
Capacitación de
WorkDAY
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Volvamos a lo Básico 

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
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• Descargo de Responsabilidad
• Reconocer el Cambio 
• ¿Qué es Workday?
• Conceptos Básicos de Workday
• Función del Supervisor en el Registro del 

Tiempo
• Preguntas y Conclusión

Resumen y Agenda

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
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• Se lazará el 5 de enero de 2026
• Incluso con lo que cubriremos hoy, sabemos que aún habrá preguntas... ¡y 

esto está BIEN!
• Existen procesos y procedimientos para los supervisores que se cubrirán en 

detalle dentro de la unidad en fechas posteriores.
• Nuestro objetivo es mostrarles algunas partes del sistema, repasar algunas 

tareas y habilidades básicas 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 
implementación

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 información personal puede ser intencionalmente incorrecta para proteger la información 
de identificación personal (PII) 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 función y 
seguridad.
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Reconocer el cambio
Kubler-Ross, E (1973);Scire, P. (2007)

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 



¿Qué es 
WorkDAY?
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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.

Look like, feels like and responsiblities in the system




Workday es…
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El sistema de Gestión del Capital Humano (HCM) de Workday nos 
permite gestionar múltiples procesos en un solo lugar. Por ejemplo, los 
Recursos Humanos, la Compensación, los Beneficios, la Experiencia 
del Empleado y mucho más, que incluye análisis e informes.

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

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



¿QUÉ ES WORKDAY?

PLATAFORMA DE RR.HH. INTEGRADA
Para crear una experiencia de usuario única con 
acceso a información 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 LÍDERES
Una forma organizada de gestionar nuestro activo 
más 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
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Workday reúne las principales aplicaciones de los 
Recursos Humanos y las Nóminas de CSU en un 
sistema moderno y fácil de usar. Proporciona una 
solución integrada para optimizar los datos de los 
empleados, la contratación y la incorporación, la 
gestión del desempeño, y el control del tiempo y las 
ausencias, lo que facilita a los empleados y los 
supervisores la gestión de todo en un solo lugar.

¿Por qué WORKDAY?
Con la implementación de Workday, el  
objetivo principal de la transformación en la 
Gestión del Capital Humano (HCM) es 
establecer un sistema unificado y 
multicampus basado en una plataforma 
moderna y en la nube. Esta solución 
abordará las necesidades cambiantes y 
diversas de los campus del Sistema CSU, lo 
que permiti rá a nuestras instituciones atraer, 
desarrol lar y comprometerse de forma más 
eficaz a una fuerza laboral moderna. Al 
aprovechar Workday, nuestro objetivo es 
mejorar nuestra capacidad para apoyar las 
misiones académicas, de investigación y de 
divulgación que benefician al  estado de 
Colorado.

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.




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

Los empleados utilizarán 
Workday para:

Acceder a la información las 24 horas del 
día, los 7 días de la semana, desde tu 
dispositivo móvil
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Solicitar puestos internos

Consultar sus inscripciones en los beneficios

Participar activamente en el proceso de 

evaluación de desempeño

Si corresponde, gestionar sus hojas del tiempo

Información Personal

Gestionar la información personal 

Actualiza su perfil profesional

Ver su perfil de trabajador

Autoservicio y Pago

Gestionar las solicitudes de licencias

Gestionar sus depósitos directos

Consultar organigramas institucionales

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

Página web 
de Workday

• Sitio (por 
determinar)

• Alberga los 
Recursos

Materiales de 
la Capacitación
• Oportunidades de 

capacitación en 
persona y virtuales 
dentro de su facultad 
o departamento

• Aprendizaje 
electrónico

• Guía de apoyo

Red de 
Cambio

• Embajadores del 
cambio

• Campeones del 
cambio 

Ayuda con 
Workday

• Artículos 
informativos

• Creación de casos

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.




Navegar el Sistema
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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)
Ingrese su nombre de usuario (NetID) y 
contraseña
Seleccione iniciar sesión
Proceso completo de autenticación 
Duo, según sea necesario

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.



Página Principal de Workday
La página principal ofrece un resumen de la información relevante como A la Espera de tus
Acciones y Tus Aplicaciones Favoritas. También ofrece opciones de menú y una función de 
búsqueda.

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.






Menú

La opción de menú proporciona las aplicaciones más utilizadas
Personalice su menú utilizando los botones Añadir o Editar

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.



Búsqueda 

Función de búsqueda:
Ingrese y seleccione las tareas, las personas, lo 
artículos y los informes
Seleccione y guarde las categorías de búsqueda
Ofrece sugerencias mientras escribe

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

Notificaciones – alertas enviadas relacionadas con las
tareas
Mis Tareas: diseñadas para organizar y completar las 
tareas de forma eficiente.

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.



Información Personal



Perfil del Trabajador

El Perfil del Trabajador ofrece una visión consolidada de 
toda su información laboral.

 Trabajo

 Compensación

 Beneficios

 Ausencia

 Pago

 Personal

 Profesión

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




Información Personal

La sección personal de tu perfil le permite revisar y editar información de contacto o 
personal y revisar o añadir la información del contacto de emergencia.

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

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.





Acciones del Perfil

Utilice las  Acciones de Perfil para los enlaces a las tareas 
comunes:

Ver sus beneficiarios
Gestionar: 

Beneficios
Datos personales
Tiempo y ausencia

Cambiar:
Foto de perfil
Pronunciación del nombre
Condición de veterano

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.



Información sobre 
los Beneficios



Beneficios y Salario

 Gestionar:

 Beneficios

 Salario

 Compensación 

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. 




Información Salarial



Pay Overview

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

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.




Ausencia y Registro
del Tiempo
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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 podrán elegir las licencias para 

las que sean elegibles o el tiempo libre para el que 
sean elegibles.

 Las licencias deben solicitarse con antelación a 
través del autoservicio para empleados siempre que 
sea posible.

 A través de la aplicación de Ausencia, los 
empleados podrán:

o Solicitar tiempo libre
o Realizar correcciones al tiempo libre solicitado 

anteriormente
o Gestionar las solicitudes de ausencia
o 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 sí mismo
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Proceso de Ausencia

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)







Solicitar una Ausencia

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




Name Day



Registrar la Entrada y la Salida

Consulte otros recursos de capacitación para más 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.






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

Today's date

Employee name

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)



Registro del Tiempo (registrar la entrada y la salida) - Envío del empleado

Today's date
NAME

manager employee

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.



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.

 Utilizará su Identificación 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

Registrar la 
entrada y la salida

Cambiar el 
tiempo

Enviar el tiempo

Móvil  

(Android or iOS)

Registrar la 
entrada y la salida

Cambiar el 
tiempo

Enviar el tiempo

Estaciones (iPad) 
Solamente 
registrar la 
entrada y 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.



Ayuda con Workday



Centro de Ayuda deWorkday

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
Funcionalidad y navegación en Workday

Seguridad y acceso a Workday

Preguntas relacionadas con RRHH 
(beneficios, ausencias, relaciones laborales)

Nómina

Empleo estudiantil

Ayuda de Asistencia Técnica
Preguntas sobre Net ID y Inicio de Sesión

Problemas de caché y navegador

Ayuda de Workday vs. Ayuda de la Asistencia Técnica 

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.
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• Registro manual del tiempo del 27 de diciembre al 5 de 
enero

• Números de empleado para la entrada y la salida (solo para 
las estaciones con ipad)

• Materiales impresos y digitales de Workday disponibles en 
el sitio web de Workday

• Se espera que los materiales de capacitación y vídeo 
autodirigidos se publiquen en diciembre para todos los 
tipos de empleados (30 minutos de duración) en Bridge.

• Cómo la gente aprenderá sobre los nuevos desarrollos e 
impactos en los procesos dependerá de las 
comunicaciones específicas de cada unidad y 
departamento. 

• DESCARGUE LA APLICACIÓN!

PRÓXIMAMENTE. . . 

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... y 
PRÚEBELO

Versión web

Escanee el código QR, 
ingrese su NetID y 

contraseña e inicie sesión 
en el sistema para echarle 

un vistazo al sistema.

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 más información...

Contacte a los miembros de los Embajadores de RRHH/Nóminas y/o 
Embajadores del Cambio en su oficina para más detalles relacionados 
con la implementación de su departamento en cuanto a las políticas y 

los procedimientos.
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