


Project Update
 

After two years of preparation, Workday goes live January 2nd and will replace Banner as the
University of Richmond's finance, human resources, and payroll system. Since the project
kickoff in September 2023, more than 200 employees have contributed to this transformation,
following extensive planning and vendor selection earlier that year.

Multiple rounds of testing have verified data accuracy and business process functionality. The
Project Team is currently validating our final version of Workday that we will move into
production when we go live. Training resources are available, and support systems are in place.

The Workday website will serve as the central place to access Workday, training materials, and
support. The Workday@Richmond project team looks forward to ushering in a new way of doing
business at the University of Richmond in 2025.

 

Register for Training Now
Training is now available through the Workday website. Training offerings include live sessions
(in person or Zoom) or pre-recorded videos accessible for self-paced learning.

All employees are highly encouraged to attend one of the four Workday Essentials courses,
which provide foundational knowledge for using the new system: (1) Workday Essentials for
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Staff, (2) Workday Essentials for Faculty, (3) Workday Essentials for Managers, and (4) Workday
Essentials for Student Employees.
 
Additional training opportunities include three expanded learning courses for employees with
specific responsibilities: (1) Workday for Hiring Managers, (2) Workday for Managers of Student
Employees, and (3) Workday Finance fundamentals for employees who make purchases as part
of their jobs. Role-Based training is also available for timekeepers, cost center managers,
procurement specialists, and human resource specialists. 
 
In addition to in-person and virtual training courses, resources include open labs for specific
questions, printable job aids that provide step-by-step instructions for more than 50 tasks, and
videos that provide guidance through specific procedures.
 
Please take time to explore these training resources. While Workday is an intuitive system,
training resources available through the Workday website will help make the transition smoother.

 

Policy Updates
With the implementation of Workday, the University has updated several possibilities which will
be available in the Policy Library. These policy updates include: 

University Identification Card Policy
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This is a new policy that describes the UR ID as the official identification card and
documents that the photo ID will be the one used for Workday and other official
systems. It includes the expectation that cardholders should update their photo at
least once every eight years.

Procurement Policy
This policy has been revised to align with the new electronic workflows in Workday.
In particular, the policy states that requisitions are now expected as the default way
to initiate purchases, except for meals, travel, monthly subscriptions, institutional or
professional memberships, and emergency purchases. Requisitions are
automatically created when using Workday self-service catalogs. 

P-Card Policy
This policy has been renamed to Universiy Credit Card Policy and is revised to
reflect changes in the program related to Workday, indicating that there are now P-
Cards and Travel Cards. As noted in the policy, University credit cards should not
be used to pay invoices.

Use of University Funds and Financial Responsibilities
This is a revision of existing policy to reflect the financial roles in Workday (e.g.,
Cost Center Manager, Procurement Specialist), and the various responsibilities
associated with those roles. Like the original policy, this revision outlines what is
being affirmed when someone makes an approval.

Delegation Policy
This new policy helps colleagues understand when to delegate their approval or
processing responsibilities and to whom. Delegation should be temporary (typically
less than two weeks), and responsibilities should be delegated to ensure that the
delegates have the policy knowledge and expertise to make approvals.

 



Get Ready for Go-Live!
The launch of Workday is almost here! On January 2, Workday becomes available to all
employees. Prepare by taking the following actions today:

Register for your respective Workday Essentials course. You should only register for one.
In Workday Essentials, you'll learn the basic things you'll need to access and use
Workday. Both in-person and virtual classes are offered, as well as a prerecorded version
of each class.
Ensure you know your network ID and password. If you do not, contact the IS Help Desk
for support: SpiderTechNet or (804) 287-6400.
Make sure your mobile device can connect to the URWIN Wi-Fi network. If you need
assistance, contact the IS Help Desk.
Install the DUO Multi-Factor Authentication app on your phone. Visit
https://sl.richmond.edu/es to reactivate or get started.
Visit the Workday website to review Frequently Asked Questions or send the team an
email message at workday@richmond.edu with any questions.
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