COMPLETE WORKDAY GUIDE
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WHAT IS WORKDAY? HOW EVERY TASK FLOWS
Workday = one cloud system for HR, payroll, and finance.
Unlike old ERP that bolts together many tools, you get: (st}'g#nj"&%{}g“E‘PPRO"E%’@Q&;E\}’[NQ#FL ﬁ

¥ One login
& One mobile app
@ Real-time data

@ Updates 2x per year
& Same version for all
@ No servers to run
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' 0ld ERP: many systems, stale data | Workday: one system, live data

) \Every action is a Business Process — Workday's built-in approval engine,J
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WHO USES WHAT WORKDAY MODULES EMPLOYEE VIEW vs MANAGER VIEW
Role What they do in Woridz; | CORE Employee Manager
Empl Pay, time off, benefits, profi o | 4 |[ » :
Alpoyes Greo ene.lls prle ( - ( il J [ oe ] [ Lo J See pay & payslips = Approve requests
(Manager | Approvals, team, hiring Hom: ginaml:e: Supply Chain: ~ Payroll: Request time off = Team dashboards
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E:rfhs:,"a"ce Transactions, records, close et ergﬁérﬁﬁée Iﬁ\rl:::lltjor?y g Enroll in benefits  Start hires & raises
ADD|T|0N° |itioe Update yourinfo | Track team time
Analyst Reports & dashboards .
Administrator | Security, setup, releases C & ] [ (- j kSame system — your role decides what you S
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budgetsg& blend outside admignistration tracking KEY TERMS DECODED
& \\ forecasts data - J )
5 TASKS TO MASTER FIRST

Tenant: your company’s own copy of Workday
Business Process: the approval flow behind every action
My Tasks: your inbox of to-dos & approvals

Cards & Worklets: the app tiles on your home page
Security Role: controls what you can see & do

1. View your payslip — Pay app

2. Request time off — Absence app

3. Submit an expense — snap the receipt
4. Check My Tasks — your approvals inbox
\5' Update personal info — Profile

Favorite your frequent tasks

L Check My Tasks daily
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PRO TIPS & BEST RESOURCES )
PRO TIPS SEARCH SHORTCUTS LEARN MORE GET HELP
The search bar does everything ‘cre exp’ = Create Expense Report Workday Community Ask Workday Assistant

‘req abs’ = Request Absence

‘view pay’ = your payslips Release notes 2x a year

In-app Workday Learning  Help from any page

Your HR or IT partner
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WHO RUNSONIT EXEC SCORECARD COMMON PITFALLS ROLLOUT CHECKLIST
11,500+ customers ® Self-service rate Rebuilding old processes ¥ Executive sponsor
65% of the Fortune 500 ¥ Time-to-close g&’;;ﬁ]”gsi‘::luﬁ']’;g g g:s:nqu;asfrl:::work
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L JL ¥ JL Treating go-live as the f|n|shJ LQ! Measure adoption ’
1 WHAT'S NEXT (2027-2030) 1
->» Al agents join the workforce -> Skills matter more than job titles
| = Ask Workday — don't click through it -» Planning goes continuous )
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ONE-LINE FORMULA
| Workday = One Login + One Data Core + Every HR & Finance Task + Al BuiltIn |
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[ @DAVIDAPOLLON | ERP & IT CONSULTING DIRECTOR



https://www.linkedin.com/in/davidapollon

