®" *WHAT'S NEW IN WORKDAY

"\ Workday system releases, also called system updates, install changes within Workday to make
improvements and maintain the system. System releases occur every March and September.

&5 |
What are the Workday Updates for March 2024?

Item #1 - Announcements are relocated and with new navigation
Navigation — You can navigate through Workday announcements by

Location - Announcements in Workday are now located in the
upper right-hand corner of the home page. clicking the navigation arrows. To expand an announcement to a larger
5 pop-up window, click the image to expand the announcement.
Good Afternoon, Any Knight It's Monday, March 4, 2024
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Your Top Apps
ﬂ% Learning Admin Test Announcement
Time
Absence Expanded Announcement
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Item #2 — Related Tasks in Searches

In addition to providing related People, Tasks and Reports and Articles,
Workday search results now include related tasks. In the example search of
Direct Deposit below, the results include links to Payment Elections, Bonus and

One-Time Payment History, Payslips and My Tax Documents.

AENU
ucF

Saved Categories
People
Tasks and Reports

Articles

More Categories

Suggested Result

Q direct deposit

Seems like you're looking for information about direct deposit. You can find that here: Payment Elections.

{ Payment Elections )

You might also be interested in:

Bonus and One-Time Payment History

My Tax Documents

Payslips

Tasks and Reports

Payment Elections
Report

View your payment elections, including bank accounts and payment distribution settings for differ-

Item #3 — Reformatted Pop-Up Windows

Workday Pop-Up Windows have been reformatted and now
contain a larger header with a more distinctively placed close
button at the top of the window. On the bottom of the window, the
buttons are right aligned and are in a reversed order.

Give Feedback

Warkois #

= )
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Item #4 - Improved the Time Entry User Experience

— For Hourly (Non-Exempt Employees)

Employees that are required to submit their time worked weekly will no longer be
navigated to a new page to submit their time worked. Instead, a new pop-up window

displays that allows users view the time entry calendar while reviewing and submitting
time which appears in the background. A sample of the new display is shared below:

7~ RN

Sandbox Preview - ucf_preview

= MENU Q

Enter Time AnyKnight Submit Time X

. As an Exempt Worker, you do not need to enter Time. If you have additional Non-Exempt positions, you iy enter ti Employee Certification

. Effective |mmediate|y - All Non-Exempt USPS/A&P employees are required to request Game Day and E ergency = | certify that | have reviewed this timesheet and it accurately reflects the times/hours | worked for the pay period
0I1|y on ofﬁcially announced days. You can getto the worker's absence calendar by clicking the Actionslbutton - E Lndicatedd. Elrrors or discrepancies have been addressed and corrected prior to the submission of these worked
ours and absences.
~ Please click the Submit button below to send the Time Sheet to your Supervisor/Manager for approval.
< > Feb 16 — 22‘ 2024 Fellowing date range will be submitted for approval
Fi 216 Sat 217 Sun, 2/18 Mon, 2/15 February 16 — 29, 2024 : 4 Hours
Hours: 4 Hours: 0 Hours: 0 Hours: 0
Time Period Lockout Total for February 16 — 29, 2024
02/02/2024 - 02/15/2024
Regular 4
Time Off 0
Overtime 0
On-Call 0
Worked Time (In/Out) Meal Period 0
8:00am - 12:00pm (Meal)
4 Hour Holiday 0
Not Submitted
Total 4
omment

\\

FRIENDLY REMINDERS

» Download the Mobile App! Most
Workday tasks can be completed
in the Workday Mobile App.

> Visit the Workday News Bloqg!
Get the latest in Workday news,
updates and communications.

» Learn about available training and
our knowledge base in our new
Workday Training Catalog.

» Learn your business center!
Each college or division has
dedicated finance and HR staff
committed to outstanding
customer service.

View Page 4 - 6 to learn more about the new

“Updates for Managers in Workday”
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https://www.myworkday.com/ucf/d/inst/0092824c0cd910003197758763450000/rel-task/2998$40834.htmld
https://knext.ucf.edu/category/workday-news/
https://knext.ucf.edu/workday-training-matrix/
https://knext.ucf.edu/about-business-centers/

*- o WHAT'S NEW FOR

Item #1 — New button on Workday Home page pop-up windows - |If a manager selects an item from “Awaiting Your
Action” section of the Workday Home page, there is a new button in the pop-up window that appears. This pop-up
window button provides managers the ability to access the related information regarding the request in an expanded
window directly from the Workday Home page.

Step 1 — Select Quick Review Step 2 — Select the pop-up window’s Step 3 — Review information details in the
buttons that open new information expansion button. expanded information screen.
the pop-up window.
Review X
Abgence Request: Betty Liu -« :me,wm hlmlq —_— R . o i
Good Morning, Supervisor Knight . ' .
Datails to Review .
it First ay af Teme Q1 Patalls to Raview
Awaiting Your Action
01/1242024
@ Enrall in Content; Time Management {m-) — - B U 64
hly Tagks « 16 hour(s) 4go — e Request Detals vmo uE
01122054 Roquosted | Unit ol T ime
E Ky T kl lbl |jl i (: Quick Ftl'rluw) ol e -
Wy Tagks « 16 hour(s) ago Tt
Absence Requoest; Boti B hauwrs - Vaeatlon
y Liu
@ Wiy Tasks - 17 hour(s) ago | Eulck Fu-rle: ) 5 Previous Time Off Requests
DUE 01/11/2024 \ /
) Goto My Tasks (21) e =
o) D
Lz ) ) )
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Item #2 — Smart Summaries Links for Time Off - If a manager ltem #3 — My Team Time Off Search- If a
conducts a search for the term “time off”, Workday provides a
summary of upcoming personal absences and underneath two new
Smart Summary Link buttons “See Team Absence” and “Company
Holidays™. This section will review the “See Team Absence” link.

manager conducts a search for the term
“my team time off’, Workday provides a list
of your team members upcoming absences
for the next 30-day period. To access
additional information, select the Open

Step 1 — Search for term “time off” and Step 2 — A summary of your team’s absences :
y P y Oy Team Calendar link.

select the “See Team Absence” button. for the next 30-day time frame appears. For
additional information, select the Open Team
Calendar link, which will open the team

Q my team time off

Q time off . oo . .
calendar with additional information.
' our Absence Summar o
o — Y A mary WedHESday,January 10’2024 Your Team's Upcomin g Absence
® 3 Days S
We‘dneSday, January ‘IO' 2024 Reguest Absence Manage Your Absence

Company Holidays v

Your Team's Upcomin g Absence
Request Absence Manage Your Absence See Team Absence

People

Request Absence Company Holidays
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Item #4 — Smart Summaries Links for Holidays - If a manager conducts a search for the term “time off’, Workday
provides it provides a summary of personal upcoming absences and underneath two new Smart Summary Link buttons

“See Team Absence” and “Company Holidays”. This page will review the “Company Holidays” link.

O

Step 2 — Alist of the next three organizational holidays
will appear. For a list of all holidays, you can select the
View More link at the bottom of the window.

Step 1 — Search for term “time off” and
select the “Company Holidays” button.

Q time off
Wednesday, January 10, 2024
-Y Your Absence Summary k
3 Days Request Absence Manage Your Absence See Team Absence v
Wednesday, January 10, 2024
ning scheduled abser Canada - Holiday Calendar
K }
Request Absence Manage Your Absence See Team Absence v |
Company Holidays v
Mon, Sep 2

Step 3 — Below is an example
of the pop-up window that will
appear with the list of holidays.

r &

Canada - Holiday Calendar
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