
Workday Training
for All Employees

Training Class 1
June 2025



Goal

Introduce all employees to Workday, 
to get acquainted to how it looks, 

how to use it, and become familiar 
with some of the major changes 

coming in July.



Training Options

Employee Hourly Employee Manager

Employee Training #1

June 10, 11, OR 12

(ONLY 1 to ATTEND)

Employee Training #2

July 8, 9, OR 10

(ONLY 1 to ATTEND)

Hourly Employee Training

TBD

(ONLY 1 to ATTEND)

Manager Training #1

June 17 OR 18

(ONLY 1 to ATTEND)

Manager Training #2

July 1, 2, OR 3

(ONLY 1 to ATTEND)



 
Agenda

• INTRODUCTION TO WORKDAY

• YOUR LEARNING SUPPORT TOOLS

• PAYROLL, PTO & TIME TRACKING

• FINANCE - EXPENSE REPORTS

• HR & RECRUITING

• REFERENCE MATERIALS & SUPPORT

90 Minutes



INTRODUCTION TO WORKDAY

www.kencrest.org/workday



 

www.kencrest.org/workday

What is Workday?

Workday is a market-leading 

cloud-based software company that provides 

FINANCIAL and HUMAN CAPITAL management 

applications to organizations. It helps businesses, for-profits 

and not-for-profits, manage their finances, human resources, 

and overall operations in a unified way.

It’s different from Dayforce in its inclusion of Financial 

Operations and the use of Business Processes versus Forms. 



Why are we Changing?
• KenCrest has a 120-year history of innovation and improvement. The new 2025 

Strategic Plan continues that history by focusing on ways to improve the KenCrest 
experience for those we support as well as staff members.

• Part of how we do that is by moving financial and HR systems to a new platform: 
Workday. Workday is a best-in-class solution that will enable us to use fewer 
different systems. Having better security and compliance, faster processes, and 
real-time analytics means fewer resources spent on support systems and more 
revenue available for direct services.

• You will also notice changes like real-time PTO balances, faster expense reports 
and reimbursement, improved time sheets, and streamlined invoicing.

• Workday will go live on July 1 for most financial and HR processes and reporting. 
Before that, more information will be coming to help you learn about the new 
platform.



What is Changing?

The changes KenCrest will experience will include:​

• All Employees making Vacation (PTO) requests with mobile app​ option

• Review team staff time sheets in one location, with improved visual interface​

• View Org Charts in a real-time, dynamic environment​

• Submit expense reports and receive reimbursement at a faster pace; streamlined 
process​

• Manage people changes in one system with streamlined, efficient process flows​

• Identify internal talent for key projects, new positions, and evaluate promotions in 
a more holistic way​

• For those who manage budgets and view invoices, a more streamlined approach 
with full visibility of process status and task ownership​

• For those who run reports, leverage more dynamic, real-time reporting 
capabilities to generate faster, more accurate insights and decisions​



 

Dayforce

CentreSuite

PeopleSoft

Inspyrus

Kronos

www.kencrest.org/workday

Systems going away

July 1

over the next year



YOUR LEARNING 

SUPPORT TOOLS

www.kencrest.org/workday



www.kencrest.org/workday



 

Glossary

• In Draft

• Current Term → Workday 
Term

• Description

• Version 1.0 ready by June 23

FAQs

• Initiated by Change Champions 

• Vetted by Project SME’s

• Version 1.0

• New versions to come

Glossary & FAQs

www.kencrest.org/workday



 
Job Aids

www.kencrest.org/workday

• 58 Total Job Aids
• Initially built by Workday

• Customized for KenCrest

• Likely to change over time

• More to come

PRO TIP: Bookmark the Landing 

page, or your favorite Job Aid, and 

refer to it there. Printing it out might 

result in missed information.

Definition: Simple, clear 

instructions in how to do 
a work task.



 
Communication Channels

• Weekly Communications Email

• Town Hall

• Employee Portal

• Relias

• Dayforce Landing Page (and email)

• EAC Meetings (and email)

• Govenda (for board members)

• Change Champions

• All pointing towards www.kencrest.org/workday 



 
Activities Coming Up...



ACCESS & NAVIGATION

www.kencrest.org/workday



With Network Access
Website Link Name: TBD



Without Network Access
Website Link Name: TBD



Mobile Access

Step 1: Go to your App Store Step 2: Download the Workday App

Step 3: Login with the same Instructions from above

NOTE:

1. Existing Mobile Phone policies apply.

2. Use it to review time balances and request time off. But only specific positions will have the 

ability to use the mobile app to punch in and out (more to come in July).





Navigation Video

1) Login to Relias (training.kencrest.org).  On left click “Course Library”

2) Upper right corner type “Workday” into search box and press ENTER.

3) Find “Workday: Getting Started Video for Employees” and Click “Enroll”

      OR
https://kencrest.training.reliaslearning.com/Learning/Catalog.aspx?CourseCode=1761716



QUESTIONS?

Please type your questions in the chat. 

We will do our best to answer them here in 

the call and/or will add them to the FAQs if 

we are limited on time.



PAYROLL, PTO & 

TIME TRACKING

www.kencrest.org/workday



 
Workday Coming Soon!

Starting July 1st, Workday will be our new all-in-one platform for 

human resources, payroll, and finance. Moving to Workday will be a 

big change as it is replacing Dayforce and certain parts of Kronos - 

however, it will enable our support teams (recruiting, training, 

accounts payable, etc.) to be faster and more efficient so that more of 

our time and resources can go towards the people we support in our 

community. Every KenCrest employee will be using Workday. 

www.kencrest.org/workday



 
Workday Coming Soon!

Effective April 27th, Dayforce was disabled. This measure was 

necessary to prepare the agency for the transition to Workday. 

Please refrain from making any changes until Workday goes live on 

July 1st.

If you need to make a data change to your Dayforce record (such as 

name, contact information or marital status change), please send an 

email to dayforcesupport@kencrest.org.

Note that hiring and onboarding processes will not be affected by 

this pause.

www.kencrest.org/workday

mailto:dayforcesupport@kencrest.org


Workday and Payroll



Agenda:

• View Pay Slips

• Setup Direct Deposits

• Requesting PTO

• Time Tracking 



Viewing pay slips 
using Workday



View pay slips using “Quick 
Tasks”

Click on 

“My Payslips” 



View pay slips using “Quick Tasks” - Continued

Able to view and print your pay slips

 



Direct deposit 
in Workday



Direct Deposit Setup:

Click on “Menu”

Click on “Personal”

Select “Benefits and 

Pay”

Note:  Direct Deposits already setup in Dayforce will NOT need to be redone in Workday.



"Benefits and Pay" Screen:



1. Click on "Pay" 
dropdown.

2. Then select 
"Payments".

Note: This will bring you to 

the "Payroll Hub – Worker 

Payments Information"



Scroll down to "Payment Elections" 

Can add 

new accounts

Can edit or remove 

accounts



Add a new account:

Fill in the following 

information:

1. Select Account Type

2. Routing Number

3. Account Number

4. Bank Name

5. The click "OK"



You should now be able see the account that you added 
below. 

Click "Edit" to indicate the 
desired amount to 

be deposited into the new 
account



From here you can specify the amount or percentage, 
then click Ok



PTO requests 
using Workday



PTO Requests 

What you need to know about requesting PTO in Workday

STAFF WILL BE ABLE TO 
REQUEST PTO USING 

WORKDAY

MANAGERS WILL APPROVE 
PTO REQUESTS IN WORKDAY

PTO BALANCES WILL BE 
MIGRATED TO WORKDAY



Request PTO using the Menu

Click on “Menu”

Click on “Personal”

Select “Absence”



Request PTO using the Menu - Continued

Click on 

“Request 

Absence”



How to submit PTO requests – 2 options

Calendar – 1 day Date Range – 2 or more days



How to submit PTO requests - continued 

Select 

“Time Off

Pick type of 

“Time Off” and 

click “Submit 

Request”



How to request PTO using action

Click on

Click on



Time 
Tracking in 
Workday



Time Tracking in Workday

Time Tracking Delayed

Kencrest is in the process of identifying 

new time capture solution.

Kronos will still be active until further 

notice.  Please continue to utilize Kronos 

Timestamp, timeclocks and mobile app 
for time tracking.

Managers will continue to edit and 

approve hours worked for all 

Hourly Workers in Kronos.

Managers are no longer required 

to approve Salary Exempt staff



QUESTIONS?

Please type your questions in the chat. 

We will do our best to answer them here in 

the call and/or will add them to the FAQs if 

we are limited on time.



Thank You

Do you have any questions?



FINANCE – EXPENSE 

REPORTING

www.kencrest.org/workday



 

• Complete/Submit Credit Card 
Expense Reports

Completing and Submitting 

Overview

www.kencrest.org/workday

FROM TO

FROM

Travel & Reimbursement

TO

"Out-Of-Pocket"

Paper Forms Completing & Submitting Online 



 
• Regardless of expense report type, you must add an expense payment 

election

o Only need to complete once, unless your bank changes

o Bank account(s) are prepopulated via payroll

• Credit Card Expense Reports will run on the same cycle: 

o House - every 2 weeks 

o Admin - 25th of every month

o **Expense reports will appear in Workday after the statement closes**

• Expense team will NOT have the ability to change, edit, or add anything to 

your expense report.

• YOU WILL NOT CREATE CREDIT CARD EXPENSE REPORTS!!!!!!

Workday Credit Card Expenses

www.kencrest.org/workday



Expense Reports Credit Card Transactions



Workday Credit Card Expenses

Account

Client Code

Description

Department

Client



Workday Credit Card Expenses

Attaching receipts-

• Phone or Scanning

• *Workday app does NOT use camera feature* 

• Ability to attach more than 1 receipt per transaction

• Cost Center and Expense Items are found using names of locations and expenses, not by 

numbers

• Name of Individual Recipient is used when adding to a report, no longer use code.



 
• Credit Card Approvers will remain the same 

• No change in physical credit card, or credit limit

• You will still have the ability to login to M&T CentreSuite to view credit limit and charges

• Last date of M&T CentreSuite expense reports will be created:

o Housing - 6/27/25

o Admin    - 6/25/25

Workday Credit Card Expenses

www.kencrest.org/workday



 

• Out-Of-Pocket expenses will be completed and submitted through Workday

• The managers will approve or deny the report in Workday

• Receipts get attached in Workday
o Mileage does not require receipt backup

• Mileage calculated using Google Maps within Workday on expense report
o For each stop made (in the same day) you will need to create a new expense line, 

NOT a new expense report.

Workday Out-Of-Pocket 

Expenses

www.kencrest.org/workday



Workday Out-Of-Pocket Expenses

Cents per mile



Workday Out-Of-Pocket Expenses
For Each Stop

1st Stop

2nd Stop

3rd Stop



Demo via Job Aid 

Out-Of-Pocket Expenses

LINK
www.kencrest.org/workday

https://www.kencrest.org/workday/#:~:text=Create%20an%20Out%2DOf%2DPocket%20Expense


QUESTIONS?

Please type your questions in the chat. 

We will do our best to answer them here in 

the call and/or will add them to the FAQs if 

we are limited on time.



HR

www.kencrest.org/workday



 

• “Hub” and Communications

• All Employees

• Forms

• Reports are readily available

• Sharepoint, emails

• All Employees + Contingent 
Workers

• Initiate Business Process

• Reports will need to be requested 
for some time after going live

HR - Overview

www.kencrest.org/workday

FROM TO



 
HR – Profile 

www.kencrest.org/workday

• Employee Profile – A central place in Workday where 

you can view and update your personal and contact 

information;

• Make sure to review and if needed update direct 

deposit, personal information and contact information 

(on July 1st 2025).

• Demo: Update contact information



 

• A visual map in 
the Workday 
that shows 
reporting 
relationships – 
who you report 
to, your team 
and other roles 
in your 
company

• Demo

HR – Org Chart

www.kencrest.org/workday



 
HR – Delegation and feedback

www.kencrest.org/workday

Delegation:

• Lets you assign someone 
else to complete Workday 
tasks on your behalf. List 
of delegatees and BP 
available for delegation is 
set up by HR 
Administrator.

Feedback:

• A feature that allows you 
to give or receive 
comments about 
colleague's performance 
or contributions.

• Demo: Feedback



 

Live Demo

www.kencrest.org/workday



 

• Basic Internal Job Search

• Referral Process - Manual

• Advanced Internal Job 
Search

• Referral Process via System

Recruiting - Overview

www.kencrest.org/workday

FROM TO



How Do I Refer Someone to KenCrest?

www.kencrest.org/workday



What Info Do I Need to Give?

The more information the better but anything with 

a Red Asterisk (*) is mandatory

These include:

➢ Referral First Name

➢ Referral Last Name

➢ Referral Email Address

• This is how they will receive the referral to 

accept and apply via a link to the job you 

choose

➢ Job you are referring them for

• This will be a drop down

➢ How you know the referral

➢ Comment to explain relationship or just 

      general information for recruitment
www.kencrest.org/workday



How Do I Refer Someone to KenCrest

Part 2!

www.kencrest.org/workday



KenCrest Compensation Philosophy

• KenCrest's compensation program ensures an equitable, market-
based system which attracts and retains our talent

• Our base pay is based on the needs of the job

• Certain jobs have a Flat Rate Standard. There is no deviation in the 
rate paid to employees in these positions (e.g. DSP)

• All jobs have a grade assigned.

• Grades group jobs with similar responsibilities

• Grades have a minimum (90%), mid (100%) and max level (130%).

• All Compensation requests require management approval for both 
budget implications and consistency with grade conventions  



QUESTIONS?

Please type your questions in the chat. 

We will do our best to answer them here in 

the call and/or will add them to the FAQs if 

we are limited on time.



WHAT’s NEXT?

www.kencrest.org/workday



Where to get help

• Job aids

• FAQs 

• Glossary

• Task based videos from Workday

• Future Trainings & Training Recordings (Relias)

• Office Hours in July

• Change Champions

• Just try it!

• Support Model Info – Coming July 1

https://www.kencrest.org/workday



Who is my Change Champion?



Virtually attend a Live Event!!

More Details 

end of June



 
NEXT STEPS

1. Watch for Communications

2. Get familiar with the Workday Landing Page

3. Validate your Information July 1 – 3 and throughout July

4. Attend All Employee Training July 8, 9, OR 10
• OPTION: Attend the Hourly Employee Training

• OPTION: Attend the Manager Training

5. Visit us during Office Hours the first weeks in July

6. Attend a LIVE On-site event!

www.kencrest.org/workday



Feedback

Your opinion is important to us!

• Please take 3-4 minutes to 
complete this survey.

• Your feedback will help us 
design and customize 
courses in the future.

• This survey is anonymous.

Join by QR code

Scan with your camera app

OR use this link in your browser: 

https://insights.kencrest.org/s/zernjr



 

THANK YOU!!!

www.kencrest.org/workday



WORKDAY SEARCH

www.kencrest.org/workday

Bonus Topic if there is extra time



 
Job Aid - Using Workday Search

www.kencrest.org/workday



 
Job Aid - Using Workday Search

www.kencrest.org/workday



 
Job Aid - Using Workday Search

www.kencrest.org/workday



 
Job Aid - Using Workday Search

www.kencrest.org/workday



 
Job Aid - Using Workday Search

www.kencrest.org/workday



 
Job Aid - Using Workday Search

www.kencrest.org/workday



 
Job Aid - Using Workday Search

www.kencrest.org/workday Hint:  You will only see results for items that you have permission to view!



 
Job Aid - Using Workday Search

www.kencrest.org/workday



 
Job Aid - Using Workday Search

www.kencrest.org/workday



 
Job Aid - Using Workday Search

How to clear results

www.kencrest.org/workday
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