Capacitacion de
WorkDAY

Volvamos a lo Basico


Presenter Notes
Presentation Notes
We will go through a few processes and slides, that are necessary to get us started in the system, we will hold more in depth personal FAQ sessions once the new calendar year starts and the system is up and running, 

Will need pictures of clocking in *as well as instructions on clocking in (any attendance policies or statements that need to be made (HDS at least) about what it means to clock in.

Look like, feels like and responsiblities in the system



=
Resumen y Agenda * Descargo de Responsabilidad

* Reconocer el Cambio
e iQué es Workday?
* Conceptos Basicos de Workday

* Funcion del Supervisor en el Registro del
Tiempo

* Preguntas y Conclusion

® COLORADO STATE UNIVERSITY SYSTEM


Presenter Notes
Presentation Notes
TALKING POINTS:
You see our agenda for today, our focus will be on going through a few processes on the slides, that will include screen shots and information items, that are necessary to get you started in the system.

This course, is intended to provide you with a high-level overview of Workday and to prepare you to be able to complete all the functions that are necessary to be successful. Some of the topics that we’ll cover include basic Workday functionality, how to update your profile, enter your education, view your benefits, view and print your payslips, and request time off.

More in-depth personal and unit specific sessions will continue to be provided over the next few months as we prepare for the 'go-live' day of January 5th, 2026 and as we continue to utilize the system and integrate elements into our workplace after the system is up and running. 

We will be using mentimeter as a tool to help us gather questions throughout the session, to make a repository of questions for our own FAQ purposes as well as maintain a flow to our time together. Please use this QR code and get yourself set up in mentimenter, please continue to send questions, and you'll see this QR code thorughout the presentation in case it closes on your device.



DESCARGO DE

RESPONSABILIDAD

* Selazara el 5 de enero de 2026

* Incluso con lo que cubriremos hoy, sabemos que aun habra preguntas... iy
esto esta BIEN!

* Existen procesos y procedimientos para los supervisores que se cubriran en
detalle dentro de la unidad en fechas posteriores.

* Nuestro objetivo es mostrarles algunas partes del sistema, repasar algunas
tareas y habilidades basicas para prepararlos para el cambio que se avecina.

* Intentaremos responder a las preguntas y les pedimos paciencia.

WorkDAY es la plataforma. WorkSTATE es el nombre del proyecto para la
implementacion

® COLORADO STATE UNIVERSITY SYSTEM



Presenter Notes
Presentation Notes
TALKING POINTS:
Go over the points on the slide.
Can use the analogy - We are ‘building the plane as we are flying it…’ 


QR code on pages to submit questions..

MOVE QR here 


Descarga de Responsabilidad

Su informacioén personal puede ser intencionalmente incorrecta para proteger la informacion
de identificacion personal (Pll) de nuestros empleados de CSU.

Es posible que no pueda iniciar o completar algunos de los procesos comerciales demostrados
y discutidos en las distintas capacitaciones debido a limitaciones relacionadas con su funciéony

seguridad.
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Presenter Notes
Presentation Notes
We are in the middle of a significant change for CSU – and that takes time, logistically and sometimes emotionally.
We recognize that the changeover to Workday is a process that will affect everyone's role at different levels. 
Some of you may be thrilled about this, some anxious and unsure, and still others indifferent
Wherever you are is okay – and we want to provide you will the resources to move through the change as seamlessly as possible 


;Que es
WorkDAY?

SSSSSSSSSSSSSSSSSSSSSSSSSSSSSS


Presenter Notes
Presentation Notes
We will go through a few processes and slides, that are necessary to get us started in the system, we will hold more in depth personal FAQ sessions once the new calendar year starts and the system is up and running, 

Will need pictures of clocking in *as well as instructions on clocking in (any attendance policies or statements that need to be made (HDS at least) about what it means to clock in.

Look like, feels like and responsiblities in the system



Workday es...

El sistema de Gestion del Capital Humano (HCM) de Workday nos
permite gestionar multiples procesos en un solo lugar. Por ejemplo, 10s
Recursos Humanos, la Compensacion, los Beneficios, la Experiencia
del Empleado y mucho mads, que incluye andlisis e informes.

La Funcionalidad de Workday reemplazard a Oracle, TMS y TCP como
nuestros sistemas actuales

® COLORADO STATE UNIVERSITY SYSTEM —


Presenter Notes
Presentation Notes
TALKING POINTS: 
Review the slide as is.


éQUE ES WORKDAY?

Workday reune las principales aplicaciones de los
Recursos Humanos y las Nominas de CSU en un
sistema moderno y facil de usar. Proporciona una
solucion intfegrada para optimizar los datos de los
empleados, la contfratacion y la incorporacion, la
gestion del desempeno, y el control del tiempo vy las
ausencias, lo que facilita a los empleados y los
supervisores la gestion de todo en un solo lugar.

¢Por qué WORKDAY?

Con la implementacion de Workday, el
objetivo principal de la transformacidn en la
Gestion del Capital Humano (HCM) es
establecer un sistema unificado y
multicampus basado en una plataforma
moderna y en la nube. Esta solucion
abordard las necesidades cambiantes y
diversas de los campus del Sistema CSU, lo
que permitird a nuestras instituciones atraer,
desarrollar y comprometerse de forma mdads
eficaz a una fuerza laboral moderna. Al
aprovechar Workday, nuestro objetivo es
mejorar nuestra capacidad para apoyar las
misiones académicas, de investigacion y de
divulgacion que benefician al estado de
Colorado.

workday.

PLATAFORMA DE RR.HH. INTEGRADA

Para crear una experiencia de usuadrio unica con
acceso a informacion en tiempo real

EXPERIENCIA PARA LOS NUEVOS
EMPLEADOS

Una herramienta que conecta la experiencia del
empleado de principio a fin

EMPODERA A RRHH Y LOS LIDERES
Una forma organizada de gestionar nuestro activo
mas valioso: nuestra gente

FACILITADOR PARA UNA MAYOR

VISIBILIDAD DE LOS DATOS

Aporta una mayor transparencia para impulsar
los conocimientos basados en los datos en
todo el Sistema de |la Universidad Estatal de
Colorado

® COLORADO STATE UNIVERSITY SYSTEM —


Presenter Notes
Presentation Notes
TALKING POINTS:
Cover highlighted sentence

It provides an integrated solution to streamline business processes and services.
•There are many key benefits of the Workday system:
•It’s an integrated HR platform – information updates in real time and connects with other systems.
•It’s an intuitive employee experience that promotes self-service to view and modify your own information.
•It empowers HR & leaders to manage the people that work for the CSUS in a modern and organized way.
•It enables greater data visibility by providing easy to use reports and dashboards summarizing the real-time updates in Workday.



Los empleados utilizaran
Workday para: workday.

Informacion Personal

Solicitar puestos internos

Gestionar la informacién personal . . -
Consultar sus inscripciones en los beneficios

Actualiza su perfil profesional . .
Participar activamente en el proceso de

Ver su perfil de trabajador ., ~
evaluacion de desempefo

Autoservicio y Pago Acceder a la informacion las 24 horas del
dia, los 7 dias de la semana, desde tu
dispositivo moévil

Gestionar las solicitudes de licencias

Gestionar sus depositos directos

Ver sus datos financieros relacionados con
RRHH/néminas, como los talones de cheque
y la informacidn fiscal

Consultar organigramas institucionales

Si corresponde, gestionar sus hojas del tiempo


Presenter Notes
Presentation Notes
Workday replaces completing manual tasks in multiple systems, making updates to personal information, requesting time off, viewing payslips, and career management faster and easier. You’ll find that Workday is user-friendly, allowing for quick adoption. The platform provides real-time data updates and self-service features so that employees can manage their schedules, request time off, and view their pay information in one location. 



Recursos de Apoyo

Pagina web Materiales de Red de Ayuda con

de Workday la Capacitacion Cambio Workday
e Sitio (por * Oportunidades de e Embajadores del e Articulos

determinar) capacitacion en cambio informativos

personay virtuales
dentro de su facultad
o departamento

e Aprendizaje
electrénico

e Alberga los
Recursos

e Campeones del e Creacion de casos
cambio

e Guia de apoyo



Presenter Notes
Presentation Notes
TALKING POINTS: 
This training is not the only resource available to you; we have created a variety of resources to help you. 
A URL will be developed for training resources that will (or has launched). - INSERT website once it is revealed onto the slide.
Review available resources on the slide.
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Presenter Notes
Presentation Notes
We will go through a few processes and slides, that are necessary to get us started in the system, we will hold more in depth personal FAQ sessions once the new calendar year starts and the system is up and running, 

Will need pictures of clocking in *as well as instructions on clocking in (any attendance policies or statements that need to be made (HDS at least) about what it means to clock in.


Acceso a Workday - Computadora

Computadora - funcionalidad completa
URL (por determinar) workday.
Ingrese su nombre de usuario (NetlD) y
contrasena

Username

Seleccione iniciar sesion
Proceso completo de autenticacion

Password

Duo, segun sea nhecesario



Presenter Notes
Presentation Notes
You can access Workday on your desktop or mobile device. 

First, we’ll review how to access using your computer. 
You’ll enter the URL for Workday, enter your CSU Username and Password, and select Sign In.

There will be a mobile app, which won't go live until January 5th, instructions for logging in using the app will be provided over the course of the next month.


Pagina Principal de Workday

La pagina principal ofrece un resumen de la informacion relevante como A la Espera de tus
Acciones y Tus Aplicaciones Favoritas. También ofrece opciones de menud y una funcién de
busqueda.

— c =
= MENU  CsuSVSTEM Q  search P £ &SJ

Good Afternoon, On Behalf of: Kermit Frog It's Thursday, September 4, 2025
Awaiting Your Action Your Top Apps
Passports and Visa Change: Kermit Frog ?{1 _ Jobs Hub
@ My Tasks - 16 day(s) ago & &
OVERDUE 08/21/2025 .
[
_5% Benefits and Pay
Complete Form 1-9
@ My Tasks - 2 month(s) ago _1’:3_'
OVERDUE 06/19/2025 | Absence
& Go to My Tasks (2) — @
@=L Help



Presenter Notes
Presentation Notes
Facilitator note: You have the option to either walk through the slides with the screen shots or demo in the training tenant.

After, you login to Workday, you’ll be taken to the Workday home page. The home page is a hub for any actions you need to take in Workday.

There are a lot of features at the top of the homepage:
Menu (applications) – provides the most used Workday apps
Search – search for tasks, people, etc. within Workday
Notifications - alerts sent to users regarding specific events or actions 
Inbox (My Tasks) – is for tasks that you need to complete
Profile – your worker profile information

Your home page also provides a summary of various tasks and features:  
Awaiting Your Action – Items that require you to act upon.​
Timely Suggestions – Provide helpful information and access to cases, if applicable. ​
Recommended for You – Provides content based on your role and recent activity.
Your Top Apps – Provides a few of the most frequently used Apps and provides an option to view all Apps. 

Let’s review some of these features in more detail.





'S
Menvu

La opcién de menu proporciona las aplicaciones mas utilizadas Menu Shorteuts

Personalice su menu utilizando los botones Anadir o Editar

{n] Home

Organization
Jobs Hub

Benefits and Pay

Absence

Help



Presenter Notes
Presentation Notes
The menu option provides quick access to the most used Workday apps. You can customize your menu by adding and removing apps, using the Add and Edit buttons.


BUsqueda

Funcion de busqueda: (Q obs ®>

Team Absence for Team Absence
Custom Dashboard

Ingrese y seleccione las tareas, las personas, lo

)

articulos y los informes

Time and Absence for Time and Absence
Custom Dashboard

[

Seleccione y guarde las categorias de busqueda

Manage Absence
Report

(D

Ofrece sugerencias mientras escribe

Request Absence

[

Task

Team Absence

[]

Report

Mark Abshire
Instructor | Department Head, Civil and Environmental Engineering (CEE) |

Do

Engineering

ﬂEﬁ 2601000 Compensated Absences Athletics
KFS Account

View More


Presenter Notes
Presentation Notes
The Workday search feature is designed to help users find relevant information quickly and efficiently, by simplifying the search process and providing tailored results.


Mis Tareas

Viewing: Al ~ | SortBy: Newest vl Case 10100 has been created.
Notificaciones — alertas enviadas relacionadas con las From Lost 30 Days —
tareas Case 10700 has been created. . Your case 10100 has been created successfully.
Case 10100 has been created. )
Mis Tareas: disefiadas para organizar y completar las 17 day(s) ago help

d f f . Case 10058 is assigned to Jacqueline Derrick Herl.
ta reas e Orma e ICIente' Case 10058 is assigned to Jacqueline Derrick Herl. O

21 day(s) ago

@ My Tasks le All Items 2items
Q  Search: All ltems ‘ ‘ T ‘
| All ltems : )1 J
8% Advanced Search
@ Saved Searches ~ /A Passports and Visa Change: 08/19/2025 <%
Kermit Frog

Due: 08/21/2025

£  Filters v
Complete Form I-9 06/18/2025 <%
Due: 06/19/2025

Archive Effective: 06/16/2025

F'W Bulk Approve

8+ Manage Delegations



Presenter Notes
Presentation Notes
At the top of the home page, you have My Tasks which allows you to efficiently manage your Workday tasks and includes features for notifications related to tasks.

Notifications – alerts sent to users regarding specific events or actions to inform recipients about various processes, such as pending approvals, new messages, or changes in roles.​

My Tasks – designed to help users find, organize, and complete tasks efficiently.





Perfil del Trabajador

El Perfil del Trabajador ofrece una vision consolidada de

toda su informacion laboral.
= Trabajo

- Compensacion

- Beneficios

= Ausencia

= Pago

- Personal

= Profesion

og
(=[]

@ B kFme@ = B

Kermit Frog

KER-MITT

He/Him
FC-E2E_001

&t

Team

Summary

‘g. Supervisory Organization Location
Marketing (Dave Gilliland) Rockwell Hall
Manager
Dave Gilliland

Personal Details
Birthday  January 11

Pronoun  He/Him

Education

University of California-Davis
Bachelor of Fine Arts in Communications and Media Management | 2012

Add Education

Feedback

View More



Presenter Notes
Presentation Notes
Your worker profile is a comprehensive record that contains various details about you within your organization. It contains a summary with high level information about where you work, who your manager is, and the details of your job.

You also can view more details including:
Job: Position details, including multiple jobs and employment data 
Compensation: Base pay and total rewards
Benefits: Plan elections, dependents, and beneficiaries
Absence: Absence requests and balances 
Pay: Tax elections and Payslips
Personal: Home/Work and Emergency Contact information
Career: Education, skills, and Job history



B
Informacion Personal

La seccidon personal de tu perfil le permite revisar y editar informacién de contacto o
personal y revisar o anadir la informacion del contacto de emergencia.

Contact Emergency Contacts Personal Information Names IDs Documents
Edit
Home Contact Information
Addresses 1item g =0 8
a
Address Usage Vigibility Shared With Effective Date
123 Swamp Lane i i c Private Betina Piggy 06/16/2025
" ome (Frimary)
Los Aljgeles, CA 90001 ¥ ! Peter Frog
United States of America -
Phones 1item ":] 0. =]
-
Phone Number Device Usage Visibility Shared With
B +1(323) 5550123 Mobile Private Betina Piggy
Home (Primary)
Peter Frog
v
Email Addresses 1 item “:] =f[., 8
-
Email Address Usage Visibility
B4 FCE2E_001@fc.com 3 Private
Home (Primary)
v


Presenter Notes
Presentation Notes
The personal section allows you to easily update your personal and contact information by simply selecting the Edit button.


Equipo - organigrama

Org Chart (People View)

Customize Chart View v

D@

Dave Gilliland

Department of Marketing Ch...

@ Rockwell Hall

o o

Kelle Kimble Kim Lebsack
Marketing Campaign Manager Marketing Program Assistant...
@ Rockwell Hall @Rockwell Hall

O

Amanda King

Instructor - MKT 320
@ Rockwell Hall

Kermit Frog

Marketing and Communicati...

@ Rockwell Hall

O

Ariel Rosemberg

Adjunct - BUS 361
@ Rockwell Hall

e

Arnold Robinson

Senior Instructor
@& Rockwell Hall

O

Beth Hunsicker Parker

Adjunct - MKT 300
@ Rockwell Hall



Presenter Notes
Presentation Notes
Another great feature of the Profile is access to the organizational chart where you can view your team and manager along with all the information associated with them. You can scroll up or down to view people further up and down in the organization hierarchy. You can also select a name within the Org Chart to view basic employee information.




e pEE

' del Perfil
Acciones del Perti o
Actions A
Worker &
) = —
Frequently Used Kermit Frog
View My Beneficiaries
ili i i Contact
Utilice las Acciones de Perfil para los enlaces a las tareas| ... ... .
Work Address
. My Goals
comunes: © 501 W. Laurel St. Fort Collins, CO 80523 United States of America
Maintain Worker Docu...
Ver sus beneficiarios I [|  Change My Home Contact Information
Benefit > (o)
G t e b=y Change Emergency Contacts
estionar: Business Process ’ View My Emergency Contacts
BenefICIOS Compensation Z R tlone View My Primary Address Changes
Job Change 2
Change My Personal Information
Datos personales Manage Work > Frequently Used
%
. . P > View My Beneficiaries
Tiempo y ausencia e ! Change My Photo
Personal Data ’ View Feedback Received Change My Legal Name
. . I
Ca m b lar. Talent > Change My Name Pronunciation
My Goals :
d f- I Time and Absence 2 L
FOtO e per | Maintain Worker Docu View My ID Information
Workday Account ? 1
. L4 ]
Pronunciacion del nombre WakerHistony : Bencita s —] v
View My Veteran Status Identification
Condicion de veterano | BusinessProcess >
Complete Form I-9
Compensation >
Change Self-ldentification of Disability
Job Change ?
hi If 1 ficati f Eth R (SF181
Manage Work y Change Self Identification of Ethnicity and Race (SF181)
Payroll 5 Maintain My Payment Elections
Personal Data > Delete My Photo


Presenter Notes
Presentation Notes
You also have an Actions button within your profile allows you to complete addition common tasks with Workday, such as changing your beneficiaries, viewing your compensation information, and managing your benefits and personal data. It’s also where you can update or add a profile photo, name pronunciation, and maintain payment elections.

As you may be starting to notice, there are lost of ways to do things in Workday. You can select the appropriate app in the applications menu, you can select the appropriate action in your profile, or you can simply search for it using the Search bar. This approach makes Workday intuitive and helpful as you learn the system.





Beneficios y Salario

Gestionar:
= Beneficios
= Salario

= Compensacion

Menu

1A

Shortcuts

Home

Organization

Organizations | Belong To

Jobs Hub

Personal

Benefits and Pay

C
MENU CSUSYSTEM

COLORADO STATE UNIVERSITY

Benefits and Pay |«

Q Search

Tasks and Reports

®  Benefits A

Benefit Elections
Benefits by Date
Dependents
Beneficiaries

ACA Forms

(B Pay A

Payments
Tax

Arrears

[F] compensation A

Bonus & One-Time Pa...

Total Rewards

N

N

-
.( Withholding Elections ) (  Payment Elections /‘.I

/

7

Overview

Most Recent Pay
Your next pay day is September 30, 2025.

XAAKAX

Take Home Pay

Gross Pay $6,838.1

View Most Recent Pay

Current Benefit Costs



Presenter Notes
Presentation Notes
Benefits and Pay, accessed from the Menu serves as a centralized platform for employees to manage their benefits, compensation, and payroll information. 

Employees can only change benefit elections during an open enrollment or when a qualifying life event occurs, such as a change in marital status, the birth or adoption of a child, or a beneficiary change. 






®)

Federal

Withholding 1 item

Federal
W-4
Election Effective Date Marital Status

Q 06/16/2025 Head of Household

|State

Colorado Withholding 1 item

State WH
Election Effective Date Marital Status
Q 06/16/2025 Head of Household

A E=om o B

Multiple
Jobs or
Tax Elections Payslips
Payslip Printing Details 1 tem
Company
Colorado State University
: : 3\
Print Multiple Payslips |
J
Payslips 2 items
Payment Date Period Start Date Period End Date
07/31/2025 07/01/2025 07/31/2025
06/30/2025 06/16/2025 06/30/2025

Total

Company

Colorado State University

Colorado State University

Payslip Printing Details

You do not recetve a paper copy of payslips

Gross
Amount Net Amount [ Print

714584 457830 ( View ) Print

B97.24 596318 [ View ] f Print |
-

S


Presenter Notes
Presentation Notes
The Pay app allows you to view and print your previous payslips and view and update your tax elections for Federal and State.




Elecciones de Pago

Select how to receive payment for each type of pay. For direct deposit, be sure to add bank accounts before payment elections. If no payment elections exist, select the Add button under
Payment Elections Requiring Setup.

Personal Data Change Emergency Contacts

Person Kermit Frog
> View My Emergency Contacts
Talent y 9 ¥ Default Country United States of America
. View My Primary Address Changes
Time and Absence > Default Currency ~ USD
Workday Account > Change My Personal Information Status Successfully Completed
View My Personal Information Last Updated 06/16/2025 11:17 AM
Worker History > " X
c ange My Photo Accounts 1 item x:] =[S E
. Change My Legal Name a
Favorite > ) }
. Account Nickname Country Bank Name Account Type Account Number Action
Change My Name Pronunciation
Preferences b FIRST NATIONAL BANK OF OMAHA  United States of America FIRST NATIONAL BANK OF OMAHA | Checking 6789 -m
View My ID Inf ti e
iew My ID Information Remove
Security Profile >
View
Change My Veteran Status Identification v
Additional Data 2 View My Veteran Status Identification
Actions Add
Complete Form 1-9
Change Self-Identification of Disability Payment Elections 2 items
Team Payment Elections
Change Self Identification of Ethnicity and Race (SF181)
Account
flore (2) Maintain My Payment Elections Pay Type Payment Type Account Number Distribution Action
Payroll Payment Direct Deposit FIRST NATIONAL BANK OF #6789 Balance
OMAHA #*#%+%6789
Yes
Expense Reimbursement Direct Deposit FIRST NATIONAL BANK OF Hhkt 6789 Balance
OMAHA ******5789

Yes


Presenter Notes
Presentation Notes
To make updates to your payment election, access Actions from Personal Data and then Maintain My Payment Elections.  Here you can add or update your payment accounts and payment elections.
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Presenter Notes
Presentation Notes
We will go through a few processes and slides, that are necessary to get us started in the system, we will hold more in depth personal FAQ sessions once the new calendar year starts and the system is up and running, 

Will need pictures of clocking in *as well as instructions on clocking in (any attendance policies or statements that need to be made (HDS at least) about what it means to clock in.


Guides will be provided and you will have access to support and help along the way if you are unable to remember this.


Ausencia

Los empleados solo podrdn elegir las licencias para
las que sean elegibles o el tiempo libre para el que
sean elegibles.

Las licencias deben solicitarse con antelacion a
través del autoservicio para empleados siempre que
sea posible. (O] Tasks
A través de la aplicacion de Ausencia, |os
empleados podrdn:

Team Absence

Manage Absence

SO”C”CH’ Tiempo Iibre Team Absence Calendar

Realizar correcciones al tiempo libre solicitado Time Off & Leave Calendar
anteriormente

Request Absence
Gestionar las solicitudes de ausencia

Return Worker from Leave

Gestionar las solicitudes para regresar de una
ausencia actual

Los supervisores pueden solicitar tiempo libre o una licencia de ausencia en
nombre de un empleado en situaciones en las que este no pueda
iniciarlo por si mismo

® COLORADO STATE UNIVERSITY SYSTEM




'S
Proceso de A;usenma

Menu Shortcuts

— (3
{1 Home = MENU  CSUSYSTEM Q  search A &a &
COLORADG STATE UNERSITY

o] Organization ~
@l org Absence

Jobs Hub
82 Personal ~ Request View

Benefits and Pay Request Absence My Absence

Absence

Absence Balance
Help
2 . View Teams

A1 Recruiting A~

Recruiting Dashboard

External Links
g Team ~
CSU FAMLI Program

Team Absence

Time and Scheduling Hub CSU Leave Benefits
[l saved

rony
C @ Add > ( :_d Edi‘l ) © 2025 Workday, Inc. All rights reserved.
System Status: Your Implementation tenant will be unavailable for a maximum of 12 hours during the next Weekly Service

Update; starting on Friday, November 14, 2025 at 9:00 PM Eastern Time (New York) (GMT-5) until Saturday, November 15, 2025
at 9:00 AM Eastern Time (New York) (GMT-5).


Presenter Notes
Presentation Notes
Go over the absence buttons for
Request absence will go like normal- 
My absence: - highlights what you have recently requested… when, type, units of time
Absence balance: shows all your time off and left (next slide)
View teams is a reporting function that can quick search (for manager use)






< Request Absence % r -
For Kyle Oldham (Myself) < Request Absence %
Request Absence v For Kyle Oldham (Myself)
For Kyle Oldham (Myself) | Request on Behalf Of Tue, Nov 11 a
. ~ Instructional Information
~ Type of Absence*
Search =
November 2025 v < >
¢ ¢ Request Absence x
Sun Mon Tue Wed  Thu Fri Sat For Kyle Oldham (Myself)
&
1 Date
v Instructional Information =~ @ Add ' ‘
R 1171172025 [
2 3 4 5 6 7 8 | |
Tt Test Test
9 10 ° 12 13 14 15 Ti Type of Absence *
16 17 18 19 20 21 22 Total Request Amount: 8 Hours % Annual Leave =
T
23 24 25 26 27 28 29 — -
. . ‘ Tue, Nov 11 N Hours (Daily)
30 - Annual Leave - 8 Hours (Daily) 8
View Balances [5g View Teams g% v
v/ Additional Information Comment
m Comment to Approver
' Z
Available Balance: -Iours
) Includes your accrued time off and future requests until
11/11/2025.
Attachments Remaining Balance:-Hours
Amount you will have on 11/11/2025 after submitting the
v request. v
Solicitar una Ausencia o) CEED

A



Presenter Notes
Presentation Notes


TALKING POINTS: 
§Request Absence:
§Request one or multiple days
§Type of absence
§Enter time off in hours for the day(s)

§Manage Absence:
§View your balances and requests
§Ability to adjust date to view future absence balances 


Some of the key features of requesting an absence include:
•You can select single day or multiple days
•Enter time off in hours 
•View your current and future balances and requests
•Ability to correct or edit your time off requests and cancel them if needed

When you request an absence the date(s) selected will display with a gray dashed circle. After it's approved the circle turns green.

Once you select the type of leave, you’ll log hours , comment, if you have them, comment to approver as necessary, attachments of document can be uploaded to the request



= MENU Csu S$STEM Q) Search

COLORADO STATE UNIVERSITY

Absence Balance "emePx (9

Balance As Of Date  11/09/2025

L]
Values displayed are based on the Balance As Of Date entered. To view details drill down on Year to Date values.

Balances Tracked in Hours 5 items

Balance As of

Implementation - csusystem4 X B

AE=o. B[

Accrued Absence Absence Carryover Date (Includes
Beginning Year Year To Paid Year Beginning Accrued in Paid in Forfeited in Events Awaiting
Absence Plan Unit of Time Balance Date ToDate  Period Balance Period Period Period Balance As Of Date Approval)  As of Period
Annual Leave Hours 288 64 v 0 293.5 0 0 0 293.5 293.5 11/01/2025-11/30/2025
(Monthly)
AP/Faculty Sick Leave Hours 180 40 4 853.25 0 0 0 853.25 85325 11/01/2025-11/30/2025
(Monthly)
Volunteer Service Hours Hours 8 0 0 8 0 0 0 8 8 11/01/2025-11/30/2025
Program (Monthly)
Volunteer Service - Public Hours 5 0 0 5 0 0 0 5 5 11/01/2025-11/30/2025
Schools (Monthly)
Total: 1159.75 1159.75



Registrar la Entrada y la Salida

COLORADO STATE UNIVERSITY
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Here's What's Happening It's Thursday, September 25, 2025

v v B s . o v Rt
\ Check Inj \ Check Out/) My Time Clock History JAN My ScheduIEJ \ My Org Chartj @

b

Consulte otros recursos de capacitacion para mas detalles y
fechas y directrices importantes.



Presenter Notes
Presentation Notes
Non-exempt employees will complete time entry by using Check In and Check Out buttons on the home page of Workday. 
These buttons can be accessed through the desktop, mobile app, and kiosk versions of Workday.
You can also view your time clock history and schedule.





Here's What's Happening It's

Check In [l X

Awaiting Your Action Announce You are checking in. Please enter your work details.

You're all caught up on your tasks.

Worker - [IEmpIOYESnamen

Date * 11/12/2025
Timely Suggestions Time * 03:50 PM
Time Zone  GMT-07:00 Mountain Time (Denver)

You Have Unsubmitted Time
Q:) My Time y
Make sure to submit your time entries

Time Type * | x Worked Time

==] You're Currently Checked Out Details
Check in when you're ready

Comment ‘

Registro del Tiempo (entrada y salida) - Vista de la computadora
del empleado



Presenter Notes
Presentation Notes
TALKING POINTS:
Views may look differently based upon system being accessed
Your home page will have a box with the timeclock icon saying to check in 
You can see this is an image after someone has check-in and checked out (you'll notice the box that says unsubmitted time which reuq

Mention that Ipad will have different view for clocking in.. (handout for kiosk will be provided)


= MENU qlguggng-rgw Q search Q &2 2

Enter My Time NAME &

< > Nov8-14,2025 v Week v Summary

Sat, 11/8 Sun, 11/9 Mon, 11/10 Tue, 11/11 Wed, 11/12 Thu, 11/13 Fri, 11/14 Nov & — 14,2025
Total Hours: 0 Total Hours: 0 Total Hours: 0 Total Hours: 0 Total Hours: 0.016667 Total Hours: 0 Total Hours: 0
Unmatched Check-in = Total Hours 0.016667
3:50pm Regular Hours 0.016667
Needs Attention Paid Time Off 0
Overtime 0
Comp Time Accrued 0
v
A 'y

g AM
[ You have submitted \
Up Next manager TimeEntry: employee [I-0.016667

Total Hours from 11/01/2025 to 11/30/2025 - Approval by...

View Details

¥ d
b 4
4 PM
Review

» PM

egistro del Tiempo (registrar la entrada y la salida) - Envio del empleado


Presenter Notes
Presentation Notes
Let's look at how to review your time, for submissions. As employees have to submit their own time before supervisors can approve the hours.

Shows you in claendar form what hours need to be approved.. Also tells you number of hours for the week on the side. You'll need to review them for accuracy and click review.


Time Tracking: Current, Future, Benefits

For an employee to be paid: time sheets must be submitted & approved

Present — Time Clock Plus/Oracle/AIS Future: Workday

Salaried Non-exempt, hourly employees enter time Salaried Non-exempt, hourly employees enter time in Workday * Faster and simpler Payroll processing— Payroll Team.
in TCP
. Clock in/Clock out can be done on a TCP Standalone Check in/Check out can be done on kiosk, mobile, or * Accessibility of holistic time tracking, payroll, benefits view
clock, mobile, or laptop/desktop laptop/desktop
*No need to submit time Must submit from a mobile device or laptop/desktop — this is an * Ensure accuracy
extra step
CSU ID number used to enter time on TCP Employee number required for Workday Kiosk N/A
Standalone Clock
* No Duo for TCP mobile time entry Duo required for mobile time entry * Increased security
*Time cannot be edited by hourly employees Hourly employees will have a timesheet available to enter/edit * Employee driven to ensure accuracy, timely no need for
their time supervisory/HR action
Time must be approved by supervisor Time must be approved by supervisor * Management ownership, faster & efficient ability to review in
mobile device
Reporting: Time Clock Punch Location Reporting: Exact location not available, method of entry is * Workday provides faster reporting and self-serve options aligned
trackable (ex: mobile device) to security roles
Eligible Holiday Pay added by area Holidays will automatically be added to eligible employee's * Time and accuracy efficiency for payroll and reporting
timesheet.
Retroactive Adjustments are manual Post payroll close time entry adjustments will automatically be * Time and accuracy efficiency for payroll and reporting

applied to future payroll

FC: TimeClock Plus Department HR role Timekeeper role * Can support questions, edits, reporting, as an exception
(submission, approval)

(P): Paper timesheets All in Workday * Time and accuracy efficiency for employees
Excess hours for part time employees adjusted Automatically captured in Workday * Time and accuracy efficiency: payroll processing
manually /in the system * Accurate and faster reporting.


Presenter Notes
Presentation Notes
Cover a few items on here of importance but not everything needs to be covered.
More in depth for managers for exact location pieces, editing time what to look at and see...


Registro del Tiempo

Todas las hojas de horas deben enviarse y
aprobarse para que un empleado reciba
un pago

El registro del tiempo le permite al
empleado ingresar la hora de |la Entrada y la
Salida en Workday.

El registro del tiempo se controla dentro de
Workday y solo les permite a los usuarios
autorizados ingresar la hora y acceder a los
datos importantes.

Utilizara su Identificacion de empleado de
Workday para registrar su entrada y salida
en la estaciones con ipads (se encuentran en
su perfil bajo Detalles del Puesto)

Computadora

Movil
(Android or iOS)

Estaciones (iPad)

Registrar la
entrada y la salida

Cambiar el
tiempo

Enviar el tiempo

Registrar la
entrada y la salida

Cambiar el
tiempo

Enviar el tiempo

Solamente
registrar la
entraday la
salida


Presenter Notes
Presentation Notes
TALKING POINTS

Some important processes to consider for entering time in Workday include:
All time sheets must be submitted and approved for employees to be paid!
Employees can enter time (Check In and Check Out) in Workday on a computer, Mobile device, or Kiosk (iPad), using their Workday employee ID.
However, employees can only Submit time on a computer or Mobile device.
Time entry is controlled within Workday and only allows authorized users to enter time and access important data.





Centro de Ayuda deWorkday

Help Center

Find Answers Recent Cases
. 10086 [EQ
I Benefits & Absence (2) Benefit enrollment e
08/14/2025

Glossary (4) Benefit Plans

10085 31 o

Payroll (1) CSU Fort Collins Benefits
08/12/2025

Placeholder 2025 Benefit Updates

Performance & Talent (1)

Recruiting, Hiring & Onboarding View My Cases

@)
Reporting (1)
Self-Serve (3)

Time Tracking (3)

STILL NEED HELP?
. Create Case
Create a case to get support from a SpECIallst.



Presenter Notes
Presentation Notes
The Help Center in Workday is a centralized resource designed to assist you with finding information and support. When you have a questions, you can either enter it into the Search bar and Workday will provide you with various knowledge articles that may answer your question, or you can review the available articles under the categories on the Help Center page.

If none of the articles provide you with the answer you need, you can create a case by selecting the Create Case button, which will route to the correct department.


Ayuda de Workday vs. Ayuda de la Asistencia Técnica

Ayuda de Workday

Ayuda de Asistencia Técnica

Funcionalidad y navegacion en Workday (@) Preguntas sobre Net ID y Inicio de Sesion

Seguridad y acceso a Workday

Problemas de cachéy navegador

€.Dii

Preguntas relacionadas con RRHH

(beneficios, ausencias, relaciones laborales)

i

X

Nlelaallal:

30

Empleo estudiantil



Presenter Notes
Presentation Notes
Some of the knowledge articles you’ll find in Workday can assist you with issues such as:
Workday functionality
Workday security access
HR related questions
Payroll
Student employment

If you have Net ID, login questions, or cache and browser issues, you’ll contact the IT help desks.


=)
PROXIMAMENTE. . .

* Registro manual del tiempo del 27 de diciembre al 5 de
enero

« Numeros de empleado para la entrada y la salida (solo para
las estaciones con ipad)

* Materiales impresosy digitales de Workday disponibles en
el sitio web de Workday

 Se espera que los materiales de capacitaciony video
autodirigidos se publiquen en diciembre para todos los
tipos de empleados (30 minutos de duracion) en Bridge.

« CoOmo la gente aprendera sobre los nuevos desarrollos e
impactos en los procesos dependera de las
comunicaciones especificas de cada unidad y
departamento.

« DESCARGUE LA APLICACION!

® COLORADO STATE UNIVERSITY SYSTEM


Presenter Notes
Presentation Notes
TALKING POINTS: 

Go Live date reminder Jan. 5th, 2026

Checklist to help direct folx at Go Live

REMINDER: manual week may be tough, guidance and direction will be provided as we get closer and employees will be encouraged, to complete the appropriate tasks. 
NOTE: Employees will still need to approve time entered, regardless of who entered it into the system.


Eche un vistazo...

PRUEBELO

Escanee el codigo QR,
Ingrese su NetlD y
contrasena e inicie sesion
en el sistema para echarle
un vistazo al sistema.

A2 .”’;;.*-

o

:
5' - '.-“
@.’ g

®

Version web


Presenter Notes
Presentation Notes
TALKING POINTS:

Will complete a demo in the space, and/or participants can join in on their devices.

Copy and paste this URL in a teams message... for people to put into laptop if they have that - https://impl-identity.wd12.myworkday.com/wday/authgwy/csusystem4/upc/login

Mention - **Some people might not have access to the tenant if they were hired after the information was copied.. (we don't know the date of that)



; PREGUNTAS?

Para mads informacion...

Contacte a los miembros de los Embajadores de RRHH/NAminas y/o
Embajadores del Cambio en su oficina para mas detalles relacionados
con la implementacion de su departamento en cuanto a las politicas y

los procedimientos.

e CSUSYSTEM

COLORADO STATE UNIVERSITY
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