
Workstreams
in Workday



Agenda

• Why Workday
• Managing Team Time
• Team Time Off
• Transactions within the employee lifecycle



Why Workday

• Real-time insight 

• Simple and intuitive user interface

• Streamline processes and automation

• Consolidation of many systems into one 

system

• Workday is accessible everywhere



Workday helps to 
facilitate transactions

Presenter
Presentation Notes
 Team management worklets allow you to see your team as a whole, in one place.  Here are the most commonly used worklets that provide insight into your team in Workday.  Today, we are going to focus on applications related to time.  You are encouraged to explore the other applications to familiarize yourself with their functionality.



Who is using 
Workday for 
time entry?

• Employees who currently use 

Datatel/Colleague will now use Workday 

for time entry

• Employees who currently use Kronos will 

continue using that system. Managers 

will continue approving time in Kronos for 

now

Presenter
Presentation Notes
At Go-live, non-exempt, non-Kronos using staff will be using Workday for time entry.  Staff using Kronos will continue to use Kronos for time entry and their managers will continue to approve their time in Kronos.



Demo and Activity:
Entering Time

Presenter
Presentation Notes
Demo and activity



Team Time
One central location to view 
team time entry and 
scheduled time off

Allows for visibility in team 
schedule and strategic 
absence management

Presenter
Presentation Notes
The Team Time  application  provides a single location for you to view time entry and scheduled time off.  This functionality reduces the need to manage your team's time on an external calendar.  

Team Time is also where you will be able to edit and submit time on behalf of your staff. Workday’s interface reduces the amount of correction the manager must do on behalf of an employee.  With Workday, employees will still have access to edit their timecard, even after submitting for approval.  Timecards can be edited up until payroll cutoff.




How will I 
know to 
approve 
time?
Once employees submit their 
timecards, Workday notifies 
the approver via Inbox

Presenter
Presentation Notes
Notifications from Workday will show you when timecards are due as well as when your workers haven’t submitted.  Workday aids in streamlining the time reporting process, to ensure prompt delivery of time entry data to payroll.



Reviewing 
Time

• Review all employees at one 
time

• Choose to view only direct 
reports

• When reviewing time for 
multiple workers, they must 
be in the same period 
schedule.

Presenter
Presentation Notes
Workday allows time approvers to review time entered by employees in the system.  Approvers can choose 1 or more employee's time to review.  Having this information in one placed provides clarity into the time submitted by the employee.  Reviewing time also allows for visibility into who has completed their timecard for the week, which reduces payroll issues.



Demo and Activity:
Review and Approve Time



Employee Time Off

• Requested by either the 
employee or the 
supervisor

• Instant visibility to both 
parties

Presenter
Presentation Notes
Employees can use either the Time or Time Off worklets to request timeoff.  They will also be able to review their accumulated time off balances as well as any time off that has been submitted and approved. Help text displays during the request to clearly inform the employee of RISD’s time off policy.

Non-exempt staff will start using Workday for time off on April 1.  Exempt staff will begin July 1.




Once the employee submits their time off, you will receive an Inbox task alerting you to review the submission. 





Demo and Activity:
Request Time Off

Presenter
Presentation Notes
Demo and Activity



Reviewing time off requests

Presenter
Presentation Notes
Time off request tasks will be displayed in your inbox upon submission by the employee.  Clicking on the Inbox task will show the pertinent information related to the time off request.  As the manager, you will be able to view the employee’s time off balances directly in the request, as well as a graphic display of how many members of your team have already been approved for time off.  


You will not get these notifications if you submit the request on behalf of the employee





Demo and Activity:
Review Leave of Absence

Presenter
Presentation Notes
Demo and Activity



Leave of 
Absence
In addition to standard leave, 
Workday also processes 
Leave of Absence.  

Presenter
Presentation Notes
Leaves of Absence are long-term, special time off requests that generally have different criteria than sick or vacation leave.  Workday processes these requests too. LOA requests are automatically routed to the appropriate HR/Leave partner for review and approval.  The employee’s manager will not approve this action in Workday.  Managers should not request a leave of absence on behalf of the employee.  If such an occasion arises when an employee cannot request leave on their own, managers are to contact their Leave partner to start the process.





Demo and Activity:
Submitting Leave of Absence



Lifecycle of 
the Employee

Hire an 
Employee

Talent 
Management

Promotion/Job 
Change

Termination

Workflow automations 
get new employees 
hired and onboarded

Performance reviews 
and goal setting

Streamlined process to 
support employee 
career mobility

Automated offboarding 
and routing to 
appropriate personnel

Presenter
Presentation Notes
Workday facilitates the management of an employees lifecycle, by streamlining business processes, increasing visibility into information necessary to managers, and houses it all one place.  It is important to note that Workday is handling the task routing for these processes.  The conversations carried during these times are critical to the success of RISD.  Workday will not replace those conversations, it will simply document and route tasks related to those conversations.



Hire an 
Employee

Workday’s Onboarding tool allows 
employee to seamlessly review 
and edit details of employment 
record

Professional Recruiter takes 
ownership of hiring process

Onboarding begins in Workday as 
soon as they are hired



Onboarding Preview

Presenter
Presentation Notes
Key areas to point out:
Welcome Video from the President (YouTube video tour of campus)
From My Manager
A nice welcome note from the manager to the new hire
People to Meet
Helpful Contacts
For questions related to the onboarding/new hire process
Campus Parking and Directory Information



Talent 
Management

Technology supported framework where the 
conversation is paramount.

Workday aids the process by preserving 
electronic  records

Ability for employee to track education and 
experience

Manager and employee can view education and 
training history of employee

Goal Setting in Workday will begin in early June. 
Training sessions will occur at that time



Promotion/Job 
Change

Reduce paper forms

Reduce manual routing to multiple 
departments for signatures

Supported by HR Partner

Manager visibility to 
compensation



Separation 
of 
Employment 

• Employee can initiate resignation

• Workday starts off-boarding process

• Entire process tracked in Workday

• Notifications to IT, Card Services and 

Benefits for action



Wrap Up/Questions
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