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Lab: Onboarding, Employee Changes,

Inbox In Workday



Covered Topics:

= Onboarding (paper vs electronic)
= As an Employee
= As an HRC
"Approve
=Cancel

= Employee Changes
= SPMS Benefit Readiness report
= DOB, Ethnicity, Gender, etc.
= SSN

= Inbox Filters




—S YS T E M——

Employee Onboarding



Onboarding — Key Points

= Agencies should continue to complete onboarding tasks
outside of Workday per your organization’s processes.

= Onboarding items will be sent to the new hire’s Workday
Inbox AND to HRC inbox for completion.

* HR must ensure that the onboarding tasks are completed in
a timely manner:
— Tasks left open may prevent future changes to employee data.

— Will cause negative feedback on agency scorecards (contact
information and emergency contact information).

— There are Due Dates for each step in the hire process, these are
based on the transaction date. If the due dates are missed for
completing a step, the step will have to be cancelled/deleted and
reprocessed in the system.

— All Onboarding tasks need to be completed for some onboarding
tasks to move from the pending status (includes HRC approval@
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Onboarding Tasks — For HRC

After entering Personal Information for a new hire, the HRC will get
these “Checklist” To Do tasks in their inbox.

My Actions Details Process
My Actions 3 items uﬂ Y [ .
A M Due D Business Process Subject
' o Do Confirm Employment Verification: Hire: Test Me (W2090810) Confirm Employment Verification
1 sks: Hire: Tes (W209 1 s
o Do IT Setup Tasks: Hire: Test Me (W2090810) IT Setup Tasks
10/ up in Time Keepi = : Hire: Me (W2090810)
o Do 05/10/2018 Setup in Time Keeping System: Hire: Test Me (W2090810)

Setup in Time Keeping System

005300 HR Administrator Il

Complete To Do Confirm Employment Verification
For
Overall Pro
rall 1 !

For each, you should click the
grey To Do button and
select Submit.
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Onboarding Tasks — For Employee

Once the To Do tasks are complete by HR, the employee will need to
complete ALL of their on boarding items in their inbox:

Hire To Do: Confirm Employment Verification Step Completed 05/11/2018 08:25:58 PM Cheryl Murphy (W1062466) (HR Coordinator)
Hire To Do: Setup in Time Keeping Systemn Step Completed 05/11/2018 08:26:02 PM 05/10/2018  Cheryl Murphy (W1062466) (HR Coordinator)
Hire To Do: IT Setup Tasks Step Completed 05/11/2018 08:26:08 PM Cheryl Murphy (W1062466) (HR Coordinator)

Onboarding Review and Acknowledge State Policy Documents Awaiting Action 05/13/2018  Test Me (W2090810) (Employee As Self)

Onboarding To Do: Change Benefit Elections (External of Workday Awaiting Action Test Me (W2090810) (Employee As Self)
Process)

Onboarding To Do: Add Payment Elections Awaiting Action Test Me (W2090810) (Employee As Self)

Onboarding Review and Ackowledge the Non-Sensitive Position Awaiting Action Test Me (W2090810) (Employee As Self)
Policy

Onboarding To Do: Change My Photo Awaiting Action 05/13/2018  Test Me (W2090810) (Employee As Self)

Onboarding Update Contact Information Awaiting Action Test Me (W2090810) (Employee As Self)

Change Emergency Contacts Update Emergency Contacts Awaiting Action Test Me (W2090810) (Employee As Self)

Complete Form 19 Complete Form 19 Awaiting Action Test Me (W2090810) (Employee As Self)

Change Benefits for Life Event Change Benefits for Life Event Awaiting Action Test Me (W2090810) (DBM Organizations and Employee
As Self)

**HR will need to review the employee’s submitted 1-9 and complete the
documentation portion. This will complete the employee’s onboarding
(except benefits)**
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Onboarding - SPMS Onboarding Status Summary

ementation - stateormarylana4

ﬁ Q) spmson N

SPMS Onboarding Status Summary

Supervisory Organization

Include Subordinate Organizations

= 0O M £ httpsy/wd5-impl d/gate Token=2bff472d17ed4569747328ad6519c18470464b706ed416740bf98fa82dd 1320 b S

< SPMS Onboarding Status Summary

Supervisory Organization  SPS Training Division E Include Subordinate Organizations  Yes
123 items @ vahm..”
— —
To Do:
Review and Rt=e) Review and (B:Z:zgte
Change Acknowledge To Do: Add . Update
Acknowledge Acknowledge Elections  To Do:
Onboarding e oy jljcompletegiic ontact State Policy (o0 the Sensitive e (External Change My (e Office
Contacts Form -9 IN ChangeIN Sensitive - Elections Information Completed 3 Home Location Phone
Progress Documents . Position of Photo IN Location
IN PROGRESS PROGRESS N Position Policy IN Workday PROGRESS
PROGRESS Policy IN PROGRESS PROGRESS
PROGRESS PROGRESS PROGRESS ::ucess)
PROGRESS
. Yes Yes Yes Yes Yes No Yes Yes Yes Yes Baltimore  Baltimore i
0%
® Yes No Yes No No No No No Yes Yes Baltimore Baltimore
0%
o Yes Yes Yes Yes Yes No Yes Yes Yes Yes Baltimore +1 (410) 443-55
0%
o Yes No Yes No No No No No Yes Yes Baltimore
0%
. Yes Yes Yes Yes Yes No Yes Yes Yes Yes Baltimore Baltimore +1(410) 52196¢ STATEWIDE PERSONNEL
v
P | ——S YSTEM—




Canceling Transactions

= “In progress” business processes can be cancelled or
deleted by the initiating personnel (whoever started the
business process, usually HRC) or members of DBM
Shared Services.

= On-boarding processes (update contact/ emergency contact
Information) can be cancelled by the Initiating personnel,
Shared Services or the employee completing the onboarding

= Cancel ONLY the Onboarding step (ex. Contact
Information), not the overall Onboarding process.

= |f a transaction is “Successfully Completed”, it cannot be

cancelled
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Canceling Transactions

The process to cancel a transaction is:
Worker History>Related Actions>Business Process>Cancel/Delete

Management Chain Organizations Worker History Additional Data Worker Security More -

m—)

View Worker History by Category

Worker History 12 items

Actions ) _
Action Event s
Business P ; F—
usiness Frocess Audits > Change Emergency Contacts for Onboarding:
Business Process » 108 08)
Automatic Compensation Change Favorite N Confirmation View
Personal Information Change: No Way R ’ Full Frocess Record 'W2090808)
(W2090808) Reporting ) View Definition
55
Change Emergency Contacts for View Remaining Process
Onboarding: Ne Way m;.ul View Secarity 118 09:28:47 PM

ID Change: No Way (W2090808) 05/09/2018 09:2&13FM UsyTurZung T us/09/2018 09:27:42 PM Successfully Completed
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Employee Data Changes



SPMS Benefit Readiness Audit

Report gives employee information that is imperative for
benefits, allows HR to find missing information and readily
monitor data inteqgrity:

= Legal Name

= DOB

= Home Address
= Personal Phone
= Personal Email ® (G o
. FTE e

= Retirement Information oot

= Fund Code
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Employee
= Option 1:

Test Me (W2090810)

HR Administrator Il

| Actions |

Job

Contact

Personal

Compensation

Benefits

Information - Editing

Personal Information D
Edit
Personal
Gender Mot Declared
Date of Birth 11/10/1986
Age 31 years, 6 m:

Marital Status
Hispanic or Latino
Race/Ethnicity

Citizenship Status

Unknown {Un
Mo
Two or More |

= Option 2

Test Me (W2090810)

HR Administrator Il

| Actions |

Actions

Benefits
Business Process
Calendar
Compensation
Job Change
Organization
Payment

Payroll

Payroll Interface
Personal Data

Talent

View Emergency Contacts

View Primary Address Changes

Edit Personal Information _

View Personal Information
Delete Photo
Maintain Names

Edit Photo

Edit ID Information

Edit Other IDs

Edit Passports and Visas
View ID Information

Edit Licenses

Edit Government IDs

View Form |-9
Print Form -9

View U.S. Employment Verification Status
Maintain Payment Elections for Worker

Change Background Check Status

Viewr Barkaraund Cherk Statie

*HRCs can make changes to employee personal information
(shown above) without any approvals however, If the employee

makes a change, it must be approved.**
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Social Security Number Errors

* Please ensure that you are cross checking every social
security number with the name as you get the hire review.
This will help prevent pay results on incorrect social security

numbers.

Important Note: When rehiring, if you find that the social security number
does not match the one you have selected, DO NOT change the social
security number for that worker. The mismatch means the staff member

you have selected to rehire is not the correct employee.

O
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SSN correction Is dependent on where you
are in the hire process.

* |f the hire is not yet completed and the ID change is
awaiting your review to upload documentation, you can
correct the social security number in this step only.

* |f the hire has been completed, please prepare a help
desk ticket to Shared Services to correct the social
security number.

» |f the hire has already gone to CPB, you will need to
complete an Edit Government IDs transaction directly to
correct it; always attach documentation
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Inbox Filters




Inbox Filters... Fun Facts

= An Inbox filter enables you to limit the action items you see in your
Inbox.

= You can create a personal Inbox filter that is available only to you
In your Inbox or they can be created centrally as system filters.

* You can define an Inbox filter for specific or all business
processes, and then define conditions that must be met for the
Inbox to display the action items.

**For more sophisticated filters you can apply condition rules**

= \Workday retains your selections on Inbox tabs only until you
navigate elsewhere.

O
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Inbox Filters... How to use them!

STEP 1:
From the inbox, click the Down Arrow button and click Edit Filters:
Inbox
i ttttttttttttttttt Q

STEP 2:
For a new filter, click the Create Inbox Filter at the bottom of the page.

My Inbox Filters Ee

fi:

Create Inbox Filter

O
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Inbox Filters... How to use them!
STEP 3:

Complete the following:
1. Type a Description

2. Check if the filter is “For All Business Process” or for a specific “Business
Process”.

3. Under Task(s), define what type of step in the Business Process.

**For this example, a filter is created for To Do’s. Another option is to filter on
Approvals only as this is a task that requires a timely action.**

Create Inbox Filter

Inbox Filter
Description % | AllTo Do's

Maximum Row Limit | 200

View Definition

° And/Or ( *Source External Field *Relational Operator Comparison Type

@ Cancel
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Inbox Filters... How to use them!

STEP 4:
Click the OK button and then the Done button.

Once complete you may navigate back to your inbox and select the filter
from the drop down menu from Actions Viewing tab. Example:

Inbox
Actions Notifications Archive
v | Viewing: All To ... o]
Assig Al
Term ) s
Favorites
(Term
Overdue
All To Do's
Setuf lire:
Ima 1 # EditFilters

O
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Questions?




