
Workday Training
for All Managers

June 2025

Training Class 1



Goal

Introduce all Managers to Workday and 
the importance of their role in using the 

system to manage their employees, 
maintain quality data, and facilitate the 

overall Employee Experience.



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

PAYROLL, PTO & TIME TRACKING

FINANCE

HR & WORKDAY BASICS

RECRUITING & ONBOARDING

WHAT’S NEXT?

90 Minutes



LEARNING RESOURCES



www.kencrest.org/workday



 
Manager Job Aids

Definition: Simple, clear 

instructions in how to do 
a work task.



 
Manager Job Aids

11 Job Aids so far

• 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.



 
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 



WORKDAY AND YOU – 

THE MANAGER



 
Main Workday Role Types

Employee

Manager

HR

Finance

System Administrator(s)

Security Admin



 
The Manager Role is Important!

Initiate Business Processes

Review / Approve Steps

Confirm Data Accuracy (e.g. Worker Profile, Org Charts)

Run Reports



 
Check In >3x per Week

Set-up Notifications Take Timely Action Seek Information

Ask for Help



 
Data Accuracy is KEY!

5. Correct

6. Rescind

Options for 

Manager

Actions by 

System 

Administrator

1. Initiate the BP when 

you have ALL the info

2. Save for Later

3. Review Step

4. Cancel

Start

End

Business Process



PAYROLL, PTO & 

TIME TRACKING



Workday and Payroll



Agenda:

• Time Tracking

• PTO Request



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



PTO Requests 
and Approvals



Workday Absence!
Starting July 1st, your Kronos access will change. You will 
no longer be required to approve timecards for Salaried 
staff and your access to enter pay codes for time off in 

Kronos will be disabled. 

All workers, both Salaried and Hourly will be required to 
enter Time Off request in Workday. As a manager you are 

required to review , edit and approve workers Absence 
request. Once a request has been submitted, you will 

receive a notification on your Workday home page via the 
inbox icon of pending task to complete. 



PTO Requests 

What you need to know about requesting PTO in Workday

STAFF WILL BE ABLE TO 
REQUEST PTO USING 

WORKDAY. 

MANAGER WILL BE ABLE 

TO ENTER TIME OFF FOR 

WORKERS

MANAGERS WILL APPROVE 

PTO REQUESTS IN WORKDAY

PTO BALANCES WILL BE 

MIGRATED TO WORKDAY



Approving Time Off in Workday

1. Navigate to Workday and click on Mail / 

Task icon.

2. Select the applicable  inbox item. Review Absence details and click Approve. The Absence request 

can be Denied or Sent Back to the employee for revision.

22



How to request PTO using action

Click on

Click on

Note: To view Profile for a member of your team:

  Click their name in "Team Highlights" area  OR Type team member's name in the Search bar 



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”



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.



FINANCE – EXPENSES & 

INVOICES



Topics

NAVIGATION VIEWING EXPENSE 

REPORTS

DELEGATION IMPORTANT 

INFORMATION



Navigation



Viewing 
Expense 
Reports

• As a manager approving any expense reports:

o Correct Expense Item (Account)

o Correct Cost Center (Department)

o Memo (description) matches receipt

o Clear and legible receipt

o Individual charge:

▪ KenCrest approved Individual charge (Can 
we charge the Individual for this?)

▪ CRYSTAL CLEAR receipt!!!!!!!!!!!!!

▪ Name of Individual

▪ Detailed receipt

▪ Correctly identify individuals purchase on 
receipt with multiple individual charges

▪ Memo needs to be detailed



Individual Recipient Receipt

Correct Correct Incorrect



Viewing/Approving 
Submitted Reports



Viewing/Approving Submitted Reports

• As a manager you have 3 options after viewing a report:

1. Approve expense report-Moves to Expense Team for final approval

2. Send back- Expense Report returned to owner
▪ Detail on what needs to be changed.

3.Save for later-Work on at a later date.



Delegation
Employees can delegate 
reports if they will be on 
vacation and or leave.

Only choose peers and 
managers within 
organizational hierarchy. 

Details provided 
by employee:

Begin Date

End Date

Delegate

Business Purpose 



Delegation 



Important Information

Managers will have 2 days from date of submitted report 
to Approve/Send Back report before task turns critical.

Cardholders and manager will 
receive email from Workday of 
outstanding transactions:

30 days

Every 10 days after initial outstanding email

90 days card will be suspended



AP Process FYI

• To add a new vendor, email Dottie Gieniec or Cynthia Hardee
oCompleted W-9 must be included

• The AP process will remain the same:
oSend all invoices APInvoices (ONLY) in PDF format

oPlease include approval, Spend Category and Cost Center on invoice

oAny comments should be included on the invoice

oNote: the mailbox is not monitored 



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, RECRUITING, & 

ONBOARDING



Workday Manager Landing Page

BPs 

awaiting for 

your action

Your Team

Important 

announcements

Team members 

anniversaries

Tasks for me as 

an employee

Search Bar

*No more roles to select! 



My Direct Report Profile

Related 

Actions 

Button

Related 

Actions 

Menu

Employee 

Work 

Information



Business Process 
(BP)

A set of steps that define how tasks like hiring, promotions, or 
personal info changes are reviewed and approved in Workday. 

Similar process in DayForce: Workflows.



Business Process (BP)

Auto-completing BPs

Initiate

Submit

Complete

Change written in Workday

Change in proposed state

BPs with steps to completion

Initiate

Submit

Reviewe
r 1

Reviewe
r 2

Approve
r 1

Approve
r 2

Subprocess

Complet
e

To Do

SIMPLE COMPLEX



BP Managers may Initiate

Compensation 
Change

One time 
Payment 
Request

Change Job 
Details

Change 
Location

Change 
Manager

Make a New 
Manager

Transfer, 
Promote or 

Change Jobs

Add a Job 
(second Job)

End a job 
(second Job)

Terminate 
Employee

Demo: Request Transfer



 
HR – Business Process (BP)

www.kencrest.org/workday



 
Need Data / Reports?

• Reports are available for Managers to run 

• If you require any report customization or you cannot locate a report you need, reach out 

to Lana Roegner at lana.roegner@kencrest.org

• Useful reports:

• My Workers - View a list of workers who report to you, either directly or as part of a matrix organization. Details include worker 

name, reporting type, position, organization, public contact information, and business site. Enables you to view the names, positions, 
and locations of your workers.

mailto:lana.roegner@kencrest.org


 
Useful Reports

• Headcount Report - View a list of worker headcount in an organization. Enables you to drill down on the numbers to create 

summarizations by category. Details include summary counts of workers, positions, hours, and jobs.

• My Team Anniversaries with Continuous Service Date - View a list of worker anniversaries in the next two weeks based on 

continuous service date. Details include the date of the next anniversary and the worker name.

• My Team Birthdays - Provides managers with a list of worker birthdays coming up in the next 2 weeks within the supervisory organization.

• Personal Details - This report includes standard Workday-delivered personal details for workers.

• My Team's Upcoming Time Off  - Displays workers in your supervisory organization with approved time off in the next 7 days. Does 

not include workers on Leave of Absence or unapproved time off.



What Managers Handle in Workday for 

Recruiting

Starting Job Requisitions

Keep Outlook Calendar Updated for Interviews

Review Offer Letters



Method 2* (recommended):
Add to Shortcuts under Menu 

Starting a Requisition

Method 1: Type in Search Bar “Start Job Req”



Starting a Requisition







Additional Data*



In this context a Position means a “Seat on the Bus”

Creating A 

Position* 

through Job 

Requisition





Your Supervisor Approval

HR Approval

Back to Initiator:

- Compensation (Salary/Hourly)

- Assign Recruiter

- Cost Allocation (if any)

Recruitment Posts Job

Final Steps in 

Business 

Process for 

Create Position 

through a Job 

Requisition

Requisition is Submitted



Brief Overview of Onboarding Process

Offer Letter 

Signed

Onboarding 

Intro Email/Call

NEW 

EMPLOYEE 

ORIENTATION

ALL Role Required 

Clearances 

Completed

New Hire Completes 

Onboarding Tasks in 

Workday*

CHANGE initiated



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?



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



 
Activities Coming Up...



Who is my Change Champion?



 
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
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