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UNIVERSITY OF WISCONSIN-MADISON

Asthiv 1

* Sau npe rau ntawm daim ntawv nram ghov
rooj nkag los

« Zaum ntawm ib lub computer tsis muaj
neeg zaum




Yuav Muaj Dabtsi

Q Peb yuav...

* ghia koj ua ib yam dab tsi nyob hauv Workday
* muab calj rau koj xyaum siv

Peb yuav tsis...
* teb cov lus koj muaj txog koj tus kheeg]
* tham txog cov caij rau tej ceg ua haujlwm

O




Saib Cov Kev Yuav Qhia

* Nkag rau hauv Workday

 Saib cov tw them nyiaj thiab caij so tshuav

* Hloov cov ntawv txiav si (W2, W4) thiab chaw nyob
* Kho cov kev kom xa nyiaj them ncaj nraim rau

* Thov caij so

* Tso npe rau UW cov haujlwm ghib

* Nrhiav kev pab




Cov Yuav Kawm

Thaum ghov kev ghia hnub no xaus, koj yuav paub:
* Siv xovtooj los computer nkag rau hauv Workday
* Siv daim home screen

* Kho tus kheej cov ntaub ntawv




Kev Pom Zoo los Nco rau Hhub No

.,‘ Mloog thiab xyaum ua cov yuav tau ua tshiab.

e Tsa tes yog koj muaj lus nug los xav tau kev pab.

x: Saib raws tus piav ghia. Txhob ua mus ua ntej.

:.ﬂ Thov ua ntej koj saib Iwm tus daim screen los computer.
-



Koom Kev Sib Tham

Qhia koj tus kheej rau tus zaum puab koj
* Npe

* Koj ua haujlwm ghov twg

Tham txog:
» Koj hnov li cas txog Workday?

* Koj xav tias koj yuav siv Workday li cas?



O Qhia Txog Workday

Office of Human Resources

UNIVERSITY OF WISCONSIN-MADISON

workday.




Workday yog dab tsi? workday.

Workday yog ib gho kev tuav ntaub ntawv tshiab tag nrho cov

Universities of Wisconsin cov neeg ua haujlwm yuav siv.

Workday muaj ib c

no website thiab ib gho mobile app (nyob

ntawm nylam siv ¢

nov twq).



Kuv ua tau dab tsis hauv Workday? /<y

e Hloov kuv cov ntaub ntawv

* Hloov ghov xa ghov nyiaj them ncaj nraim rau

 Xaiv tso kom txiav se li cas rau nom tswb teb chaws
thiab xeev

* Saib thiab luam cov tw them nyigj

* Saib cov paj kas phais nkag rau



workday.

Workday

Koj ua tau:
* siv ghov mobile app (lub xovtooj)
* nrhiav te] yam koj xav tau ceev siv ghov search bar

* pauv tus kheej cov ntaub ntawv
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Office of Hu:;;n Resources Nkag rau hauv Workday

UNIVERSITY OF WISCONSIN-MADISON

* Workday mobile app (xovtooj)
» Workday website

workday.
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Kuv Yuav Tsum Muaj Dab Tsi

I:l  Computer los Smartphone

E  Koj tus NetlD thiab Password

D * Smartphone los Duo Device

workday.
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Nruab ghov Workday Mobile App D
(rau hauv xovtooj)

Nyob ntawm koj lub xovtooj (los lwm yam):
1. Mus rau ghov Apple App Store los Google Play

Store
2. Nrhiav (thiab xaiv) ghov Workday
3. Xaivinstalllos Get
4. Lees tso cairau ghov application (permissions), yog

yuav tau tso
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Nkag rau hauv ghov Workday Mobile App D

1. Qhib ghov Workday Mobile app
2. KovghovLogin

3. Ntaus Your Organization ID (koj ghov chaw ua haujlwm tus lej)

os scan tus QR code

o Your Organization ID: wisconsin

QR Code




Nkag rau hauv ghov Workday Mobile App D

4. Kov ghov Single Sign On (hauv ghov app)

Single Sign On

Single sign on for active employees

Notice to Users
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Nkag rau hauv ghov Workday Mobile App D

UNIVERSITIES o
WISCONSIN

5. Xa IV UW'M a d’s on This service requires you to authenticate with your

local organization.

6, KOV thV Go Select your organization from the list below.

O




rau

/. Ntaus koj tus NetID thiab password
8. Kov ghov Log In

Ntaus koj cov ntawyv tias yog koj hauv UW D

L’L‘"\

W’} UW-Madison Login

Login
NetiD Forgot NetID
Password Forgot password

do



Qhia Tseeb Tias Yog Koj Lub Account D

9. Siv ghov Duo Mobile ghia:

« Ntaus tus Verification Code (lej) rau
los
« Kov ghov Other options thiab ntaus

koj tus Duo Mobile passcode (lej) rau

Koj nkag tau rau hauv ghov Workday
app lawm!

TIME SENSITIVE now
_ Are you logging in?

Bue Additional verification needed. Open app
to verify.

WISCONSIN

Enter code in Duo Mobile

Verify it's you by entering this verification code in

the Duo Mobile app...

485

Sent to "iQOS" (s++-+++-7309)

r

Other options

Need help? Secured by Duo

< Back

Other options to log in

° Duo Push
r—l Send to "IQS" (sss-see- 7309)

Duco Mobile passcode

123
- Enter a code from the Duo Mobile app

Bypass code

123
- Enter a code from your IT help desk

Need help?

>

>
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Nkag rau hauv lub Workday Website -

Cov Internet browsers

20



Mus rau hauv MyUW website

1. Qhibib gho internet browser

2. Nrhiav kab address bar

3. Ntaus my.wisc.edu rau ntawm kab address bar
4.

Nias lub pob enter ntawm koj daim keyboard (ntaus ntawv)

&

=

e
|

® my.wisc.edu

QA my.wiscedu - Google Search

C ® my.wiscedu C@ Guest Finish update *




1. Ntaus koj tus NetID rau

2. Ntaus koj tus Password rau

3. Nyem ghov Log In

Login Need help?

ssssssss

Nkag rau hauv MyUW -



Duo Authentication (Qhia Tseeb Tias Yog koj)

4. Ntaus tus Verification Code (lej) nrau koj lub smartphone
LOS

Kov ghov Other options thiab ntaus koj tus Duo Mobile
passcode (lej) rau

in Duo vio
y entering this verifi
eeeeeeeeeeeee o
U Duo Push 3
dto’
Duo Mobile passcod
Sent to "i0S' from t ’
/ Byp d

ttttttttttttt

eeeeeeeeeeeeeeeeee




MyUW

5. Nrhiav ghov Workday app

Workday

N\

W

Launch full app

6. Nyem Launch full app

Workday

aaaaaaaaaaaaa
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Sim Siv: Nkag rau hauv Workday

Nkag rau hauv Workday

* Siv 15 nas this xyaus

Mobile App

Organization ID:
» Txo ghov Workday mobile app (yog siv Xovtoo]) | sxxxxxx XXX

* Siv koj lub xovtooj los computer

* Tsa tes yog koj xav tau kev pab

* Yog koj ua tas ua ntej, koj pab lwm tus tau QR Code
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A

So Ib Pliag

&b

Office of Human Resources
UNIVERSITY OF WISCONSIN-MADISON
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Office of Human Resources
UNIVERSITY OF WISCONSIN-MADISON

Qhib Saib Sab Home Page

* Saib dua sab home page
» Xyaum siv sab home page

workday.
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Workday Home Page (hauv xovtooj)

L ]
w v O Q
Hello There
Most Used Apps View All
ey @
ad
: . Benefits
Time Tracking and Pay Org Chart
Timely Suggestions
You have Upcoming Absences
Review Your Calendar @
Keep Your Emergency
Contacts Updated
Update Contacts x
@ G a2 Q a
Home Apps My Tasks Find Profile




Workday Home Page (Website) L

Q Search

Good Afternoon, It's Monday, May 12, 2025

Awaiting Your Action Quick Tasks

' oy N
You're all caught up on your tasks. ( My Payslips !
\ ///

“/f" \\\

( Time Off Balance )

\ _//

/~ N

\]T View Printable Employee Review :j\
\\77 of

Timely Suggestions

Keep Your Emergency Contacts Updated

& We would like you to review your Emergency Contact Information and Update Contacts
ensure it's up to date Your TOp Apps




Menu thiab Home (Website) -

Nrhiav 2 gho no hauv saum ces kaum sab lauj ntawm sab
ntawd

@W!ﬁ?ﬂﬁﬁ!ﬁ Nyem lub Wisconsin logo mus rov gab rau
o ntawm sab Workday home page.

Nyem ghov Global Navigation Menu rau
nrhiav lwm sab nyob hauv lub website.

MENU
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Menu thiab Home (hauv Xovtooj) D

Apps My Tasks Find

Cov menu (muaj rau) xaiv nyob hauv gab
ntawm sab screen.

Kov ghov home icon (hauv gab ces kaum
sab lauj ntawm txhua sab) rov gab mus rau
ntawm sab home page.
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Global Navigation (hauv Xovtooj) D

Kov ghov Apps rau ghib ghov Global Navigation
Menu.

eeeeeeeeeeeeeeeeeeee

@

®

2 D& -
Org Chart Expenses Pay

L. il
Benefits and Pay  Time Tracking Dashboards

e a5
Careers My Reports

\
oo

@ & a &

Home Apps My Tasks Find Profile
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Kab Search Bar (nrhiav) [hauv Website] 1=

Siv kab search bar rau nrhiav tib neeg, cov dej num,
ntawv tshaj ghia, thiab lwm yam.

(@ )

I'm looking for...

People Tasks and Reports Learning Drive
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Search Bar (hauv xovtooj)

Kab search bar (nrhiav) nyob hauv ghov Find (hauv gab

ntawm sab screen).

Q Search

Start Searching Now

aa 5] @
Apps  MyTasks  Find

a
Profile

i
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Piv txwv: Kab Search Bar

Nrhiav koj cov tw them nyiaj:

1. Ntaus pay rau ntawm kab search bar.

2. Nrhiav My Payslips siv ghov nyem kom muaj cov

ghib los xaiv. ®)

eeeeeee




Cov Kev Qhia (hauv Website) -]

Nyem lub bell icon (lub tswb) twm cov lus xav ghia koj.

Notifications

Viewing: All v [ Sort By: Newest v ] W Document Avallable x::l FE

From Last 30 Days
1 day(s) ago

Lo Z e Payslip_to_Print__BIRT_UW__05_12_2025.pdf is now available in My Reports
Payslip_to_Print_-_BIRT_UW__05_12_2025.pdf is now -
available in My Reports

1 day(s) ago Details '3__. Payslip_to_Print_-_BIRT__UW__05_12_2025.pdf

Qo
(cy




Cov Kev Qhia (hauv Xovtooj) D

Kov lub bell icon (lub tswb) twm cov ntawv xa ghia koj.

View All

Benefits

TimeTracking |l . dpay

rrrrrrrr

Timely Suggestions

You have Upcoming Absences

Review Your Calendar @
eeeeeeeeeeeeeeeee
ttttttttttttttt

Update Contacts x
@ ®# A Q a

Home App: ind Profile
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My Tasks —-kuv cov dej num (hauv Website)_:l_

o (-

Mv Task All ltems .
5 = N - Nyem lub drawer icon (lub tub).
All Item
(©  saved Searches v You have no actions at this time. Mus rau qhov My taSks Saib COV koj
I . yuav tau ua.
Archive
Tus lej nyob hauv lub vaj voog liab
7 ghia tias muaj tsawg ghov koj yauv
£ Manage Delegat ions

tau ua.
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My Tasks-kuv cov dej num (hauv Xovtooj) D

Kov ghov My Tasks saib cov koj yuav tau ua.

L ]
w v O Q
Hello There
sedApps @ Viewall
® &
Time Tracki Benefits ot
aaaaaaaaaaaaaaaaaaa
imely Suggestions
You have Upcoming Absences
eeeeeeeeeeeeeeeeee @
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Qhov Profile (hauv Website)

DD@

Qhov profile icon (saum ces kaum sab xis ntawm txhua
sab) ghib tus neeqg ua haujlwm cov ntaub ntawv.
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Qhov Profile (hauv Xovtooj)

Qhov profile icon nyob hauv gab ces kaum sab xis.

View All

Benefits

TimeTracking |l . dPay

rrrrrrrr

Timely Suggestions

You have Upcoming Absences

eeeeeeeeeeeeeeeee
ttttttttttttttt




Awaiting Your Action (Cov Tos Koj Ua) -

Qhov awaiting your action (Tos Koj Ua) ghia 3 gho
tshiab koj yuav tau ua.

Awaiting Your Action

You're all caught up on your tasks.

42



Kev Qhia Kom Ua Sai

Kev ghia kom ua sai muaj cov yuav kom koj ua thiab
yuav tau ghia.

Timely Suggestions

0 Keep Your Emergency Contacts Updated
& Update Contacts

We would like you to review your Emergency Contact Information
and ensure it's up to date




Kev Qhia Kom Ua Sai (Hauv Xovtooj) D

Koj kuj yuav pom cov kev ghia kom ua sai hauv xovtoo;j.

Timely Suggestions

You have Upcoming Absences

Review Your Calendar @

Keep Your Emergency
Contacts Updated

Update Contacts %?
&
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Quick Tasks (Cov Ua Tau CeevV)

Qhov quick tasks pab koj pib ghib tau ceev 3 yam koj
siv heev tshaj.

Quick Tasks

| My Payslips |

| Time Off Balance |

| View Printable Employee Review |




Your Top Apps (Cov Apps koj siv tshaj)

Your Top Apps

Jobs Hub

Procurement & AP UW

Requests

Benefits and Pay

& [ &> Se

88 View All Apps

Cov apps koj siv tshaj muab 4
ghov app icons rau saum toj.
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Puas muaj lus nug?
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Office of Human Resources
UNIVERSITY OF WISCONSIN-MADISON

Hloov Tus Kheej Cov
Ntaub Ntawv

Chaw nyob, lej xovtooj, thiab tus kheej tus email address

workday.
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Hloov Tus Kheej Cov Ntaub Ntawv

1. Nyob ntawm sab Workday Home Page, nyem ghov Person
icon (tus neeg) saum ces kaum sab xis

Nov yog tus neeg ghov Worker Profile (cov ntaub nliawv).

Good Morning, It's Monday, May 12, 2025

Awaiting Your Action Quick Tasks

Timely Suggestions [ View Printable Employee Review )

49




Hloov Tus Kheej Cov Ntaub Ntawv

2. Nyem ghov view profile (saib cov ntaub ntawv)

= mevw (@wisconsi

Let's Get Started

Awaiting Your Action

You're all caught up on your tasks.

Timely Suggestions

7 Keep Your Emergency Contacts Updated

1indate Cantarte

&
It's Monday, May 12, 2025

B
Quick Tasks W
P =Y B
( My Payslips "}
N Y, -
v ™\
( Time Off Balance )
A\ P ?

‘\,,

View Printable Employee Rev =~ O

r-

O

My Account
Sitemap
Favorites

Drive

My Reports
Documentation

Help

Sign Out

View Profile

.<
o
3
m l
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Hloov Tus Kheej Cov Ntaub Ntawv

3. Nyem ghov Contact ntawm koog liab nyob sab lauj ntawm
sab screen

Location Manager

Brianne Capper Park St N 911078 Job Details

Marketing Specialist
Employee ID 00980784

Supervisory Organization |
Personal Details

Positi
Military Status ~ Not a Veteran (United States of America) osttion

Business Title

EE Summary Job Profile
E Overview Employee Type
E Job Time Type Full time
FTE 100.00%
E Compensation
Location @ Park StN21-1078
@ Benefits
Hire Date 07/05/2023
E Absence
Original Hire Date 09/24/2020
@ Pay
Contract End Date 12/31/2025
IE Contact
Time in Position 1 year(s), 10 month(s), 7 day(s)
a Personal Time in Job Profile 1 year(s), 10 month(s), 7 day(s)

More (2)

Contact Information - Public




Hloov Tus Kheej Cov Ntaub Ntawv -]

Yog koj tsis pom ghov Contact, nyem ghov More
ghib ntxiv
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Hloov Tus Kheej Cov Ntaub Ntawv Ll

4. Nyem Edit

5. Nyem Change My Home Contact Information

Change My Home Contact Information

Change My Work Contact Information
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Hloov Tus Kheej Cov Ntaub Ntawv -

6. Nyem Add rau ntaus ghov chaw nyob, lej xovtooj, los email tshiab

Nyem Edit (tus xaum) kho ghov chaw nyob, lej xovtooj, los email tam
sim no.

Address

Yes

Address
60055 Maple Lane, Menasha, Wi 54952-9768

Usage

Visibility
Private

y




Hloov Tus Kheej Cov Ntaub Ntawv

/. Nyem tus Checkmark khaws cia

N2

8. Nyem Submit

r ~
C Save for Later ) C Cancel )
« J
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Hloov Tus Kheej Cov Ntaub Ntawv -

Ib gho yuav tshwm los hais tias: You have submitted
(koj tau muab cov ntaub ntawv tshiab lawm)

K
You have submitted

View Details
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Kho Tus Kheej Cov Ntaub Ntawv D
(Hauv xovtooj)

1. Kov ghov Profile hauv gab ces
kaum sab xis.

2. Kov tus pencil icon (xaum)
puab koj lub npe (your name).




Kho Tus Khee] Cov Ntaub Ntawv
(Hauv xovtooj)

3. Kov ghov Change My Home Contact Information.
4. Kov tus xaum (pencil icon) kho koj cov ntaub ntawv

< Actions Change Home Contact Information
Address
Change My Legal Name
Primary

Yes
Change My Personal Information

Address
Change My Photo

Usage

Permanent
Change My Preferred Name

Visibility
Change My Work Contact Information Private

Change My Home Contact Information
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Kho Tus Khee] Cov Ntaub Ntawv
(Hauv xovtooj)

5. Thaum koj kho pauv tas lawm, kov Submit.

~ N

Save for Later Submit
- 4
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Sim: Saib tus kheej cov ntaub ntawv

1. Mus rau koj ghov Profile thiab nyem Contact xyuas kom
koj ghov Home Contact Information yog:

* Chaw nyob, Lej xovtooj, Email Address
* Cov neeg hu tau rau thaum muaj xwm txheej ceev
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Office of Human Resources
UNIVERSITY OF WISCONSIN-MADISON

Cov Kev Pab thiab
Kauj Ruam Tom Ntej

ol



Kaw Tawm (Log off)

Ua ntej koj mus, thov restart your computer.
1. Nyem lub caij (time) hauv gab ces kaum sab xis.

v (v Home-Workday X 4+

- B X
<« Cc 25 impl.workday.com/wisconsin6/d/home.htmid

Implementation - wisconsiné

=wmevw (Gwsconsiy

~ ,ﬁ —-
Q Search %
Get the Workday Mobile App b 4
Your Organization ID: wisconsin

\

B3 Managed by wisc.edu
Good Afternoon, ., Ethemet @ O
<> Connected 2 Scroon Do Not
capture Disturb
Bluetooth
Awaiting Your Action Qa 3 o > §] cCastscreen >

You're all caught up on your tasks

{ LD] |- I
g & >
Tlmely Suggestions ",/ (UR% Exit session 95% - 8:49 left @
o

)
()




Kaw Tawm (Log off)

2. Nyem ghov power icon.
3. Xaiv Restart.

Sab ntawd yuav hloov dawb ces mam tua kaw thiab
taws dua.

)
L BB Managed by wisc.edu 1| k‘

~

B Managed by wisc.edu

Ethernet @ @ h = @
¢> Connected > Screen Do Not &> e > Screen Do Not
capt Distur b Sonnecied capture Disturb
Bluetooth
Q1 p = > SJ Castscreen > Dt 3 (B):Jetooth > 5] Castscreen >

() Shutdown
D) R >
‘ () Restart
g & > S 3] signout ’
‘Q) v Exit session 95% - 8:49 left &3 - U] IE Exit session 95% - 7:56 left )

w ® May22 4p1 R &R e May22 423 R < N




HR Guides (Cov Kev Qhia) rau Cov Neeg Ua Num

* hr.wisc.edu/hr-quides/#for-employees

* Ntawv d hia HR Guides for Employees

* Cov lus teb txog cov lus nug tas li



https://hr.wisc.edu/hr-guides/#for-employees

Cov Kauj Ruam Tom Ntej

* Sau npe rau pem ghov rooj nkag los (yog tsis tau sau)

* Nco hnub koj yuav rov los kawm tom ntej (hnub, caij,

thiab nyob ghov twg)
* Nug koj tus thawjsaib yog koj xav tau kev pab

* Sim nkag rau hauv Workday
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Office of Human Resources
UNIVERSITY OF WISCONSIN-MADISON

Ua tsaudg!

Nug koj tus thawjsaib yog koj muaj lus nug
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