 Click the Personal Information icon to view your personal information.

Jared Ellis €G58

IT HelpDesk Specialist Manager + Jack Taylor veﬂ (214)964-3007 (Mobile)
Dallas View My Team @ ¥ [ jellis@workday.net
5 ¥ 4 jellis

B= -, W @ = &

Coﬁléct Personal Compensation Benefits Pay Performance Career Time Off

Professional Profile | Timeline | Additional Data

3

Company Property

3 Click the Edit button to edit your information.

Personal Information

Personal
Gender ¥ Male
Date of Birth ~ 01/29/1972
Age 41 years, 1 months, 19 days
Marital Status  Married (United States of America)

Hispanic or Latino  No

Ethnicity % Two or More Races [United States of America)
Citizenship Status % Citizen (United States of America)

the Personal Information Worklet.

Alternatively, you can access personal information such as Marital Status from the Marital Status link in

© 2013 Workday, Inc. 15
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HOW CAN I VIEW ID INFORMATION SUCH AS DRIVER’S LICENSE, PASSPORT,
ADDITIONAL GOVERNMENT ID’S, VISAS, AND OTHER ID’S AND LICENSES?

1 Click on your name link from any Workday page.

ﬂ AllAbout Me [P »

w Jared Ellis] | My Account w | Documentation | Sign Out

2 Click on the Personal icon and then on click on 1Ds.

Jared Ellis <G5 =]
IT HelpDesk Specialist Manager & JackTaylor v o +1 (214) 964-3007 (Mobile)
Dallas View My Team @ y ¥ [jellis@workday.net

= ¥ 4 jeliis

n : = :

o 1 =5 = 1

- : : N T @ Et w i A
Overview Job Contact | Personal| Compersa Benefits Pay Performance Career Time Off  Company Property

Personal Information m Documents | Additional Data

IDs
National IDs =)
Country National ID Type Identification # Issued Date Expiration Issued By Series Verification Verified By
Date Date

¥ United States of America =& Social Security Number (SSN) XXX-XX-1101  01/01/1972 01/01/2000 ¥ Logan McNeil
Passports =
Country Passport ID Type Identification # Issued Date Expiration Date Verification Date  Verified By

¥ United States of America ¥ Standard 124501999 01/21/2001  01/21/2011 01/01/2002 ¥ Logan McNeil

Licenses =
License ID Class Issued by Country / Issued by Country Region/Issued by Identification  Issued Expiration Verification  Verified By

Authority # Date Date Date
W Drivers ed by Count 098544298 12/18/2005 12/18/2010 01/01/2006 ¥ Logan McNeil

(=) Issued by Authority + Texas Department of
Transportation

16 © 2013 Workday, Inc.
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HOW CAN I VIEW/MODIFY EMERGENCY CONTACT INFORMATION?

1 Click on your name link from any Workday page

i Ll e O Common ~ o
¥ Jared Ellis] | My Account w | Documentation | Sign Out

Click on the Contact icon and then click on Emergency Contacts. From here you can add
edit and delete your contacts.

Jared Ellis <&

IT HelpDesk Specialist Manager ¥ Jack Taylor ‘G‘GH (214} 964-3007 (Mobile)
Dallas View My Team @ ¥ ¥ [Hjellis@workday.net
4= ¥ 4 jellis

Overview Job

=
® O = A
Contact Compen sation Ben efits Pay Performance

Career Time Off Company Property
Conftact | Emergency Conlacts Support Roles

Emergency Contacts

=]
Emergency Contact  Relationship Contact Priority  Preferred Language  Phone Number Email Address
w Julie Ellis % Spouse % Primary ¥ English

% @ +1(214) 964-3007 (Mobile) m

Alternatively, Emergency Contacts can also be accessed from Emergency Contact link in the

Personal Information worklet.

© 2013 Workday, Inc. 17
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HOW CAN | CHANGE MY NAME DUE TO MARRIAGE, LEGAL NAME CHANGE, OR JUST
HAVING A PREFERRED NAME?

From the Personal Information worklet select Legal Name. You can also edit your preferred name
using the Preferred Name link.

Personal Information

-li Personal Information X

Change

Contact Information
Personal Information
Emergency Contacts
Marital Status

Photo

Preferred Name
Birth Date

View All 10

View

About Me
Addresses

Email Addresses
Address Changes
MName

Phone Numbers
Worker Documents

2 Additional processing or approvals may be necessary if you change your legal name.

To maintain a maiden or other name you will need to contact your organization’s Human Resources
support for assistance.

Change My Legal Name:
Jared Ellis i

Country # |United States of America =
Prefix =l

First Mame = |Jared

Middle Mame

Last Mame = |Ellis

Suffix =

18 © 2013 Workday, Inc.
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MY MARITAL STATUS HAS CHANGED, WHAT DO | NEED TO DO?

Personal Information worklet.

=l Personal Information

Change

Contact Information
Personal Information
Emergency Contacts
Marital Status

Photo

Legal Name >
Preferred Name
Birth Date

Business Title
Social Networks

Addresses

Email Addresses
Address Changes
Name

View All 7

A change in Marital Status can affect you in a number of different ways... You will want to consider
whether a name change is necessary. If so, follow the directions for changing a name in the

ﬁ;ﬁa Pay

Actions

Withholding Elections
Payment Elections
Edit Timeshest

You may want to consider changing your marital status for both Federal and State tax withholding.
If so, follow the directions for Federal and State withholding in the Pay worklet.

-l Personal Information

Change

Contact Information

Personal Information
Emergency Contacts

Marital Status €=
Photo

Legal Mame

You may want to change your Marital Status using the Personal Information worklet. If so, follow
the directions for viewing/modifying personal information.

© 2013 Workday, Inc.
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Changing your marital status may necessitate some additional processing or approvals depending
on the business process in use by your organization.

You have marked as Complete:
Legal Name Change: Jared Ellis = astions

MNext Steps

9 Review Legal Name Change
i Logan McHeil

» Details and Process

20 © 2013 Workday, Inc.
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HOW CAN | VIEW THE COMPENSATION | AM ELIGIBLE FOR, INCLUDING BONUS,
MERIT, COMMISSION, AND ALLOWANCE PLANS AS APPLICABLE?

1 Click on your name link from any Workday page.

(i LULVE R Commion v 5
¥ Jared Elli§ | My Account v | Documentation | Sign Out

related information. You cannot modify this information.

Select the Compensation icon and then click Total Compensation to view all compensation

I Total Campensatlonl Coj

Total Compensation

Your lotal compensation is  $75,595.80 Frequency ¥ Annual

Base Pay

Target Employer Contribution P
General Salary Plan | 59,450.00
Total: 59,450.00
Incentive Pay
2itams
" Target Emplayercantrlbulionr
Stock Plan - Non-Executive (Finance, IT, Sales & Marketing} = 2,000.00
Non-Mgmt Bonus - Staff 5,945.00

Total: 7,945.00

Jared Ellis
IT HelpDesk Specialist Manager & Jack Taylor =°+1 {214) 964-3007 (Mobile)}
Dallas View My Team @ « [ jellis@workday.net
4= ¥ & jellis
_,
E. A
Wl W/
Rlinie
E = [ =
Overview Job Contact Personal Compensation Benefits

ation | Pay Change History | Reimbursable Allowance Plan Activity

Company Property

Configure

© 2013 Workday, Inc. 21




CHAMPLAIN COLLEGE

Frequently Asked Questions for Workday 19

HOW CAN | FIND OUT WHAT BENEFITS | AM ENROLLED IN AND THE COVERAGE,
COVERAGE BEGIN DATE, DEPENDENTS, BENEFICIARIES, AND EMPLOYER AND

EMPLOYEE COST?

1 Click on your name link from any Workday page.

ﬂ All About Me

Common «

| My Account w | Documentation | Sign Out

Select the Benefits icon to view information about the Benefits plans you are enrolled in. You
cannot modify this information.

(Employee}

Jared Ellis <EZad =]
IT HelpDesk Specialist Manager ¥ Jack Taylor ?oﬂ (214) 964-3007 (Mobile)
Dallas View My Team @ 5 ¥ = jellis@workday.net
@ ¥ 4 jellis
£ lin
e = = ~
@, B B - L] i A
Overview Job Contact Personal Compensation Benefits Pay Time Off Company Property
Benefits
items &) v %
Benefit Plan Coverage Deduction Coverage c D ployer C. Benefit Credit
Begin Date Begin Date Coverage (Monthiy) (Monthiy)
¥ Medical - Aetna PPO 04/14/2011 04/14/2011 EE + Family + Julie Ellis $312.00 $579.00 $10.00
¥ Thornton Ellis
¥ Dental - Aetna PPO 01/01/2013 01/01/2013 EE + Family ¥ Julie Ellis $35.00 $34.50
¥ Thornton Ellis
¥ Healthcare FSA - SHPS 01/01/2012 01/01/2012 $1,800.00 $150.00
Annual
W Basic Group Life - Liberty Mutual 01/01/2005 01/01/2005 $75,000 $75,000.00 $33.00

22
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HOW CAN | SEE WHERE | FIT IN THE MANAGEMENT CHAIN OR ORGANIZATIONAL

HIERARCHY?

1 Click on your name link from any Workday page.

7 Allabout M (SLULENRS
¥ Jared Ellis] | My Account + | Documentation

| Sign Out

managers in your management chain.

Select the Job icon and then click Management Chain for information for your manager and all

Jared Ellis €5EIE =4
IT HelpDesk Specialist Manager & Jack Taylor v o +1(214) 964-3007 (Mobile)
Dallas View My Team @ ¥ [ jellis@workday.net
@ 5 4% jellis
—_ = [\ = i
Overview Job nal Compensation Benefits Pay Performance Career Time Off Company Property
Job Details | History || Chain | Organizations | Worker History
Management Chain
Supervisory Management Chain -5 jtems s &
Organization Manager Phone Number
¥ Global Modern Services ¥ Steve Morgan v 9+t (510) 635-1856 (Telephone)
¥ Executive Management Group ¥ Steve Morgan % +1(510) 635-1856 (Telephone)
¥ Information Technology ¥ Oliver Reynolds 5 ) +1(415)435-1163 (Telephone)
W [T Services Group ¥ Anthany Rizzo v 0 +1(214) 827-2318 (Telephone)
# [T HelpDesk Department ¥ Jack Taylor v QH (872) 655-0961 (Telephone)

© 2013 Workday, Inc.
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HOW CAN | VIEW WHAT ORGANIZATION | BELONG TO, INCLUDING REGION, COST
CENTER, PROJECT, TEAM, UNION, COMPANY, PAY GROUP, SUPERVISORY
ORGANIZATION AND OTHER INFORMATION AS APPLICABLE?

1 Click on your name link from any Workday page.

ﬂ All About Me

m | My Account w | Documentation | Sign Out

Common «

2 Select the Job i

con to view the organizations that you are a part of.

Jared Ellis €G58

Overview Job

Organizations

Member of These Orga
Organization

¥ Global Modern Services
W 61120 IT HelpDesk

¥ Storage North America
¥ USA-Southeast US

¥ Headquarters - Corporate

¥ [T HelpDesk Department

IT HelpDesk Specialist Manager ¥ JackTaylor ¥ () +1(214) 964-3007 (Mobile)
Dallas View My Team @ ¥ Hjellis@workday.net
e ¥ & jellis
e = =_ =3 = :
@ | 8l= . T @ (T L) A
Contac i Be nefits Pay Performance Career Time Off Company Property
Job Details | M; History | M. Chain Worker History
nizations - &items 9 v
Organization Type Organization Subtype
Inc. (USA) ¥ Company ¥ Company

¥ Cost Center ¥ Cost Center

+F Location Hierarchy ¥ Geographic Division

¥ Location Hierarchy ¥ Geographic Division
¥ Region ¥ Region

¥ Supervisary % Department

24 © 2013 Workday, Inc.
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HOW CAN | VIEW THE PEOPLE THAT SUPPORT ME IN THE ORGANIZATION | WORK
FOR IN ROLES SUCH AS HR, BENEFITS, ACCOUNTING, PAYROLL, ETC?

1 Click on your name link from any Workday page.

¢l All About Me ,
¥ Jared Ellis| | My Account + | Documentation | Sign Out

Select the Contact icon and then click Support Roles to view the workers who support you in HR,
Benefits, Accounting, and Payroll. You can click on the name of the worker in a support role for
contact information such as phone number and email address.

Jared Ellis <SG
[T HelpDesk Specialist Manager ¥ Jack Taylor ¥ o +1 (214) 964-3007 (Mobile)
Dallas View My Team @ g ¥ [ jellis@workday.net

= 5 4 jellis

& g — = [ e [
B # | & LD . T @ & i 5
Overview Jobh Contact Wﬁaneﬁls Pa Performance Career Time Off Company Property
Support Roles

Contact | Emergency Contacts

Support Roles

64 items )
Organization Role
Worker Role Enabled
¥ 1099 Analyst ¥ Nathan Moore ¥ Global Modern Services, Inc. {USA)
¥ Teresa Serrano
¥ Absence Partner ¥ Maria Cardoza ¥ [T HelpDesk Department
% Accountant ¥ Andrew Walton ¥ Global Modern Services, Inc. (USA)

¥ Sara Goldstein
¥ Teresa Serrano

¥ Accounting Manager ¥ Sara Goldstein ¥ Global Modern Services, Inc. (USA)
¥ Teresa Serrano

% Accounts Payable Analyst ¥ Nathan Moore ¥ Global Modern Services, Inc. (USA)
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HOW CAN | ACCESS MY TRANSACTION HISTORY TO SEE WHEN | ENROLLED IN
BENEFITS, CHANGED MY PERSONAL DATA, OR RECEIVED BONUSES?

1 Click on your name link from any Workday page.

7 Allabout Me  [RELLEIR »
w Jared Ellis] | My Account v | Documentation | Sign Out

Select the Job icon and then click the Worker History tab. You can click the View Worker
History by Category button to see more information...

Jared Ellis <EE5E €
IT HelpDesk Specialist Manager ¥ Jack Taylor ¥ 0 +1(214) 964-3007 {Mobile)}
Dallas View My Team @ ¥ [ jellis@workday.net
& 5 & jeliis
= I «n .
— . "ﬂj c [=E] i 3
Overview Job Contact ersona - Pa Performance Career Time Off Company Property
Job Details | Manager History | Management Chain | Organizations || Worker History
Worker History
49 items = [
Business Process Effective Date _ Initiated On ‘DueDate Completed On Status
¥ Open Enroliment Change: Jared Ellis on 01/01/2013 01/01/2013 10/26/2012 05:45:27 10/26/2012 06:12:22 Successfully Completed
PM PM
¥ 2012 Performance Appraisal: Jared Ellis 1213112012 02/27/2013 05:02:13 02/27/2013 05:02:25 Successfully Completed
P P

© 2013 Workday, Inc.



CHAMPLAIN COLLEGE

Frequently Asked Questions for Workday 19

...by category such as Staffing or Personal Data.

3

View Worker History by Category:
Jared Ellis = Actions

View Worker History
Staffing

Hire History

Personal Data Goals and Reviews Career and Talent Benefits

Business Process Initiated On Start Date Status

¥ Hire: Jared Ellis 0B/22/2007 05:25:09 PM 01/01/2000 ¥ Successfully Completed

Position History
Business Process

¥ Edit Position: Jared Ellis

Effective Date
01/01/2000

Initiated On

Reason

¥ New Hire > New Position

Completed On

Organization
+F IT HelpDesk Department

Status

04/03/2008 02:00:00 AM 04/03/2008 01:43:55 PM Successfully Completed

Position
% IT HelpDesk Specialist

View Worker History by Category:
Jared Ellis = actions

View Worker Historv

Personal Data

Staffing Goals and Reviews Career and Talent Benefits

Personal Data History -7items

Business Process Effective Date  Initiated On

¥ Create Primary Address: Jared Ellis 01/01/2000 02/21/2011 08:37:04 PM
% Photo Change: Jared Ellis 02/17/2009 02/18/2009 12:50:52 AM
¥ Contact Change: Jared Ellis 01072008 01/07/2008 02:03:53 PM
% Contact Change: Jared Ellis 01/07/2008 01/07/2008 02:03:53 PM
¥ Contact Change: Jared Ellis 01/07/2008 01/07/2008 02:03:53 PM
¥ Contact Change: Jared Ellis 01/07/2008 01/07/2008 02:03:53 PM

¥ Personal Information Change: Jared Ellis 08/22/2007 05:30:18 PM

Status

Successfully Completed

Successfully Completed
Successfully Completed
Successfully Completed

Successfully Completed

Successfully Completed

Successfully Completed

Change From

Ethnicity:

Change To

2843 Main Street
Dallas, TX 75201
United States of America

jellis
+1(214) 964-3007

3535 Gillespie Street Apt. 201
Dallas, TX 75219
United States of America

jellis@workday.net

Ethnicity: Two or More Races (United
States of America)
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HOW CAN I VIEW, MODIFY OR ADD DIRECT DEPOSIT OR OTHER PAYMENT

ELECTIONS?

s Pay

Actions

Payment Elections

Edit Timesheet

View

Payslips

Timesheets

Total Compensation

Merit Statement History

Bonus & One-Time Payment History
My Tax Documents

Reimbursable Allowance Plan Activity

1 From the Pay worklet, select Payment Elections.

2 You can Add, change, or remove bank accounts here using the Add Account, Change
Account, or the Delete Account buttons.

You can change election information for your regular, expense or bonus payments, or for an
external payroll system as applicable using the Change Election button.

Payment Elections:
Jared Ellis = Actions

Account Nickname

% Personal Checking

Add Account

Payment Elections

- 4 items

Pay Type

Expense Payments

4

+ Regular Payments
w Bonus Payments

w External Payroll System

Country

Worker ¥ Jared Ellis
Default Country % United States of America
Default Currency ¥ USD
Status  Successfully Completed
Accounts

+ United States of America

Payment Type

+ Direct Deposit
w Direct Deposit

+ Direct Deposit

+ Check

Bank Name Account Type Account Number

Bank of America % Checking

Payment Elections
Account Account Number Distribution
w Personal Checking ~ ****** 9801 Balance Yes
w Personal Checking ~ ****** 9801 Balance Yes
% Personal Checking ~ ****** 9801 Balance Yes
Balance Yes

Change Account

& @

Designate how to receive payment for each type of pay. For direct deposit be sure to add accounts prior to changing elections.

Delete Account

Change Election
Change Election

Change Election

Change Election

28
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When you add an account, you should have a blank check handy to ensure that you enter the

correct Routing Transit Number and Account Number. Once the account has been added, you may
use it to make payment elections.

Add Account

Add account information for use when electing direct deposit for payments. Assign the account a nickname for easy identification later. The
bank name is informational only. The numbers drive the direct deposit transaction and may be found on checks. Please contact your bank
for further information on direct deposit.
Waorker  Jared Ellis 4
Account Country  United States of America
Sample Check

Jonathen Dae a3
4521 Main &t
Anpwtiere, CA 94000

5[

Dollars

YOUR BANK NAME
5876 1 & DO NOT INCLUDE
Anyshiers, CA 54000 Check #

NAEiLEETESN OODL23ILSETARO " B84

9 Digit Routing # Account #
Behaeen the 17 symbaols Include all zeros

Account Information
Account Mickname (optional)

Additional Information
| Bank Identification Code

AccountType # () Checking

) Savings

Bank Name #

Routing Transit Number

Account Number #

E Cancel

You may elect to distribute a dollar amount or a percentage to the new account. If you change an
existing account, all payment elections using the account are updated automatically.

Payment Elections

o Order *Country *Currency *Payment Type

Account
United States of usD Direct Deposit

*Balance | Amount | Percent
41

¢ Personal Checking (+) Balance

America
() Amount 0.00
() Percent 0.00 %

You may not delete an active account: you must first modify the payment election and remove the
account before you can delete it entirely.
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5 To change an existing election use the Change Election button next to the pay type you wish to
modify (such as Regular, Bonus etc).

You may change the amount or percent that goes to an account, or change the account that
receives the balance of payments.

Allowable changes are determined by your company’s payment elections policy.

Payment Elections - 4items =1
Pay Type Payment Elections
Payment Type Account Account Number Distribution
¥ Expense Payments ¥ Direct Deposit ¥ Personal Checking a0 Balance Yes Chanage Election

¥ Regular Payments ¥ Direct Deposit % Personal Checking QR0 Balance Yes Change Election

w Bonus Payments w Direct Deposit ¥ Personal Checking EErgai Balance Yes Change Election

W External Payroll System ¥ Check Balance Yes Change Election
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I RECEIVED AN ERROR MESSAGE WHILE MAKING A CHANGE OR ADDITION TO MY

DATA, WHAT SHOULD | DO?
Error messages may appear in the upper right hand section of the page. They typically identify the

specific field or fields that were completed incorrectly, that were not completed even though they

are required, or that conflict with a rule set-up by your organization.
Your attention is required
0 The field Account is required and must have a value.
Messages
2 Fill in the required field, correct the data or cancel out of the process if you are trying to do

something that conflict with your organization’s rules.

If the error message is not sufficiently clear, you may wish to copy the message and contact the
appropriate HR, Payroll, or Benefits support personnel.

*Balance | Amount / Percent

*Payment Type Account
Direct Deposit | | , The field Account is required and must have a value.
) Amount 0.00
() Percent 0.00 %
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HOW CAN | CHANGE MY PHOTO IN WORKDAY?

1 From the Personal Information worklet, click the Photo link.

: ii Personal Information

Change

Contact Information
Personal Information
Emergency Contacts
| Marital Status

| Photo

Legal Mame
View All 10

View

About Me
Addresses

Email Addresses
Address Changes

MName
View All 7

2 Browse your computer to find a photo.

After you select the file, click Upload and then Continue.

Change My Photo:
Jared Ellis ¢

Current

£

&

tb

M

Proposed

File Name

Browse
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CHAMPLAIN COLLEGE Frequently Asked Questions for Workday 19

3 View your current and your proposed photo. Click Submit to change your photo.

Change My Photo: x
Adam Carlton

Current

-

Proposed

Save for Later Cancel

4 Approvals may be required.

You have submitted:
Change Photo: Adam Carlton - Staff Payroll Specialist = actions

Mext Steps
r Approval by HR Partner
i Logan McHeil

» Details and Process
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CONFIGURE ALL ABOUT ME

WHY WOULD I USE THE ‘CONFIGURE THIS PAGE’ LINK?

Selecting the Configure This Page link on the bottom left corner of your All About Me page allows
you to add or remove worklets from your All About Me page (you may need to scroll down to view it).

N

workday.

«

Workfeed

2

Project Tasks

Y

Benefits

=g

Personal Information

¢y All About Me

w Jared Ellis | My Account w | Documentation | Sign Out

]

Expenses

~ | Personal Information

X

Change

Contact Information
Personal Information
Emergency Contacts
Marital Status

Photo

Legal Name
Preferred Name
View All 10

View

About Me
Addresses

Email Addresses
Address Changes
Name

Phone Mumbers
Worker Documents

CONFIGURE THIS PAGE ==

This Month at GMS

Purchases

¥

&

Directory

Performance

i

Time Off

34
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HOW CAN | DISPLAY ADDITIONAL INFORMATION ON MY ALL ABOUT ME PAGE?

Selecting the Configure This Page link on the bottom left corner of your landing page allows you
to add or remove worklets (you may need to scroll down to view it).

Name
Phone Mumbers

éﬂ Worker Documents

Directory

CONFIGURE THIS PAGE == Expenses

2 Worklets are groupings of related task links, with titles such as Personal Information and Time Off.

_ﬁuPay "l

o] dbg Time Off x|
W hholcl
pl | 2
Elit e ‘Qj Benefits X

Timg Con
on

Leay Change Current Cost
Pers

Retu Benefits 44350
Eme o dent

Marit Bepe: enis

= - eneficiaries

| viey [View ) )

Ti Retirement Savings

Timg | ..

Ty Viey

3 Time AboL

Timeg View External Links

Addr

Ema

— | ViEW ?lh‘: Aetna (doctor search)

Req( |-l Personal Information x \

Benefit Elections ¥ & 401(k)
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@ Cancel

Some worklets are required, and may not be removable, depending on your organization’s policies.
Optional Worklets can be added if allowed by your organization.

Configure Worklets x
Required Worklets Optional Worklets
The following worklets are required on your All About e Select the optional worklets you would like to include on your
page. All About Me page.
3 items 11 items
Worklet (4] Order *Worklet
Getting Started at GMS DOv Benefits |
Personal Information D Daw Favarites
Workfeed Bilaw Inbox
Diaw Process Status
D0avw Pay
Baw Expenses
Baw Directory
Daw Perfarmance
DDaw Time Off
DDavw Purchases
D0 aa This Month at GMS

36
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MY ACCOUNT
HOW DO | CHANGE MY PASSWORD?

1 Depending on your organization’s security policies, you may need to change your initial password
the first time you login to Workday. Alternatively, you may not need to change it or you may not
be able to change it. If you are unsure and have received no instructions, ask your HR or Security
Representative.

To manually change a password, click on the My Account link next to your name in the top right
corner of any page in Workday and then click Change Password.

My Account

Change Password

>| My Account w | Documentation | Sign Out
Change Preferences

Manage Password Challenge Questions

Enter your Current Password and your New Password, Retype your New Password in the Verify
New Password field, and click OK.

Change My Password x

Password Rules  Your new password must not be the same as your current password or user name. Minimum number of
characters required: 6. 2 of the following character types must be represented: uppercase characters,
lowercase characters, Arabic numerals 0 - 8, special characters M'#5%&'()*+ -/ ==2@[N"_"{i~.

Current Password #||

MNew Password #

Verify New Password #

E Cancel
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3 If you are logging in to Workday for the first time and are required to change your password.

User Name jellis

Please Sign in: Old Password

New Password

Verify New
Password

@

backto Sign In

Please change your password

4 Complete the new password information and follow the security question prompts.

User Name scabral

Please sign in: | Whst city were you bom in (City name only)? v
Answer

| What city were you bom in (City name only)? \
Answer

Click GO to finish.
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HOW DO | CHANGE LANGUAGE PREFERENCES, EMAIL NOTIFICATIONS, AND VIEW THE

EMAIL ADDRESS USED FOR BUSINESS PROCESS NOTIFICATIONS?

1

To manually change your Preferences, click on the My Account icon next to your nhame in the top
right corner of any page in Workday and then click Change Preferences.

My Account

Change Password

Change Preferences

Commaon =

| My Account w | Documentation

Manage Password Challenge Questions

o

| Sign Cut

French.

Change your preferred locale to view your Workday pages in another language, such as Spanish or

Change Preferences:

jellis / Jared Ellis

Global Preferences
Default Locale
Preferred Locale
Default Display Language
Preferred Display Language

Default Timezone

English {United States) - en_US

| -

English

Central Time (Chicago)

Workflow Preferences

Workfeed Preferences
Suppress Workfeed Exceptions

O

Email Alerts for Business Process Tasks and Mofifications
Email Address for Business Processes

Enable Preferred Currency Reference View ]
Default Currency  USD
Preferred Currency ‘5
Search Preferences
Preferred Search Scope 2
Account Preferences
Mobile Waork Phane Carrier |

Mumber of Rows to Display in all Inbox Flyout tabs (does not limit Inbox Worklet) g

Number of Days to Show Completed Tasks in My Requests Tab (Inbox Flyout) |

|-

jellis@workday.net

Background Notification Preferences
Display a message when a background report completes
Display a message when a shared background report completes

™
™

Account, Workflow, Workfeed and Background Notification Preferences.

If your organization has made the other options available to you, you can edit your Search,
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HOW DO | SEPARATELY MANAGE MY PASSWORD CHALLENGE QUESTIONS?

To manually change your Password Challenge Questions, click on the My Account icon next to

your name in the top right corner of any page in Workday and then click Manage Password
Challenge Questions.

My Account Common =
Change Password

| My Account w | Documentation | Sign Out
Change Preferences

Manage Password Challenge Duestic-nsl

[

Select new questions and answers and click OK. You will be prompted to answer these questions in
the future if you forget your password.

Manage Password Challenge Questions

You can change your challenge questions and answers by choosing a new question and providing an answer that you will
remember. Your current questions and answers are shown here.

Selectthe First Security Challenge Question # What city were you born in (City name only)?  w

First Challenge Answer # Walnut Creek

Select the Second Security Challenge Question # What was the name of your first employer? | w

Second Challenge Answer = Workday

Select the Third Security Challenge Question

Third Challenge Answer

Select the Fourth Security Challenge Question

Fourth Challenge Answer
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