
Workday Training
for All Employees

Training Class 2
July 8 & 9, 2025



Goal

Introduce all employees to Workday, 
to remind you of key points and

support you in common tasks as you 
get started in July.



Training Options

Employee Hourly Employee Manager

Employee Training #1

June 10, 11, OR 12

(ATTEND ONLY 1)

Employee Training #2

July 8 OR 9

(ATTEND ONLY 1)

Hourly Employee Training

TBD

Manager Training #1

June 17 OR 18

(ATTEND ONLY 1)

Manager Training #2

July 1 OR 2

(ATTEND ONLY 1)



Office Hours

Monday, July 7

1:00-2:30pm

Tuesday, July 8

1:00-2:30pm

Wednesday, July 9

1:00-2:30pm

Thursday, July 10

1:00-2:30pm

Additional Dates 

TBD



 
Agenda

• INTRODUCTION TO WORKDAY

• YOUR LEARNING SUPPORT TOOLS

• FINANCE - EXPENSE REPORTS

• PAYROLL, PTO & TIME TRACKING

• HR, BENEFITS, & RECRUITING

• HR - TALENT

• REFERENCE MATERIALS & SUPPORT

90 Minutes



YOUR LEARNING 

SUPPORT TOOLS



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 



Who is my Change Champion?



Coming up July 



Where to get help – helpdesk.kencrest.org

• OR email WorkdaySupport@kencrest.org

Request Type: Workday Support

Sub Type: Finance OR HR OR Payroll

Sub Types to be added:
      “Need help signing in”
      “Other”



ACCESS & NAVIGATION



 

Dayforce

CentreSuite

PeopleSoft

Inspyrus

Kronos

Systems going away

July 1

over the next year



I have a KenCrest email address (SSO)



I do not have a KenCrest email address (Native)



I do not have a KenCrest email address (Native)
First Login – Use Forgot Password

1

2



I do not have a KenCrest email address
First Login – Use Forgot Password

5

Username – Enter your previous

                     Dayforce username

Email – Enter your personal email 

Click Submit – You will receive

             a password reset link.

4

3



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.



FINANCE – EXPENSE 

REPORTING



 Agenda

Review Credit Card Expense Information

Review Expense Navigation

Splitting/Itemizing Transaction

Attaching Receipts

Linked Quick Expense

Out-Of-Pocket Expenses



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

➢House - every 2 weeks (First expense report 7/11/25)

➢Admin - 25th of every month (7/25/25)

❖Expense reports will be created by Workday only after the close of the 
statement period. Cardholder will NOT create credit card expense reports.

❖Expense team does NOT have the ability to make any changes to your 

expense report.

❖Current practices will remain the same for:
➢Lost Card
➢Temporary Increase
➢New Card
➢Suspicious Activity

Credit Card Expenses Review



Navigation Review Desktop/App

OR

Desktop App



Credit Card Expenses Review

(GL Account)

(Description)

(Department)

(Client Code)

(Billing Amount)



 
• Workday gives you the ability to split a transaction between different cost centers, expense 

items or individual recipients. This feature will work for every expense item except Mileage 
Reimbursement.

Splitting Transactions



Itemization/Splitting Transaction



Itemization/Splitting Transaction



Attaching Receipts

❖Workday has 2 options when attaching receipts:

1.Take a picture with your phone

2.Scan receipts to folder on your desktop



Attaching Receipt (App/Phone)

❖ After selecting the "Add Attachments" 

within the expense line, 3 options will 

appear:

➢ Take Photo

➢ Choose Photo
➢ Import Attachment

❖ You can take, choose or import a photo 

of the receipt. More than one photo can 

be attached per transaction.

➢ Workday does not have a receipt 

gallery.

➢ Save photos to phones photo 

gallery to attach once report has 
been created.



Attaching Receipt (Desktop)

❖ After selecting the "Select Files" 

Workday will pull up the file folder on 

your computer.

❖ Find where you saved the receipts 
that you scanned and select "open".

❖ You will have the ability to select 

more than one scan per transaction.



Linked Quick Expense 
❖ The Linked Quick Expense feature is an easy way to keep your 

transactions organized and ready to attach when the expense 

report is created by Workday.

❖ Using the Linked Quick Expense will give you the ability to 
create a prepopulated expense "shell" with the following 

information:

➢ Date 

➢ Expense Item

➢ Merchant
➢ Amount

➢ Receipt

❖ Once the expense report is created by Workday, you can attach 

the Quick Expense to the credit card transaction.

*You will only be able to use this feature within the app*



Linked Quick Expense Job Aid



 

❖All FY25 (7/1/24 to 6/30/25) mileage or any other reimbursement from KenCrest 
will be completed by the old process. Sending in the paper expense report to AP to 
process for payment. 
➢Please do not mix FY25 and FY26 expenses 

❖Any expenses that occur for FY26 (7/1/25 to 6/30/26) will need to be completed in 
Workday. 

❖For all Out-Of-Pocket expenses you WILL be creating an expense report. 

Workday Out-Of-Pocket 

Expenses



Out-Of-Pocket Expenses

Mileage Reimbursement Live Demo



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



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?



HR – WORKER PROFILE and 

BENEFITS

www.kencrest.org/workday



 
HR – Worker Profile 

• 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



Where to go to Edit?

HR – Worker Profile 



 

• 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



 
HR – Feedback

www.kencrest.org/workday

Feedback:

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

• Demo: Feedback



 
HR – Benefits

How to Make a Life Event Change



 

Live Demo

www.kencrest.org/workday



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

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



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.



Talent Sneak Peek
What's Coming

• Check-Ins

• Feedback – Giving & Receiving

• Reviews- Development Plans

• Reviews-Performance Reviews

• Certifications

• Mentorships

• Career Hub 



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?



 
NEXT STEPS

1. Login to Workday and Validate your Information

2. Attend Office Hours (as needed)

3. Enter a Ticket or Email Workdaysupport@kencrest.org if you 
need additional support

4. Attend a LIVE On-site event!

mailto:Workdaysupport@kencrest.org


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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