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Workday Support Resources Available



The Workday@Richmond team is excited to share enhanced support resources to help you
navigate Workday.

The Get Help page on the Workday@Richmond website now features over 60 comprehensive
resources including:

® Step-by-step job aids
® Short video tutorials
® One-pagers with key information

All resources are conveniently organized by function for easy access (e.g., Absence/Time Off,
Finance, Purchases, etc.). There is also a resource section for Faculty and Student
Employment.

For additional support, on the Get Help page, you can submit a support ticket via the Workday
Support Center. Please note due to infrequent volume of calls (~2 calls/day), the Workday
Hotline will be discontinued on February 17th.

We also encourage you to review the Announcements page for updates on known issues and
resolutions. Current announcements include information on student employment, benefits-
related information and transactions, payslip printing, and the Workday mobile app. More
information is added as we receive questions from the campus community.

Self-paced Workday Essentials training courses continue to be available via the Training_page
on the website.

As you continue to utilize Workday, note that these resources continue to be updated and are
available to you on the Workday website.
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Streamlined Purchasing: Workday Catalog

Purchases from Amazon, Grainger, and Staples can be made through direct catalog links in
Workday. This new feature is simple to use and eliminates the need for receipt management and
purchase reconciliation when buying from these vendors.

The streamlined purchasing process includes:

® Direct access to vendor catalogs within Workday

¢ Simple shopping cart experience by adding the good(s) to the cart and checking out
* Automated approval routing to your Cost Center Manager

* |mmediate vendor notification after approval

* Automatic payment processing upon delivery confirmation

Key benefits include:

* No receipt collection required

* No expense report needed

® Faster order processing

® Immediate vendor payment

* Simplified tracking and documentation

The following catalogs will be available within Workday in the future: Suppy Room, B&H
Photo/Video, and Home Depot. The Procurement Office will continue to add new vendor
catalogs based on University purchasing needs. If you have a vendor suggestion, you may email
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procurement@richmond.edu with your recommendations.

Instructions and a step-by-step video are available in the Purchases section of the Get
Help page.

Understanding Workday Roles

Workday uses a role-based system to manage security access and permissions. Each role
carries specific abilities and viewing rights that align with employee job responsibilities and
business processes, ensuring secure and appropriate access to system features. The following
are key roles that may be assigned to one specific person in an area or to the central office:

+ Timekeeper: Able to make corrections to hourly employee timesheets and correct
unmatched time blocks to streamline manager approvals

* Cost Center Procurement Specailist Level 1: P-Card holder for the department; can
make routine purchases and requisitions, and assist colleagues in their area with
University purchasing rules

+ Cost Center Manager: Budget manager responsible for transaction approvals, policy
compliance, and reconciliations. This role cannot enter transactions except budgeting and
accounting adjustments.

You may visit the Get Help page on the Workday website and review the Key Finance and HR
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Roles guide for a list of additional key roles. You may also review the Finding_Support Roles in
Workday job aid to see a list of who has support roles for your department.

Early Wins: How Workday Is Transforming
Our Work

Change is rarely easy, but as the University community navigates the initial weeks of Workday's
implementation, we are already seeing bright spots emerging as departments and individuals
experience new efficiencies and capabilities.

Samantha Leggett, the director of budgets and operations in the Jepson School of Leadership
Studies says, "The reporting functionality in Workday has significantly improved my ability to
access meaningful data. I'm excited about this new level of transparency that's allowing me to
efficiently pull and analyze important information."

Members of our community are sharing the positive impacts of Workday features, offering a
glimpse of the improvements that lie ahead as all of us become more familiar with the system.

Thomas Farrar, IS procurement coordinator, says "l am a huge fan of the automation in
Workday. Approvals go to the right person without needing to send an email. And the user
interface is more intuitive than Banner and the system we had in my previous job."

In our first month, 98% of staff, 84% of faculty, and 76% of student employees have logged into
Workday and more than 1,200 employee self-service tasks have been completed, including
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updating personal information, starting a requisition, or requesting time off. Additionally, more
than 21,000 time-clock events have taken place in Workday, with only 1% being manually
entered by a manager or timekeeper!

The Workday@Richmond project team looks forward to continuing to support access and
familiarity with Workday as a new and efficient way of doing business at the University of

Richmond.

o

e

Questions? Please reach out to us at workday@richmond.edu
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