
Kev Qhia Workday
Tim-Ntsej-Tim-Muag

• Sau npe rau daim ntawv pem qhov
rooj nkag los

• Zaum ntawm ib computer tsis muaj
neeg zaum

Asthiv 2
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Yuav Muaj Ua Dab Tsi

Peb yuav…
• qhia koj ua tej yam nyob hauv Workday
•muab caij rau koj xyaum siv

Peb yuav tsis…
• teb koj cov lub nug txog koj tus kheej
• tham txog cov cai rau tej ceg ua haujlwm



Cov Homphiaj rau Kev Kawm

Hnub nag tas, koj yuav paub:
• Saib cov paj kas phais koj nkag / yuav
• Hloov ntaub ntawv rau koj cov accounts nyiaj laus
• Hloov daim W4 (txiav se)
• Hloov daim ntawm kom xa nyiaj ncaj nraim rau (direct 

deposit)
• Saib thiab luam daim tw them nyiaj
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Cov Kev Pom Zoo rau Hnub No

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

Mloog thiab xyaum kawm cov kev ua tshiab. 

Raws tus piav qhia. Txhob ua ua ntej. 

Nug saib puas kam ua ntej saib lwm tus daim screen.



Kev Nrog Lwm Tus Tham
Qhia koj tus kheej rau tus neeg zaum puab koj
• Npe
• Ua num nyob qhov twg
Teb: Yog los Tsis Yog

1. Koj siv tau ib lub computer nkag rau hauv Workday nkaus xwb.
2. Koj yuav tsum muaj koj tus NetID thaib Password nkag rau hauv 

Workday.
3. Rau rov qab mus rau ntawm sab homepage ntawm txhua qhov hauv 

Workday, koj tsuas nyem qhov muaj lub Wisconsin logo xwb.

4. Rau pauv koj cov ntaub ntawv, xws li koj tus lej xovtooj, koj yuav tau 
nrog koj tus thawjsaib tham.
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Rov Hais Txog Asthiv 1
• Workday yog dab tsi?
• Yuav nkag rau hauv Workday li cas
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Tham Nrog Lwm Tus – Rov Xyuas 
txog Workday

Ib cov zoo txog Workday 
yog dab tsi?
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Tej yam koj ua tau hauv 
Workday yog dab tsi?

• Qhib nkag tau rau hauv siv 
lub xovtooj, mobile app

• Kab search bar pab koj 
nrhiav qhov koj xav tau 

• Hloov koj cov ntaub ntawv 
tau sai

• Hloov kho koj cov ntaub 
ntawv, daim xa nyiaj rau tom 
(bank)tsev tuav nyiaj, pauv 
txiav se rau tsoom fwv thiab 
xeev

• Saib thiab luam tw them nyiaj
• Saib cov paj kas phais



Nkag rau hauv Workday
Nkag rau hauv Workday siv computer li 
cas.
1. Mus rau hauv MyUW (my.wisc.edu) 
2. Ntaus koj tus NetID thiab Password
3. Ntaus Qhia Tseeb Tias Yog Koj 

(Duo Authenticate) siv tus lej 
Verification Code los Due Mobile 
passcode

4. Thaum koj nkag rau hauv MyUW 
lawm, nrhiav qhov Workday app 
thiab nyem Launch full app
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Workday Mobile App



Saib Qhov Benefits and 
Pay Hub 
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Qhov Benefits and Pay Hub yog dab tsi?

Qhov Benefits and Pay Hub yog qhov koj yuav:

• Saib tau koj cov paj kas phais
• Pom cov ntaub ntawv se
• Hloov daim W2 thiab W4 (txiav cov se)
• Saib thiab luam cov tw them nyiaj
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Benefits and Pay Hub

1. Nyob ntawm sab Workday 
home page, them Menu.

2. Nyem qhov Benefits and Pay 
app.
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Benefits and Pay Hub (Hauv Xovtooj)

1. Nyob ntawm sab Workday 
home page, kov Apps.

2. Kov qhov Benefits and Pay 
app.
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Saib daim Benefits and Pay Hub

1. Saib
2. Cov Paj Kas Phais
3. Them Nyiaj
4. Kev Them muaj pab rau
5. Cov Kab Qhib qhia
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Benefits and Pay Hub (hauv Xovtooj 
(Mobile app))
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Sab saib tag nrho
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Saib cov paj kas phais nkag rau li cas
1. Nyob rau sab lauj, nyem qhov Benefits tab.
2. Nyem Benefits Elections ntawm cov tshwm los.
Nov, koj saib tau cov paj kas phais koj nkag rau.

17



Daim Benefits tab
Koj nkag tau rau los pauv koj qhov Nyiaj Laus Tso Ib Cag 
(Supplemental Retirement Plan 403(b)) hauv Workday.
Rau hloov nkag rau tag nrho lwm yam paj kas phais, koj yuav 
tsum nkag mus rau hauv qhov My Insurance Benefits yem kab qhib 
nyob hauv Instructions haun Workday.
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Kho pauv nyiaj tso rau nyiaj laus ib cag li cas 
Rau hloov koj qhov paj kas phais, nyem Change Benefits.
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Daim New Benefits hauv MyUW
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Kuv ua tau dab tsis hauv Workday piv 
rau hauv My Insurance Benefits?

• Workday hloov qhov kev tuav ntaub 
ntawm tam sim no, Human Resource 
System (HRS)

• Saib cov paj kas phais nkag rau
• Saib cov nqi yuav cov paj kas phais
• Kab qhib mus rau qhov My Insurance 

Benefits 
• Pauv:

• Supplemental Retirement Plan (403b)
• Wisconsin Retirement System (WRS) 

Additional Contributions

• My Insurance Benefits; Employee Trust 
Funds (ETF) yog qhov tuav qhov kev tshiab

• Xaiv nkag los pauv cov paj kas phais feem 
ntau

• Saib cov paj kas phais nkag rau
• Saib cov nqi yuav cov paj kas phais
• Ntaus thiab kho tus txiv/niam/cov 

menyuam cov ntaub ntawv
• Saib Cov Ntawv Qhia Cov Nyiaj Laus (WRS 

Statement of Benefits)
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Tam sim no kuv yuav tau ua dab tsi?

Koj tsis tau ua dab tsi li tam sim no. 

Yog koj muaj ib qho pauv loj hauv tsev neeg los pauv 
haujlwm uas tshuam koj cov paj kas phais thiab yuav to 
hloov koj cov paj kas phais, nrog koj lub HR tham.
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Saib cov tw them nyiaj thiab kev them nyiaj yav tas

• Nyob rau sab lauj, nyem daim 
Pay tab. 

• Nyem Payments ntawm cov 
tshwm los. 
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Saib sab cov kev them nyiaj
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Koj saib tau koj cov tw them nyiaj, daim them zaum kawg 
tas, thiab cov them yav tas.  



Saib thiab pauv cov ntawv txiav se

• Nyob rau sab lauj, nyem Pay 
tab.

• Nyem Tax (Se) ntawm cov 
tshwm los. 
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Saib sab cov kev txiav se
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Koj saib tau thiab pauv cov ntaub ntawv hauv koj daim W4 thiab 
saib koj cov ntawv txiav se txij thaum Rau Hli tim 29, 2025 
thiab tom qab.



Se thiab cov ntawv qhia tau nyiaj li cas

Cov se thiab tw qhia tau nyiaj li cas ua ntej Rau Hli tim 29, 
2025 muaj nyob hauv daim Historical Payroll hauv MyUW.
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Yuav pauv koj daim W4 li cas
1. Nyem qhov Federal Withholding Elections los 
State/Local Withholding Elections ntawm sab Worker Tax 
Information.
2. Pauv koj cov ntaub ntawv. Nyem lub pob I Agree ua ntej xa.
3. Nyem OK xa.
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Kev qhia tau txais daim pauv W4

4. Ib qhov tshwm los, You Have Submitted, qhia tias 
tau pauv cov koj kho lawm.
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Daim Compensation tab

• Nyob rau sab lauj, nyem daim 
Compensation tab. 

Nov, koj saib tau cov kev them tag 
nrho, kev them yav tas, thiab 
daim lwm cov kev them (total 
rewards, compensation history, 
and compensation summary).
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Xyaum siv: Sim saib daim Benefits and Pay 
Hub

1. Saib sab Overview Page
• Nrhiav koj qhov Nyiaj Tau Nqa Mus Tsev zaum tas no (tej zaum 

koj yuav tau nyem kom txhob zais cov ntaub ntawv)
2. Xyuas Cov Paj Kas Phais Yuav (Benefit Elections)

• Saib seb koj muaj qhov paj kas phais kuaj mob (Health Care) twg 
thiab cov Accounts koj muaj.

• Saib Tus Nqi Kuv Them,“My Cost,” thiab Chaw Ua Haujlwm 
Them,“Employer Cost”

3. Saib daim Compensation tabs
• Saib qhov them rau koj (Daim lwg Total Rewards and 

Compensation)
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So Ib Pliag
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Saib thiab Luam koj 
daim Tw Them Nyiaj
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Cov Tw Them Nyiaj hauv Workday

Tw Them Nyiaj – kuj hu ua earning statement, paycheck, paystub 

• Ua ntej Rau Hli tim 29, 2025 – Nyob hauv MyUW, daim earning 
statement

• Tom qab Rau Hli tim 29, 2025 –Nyob hauv Workday, daim payslips
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Saib Koj Daim Tw Them Nyiaj (hauv 
Website)
Nyob ntawm koj sab Workday 
home page:

1. Nyem Menu

2. Nyem Benefits and Pay app
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3. Nyem qhov Pay icon
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Saib Koj Daim Tw Them Nyiaj (hauv 
Website)



4. Nyem Payments
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Saib Koj Daim Tw Them Nyiaj (hauv 
Website)



5. Txav mus rau qhov pom Tag Nrho cov Tw Them (All Payslips) 

6. Nrhiav daim tw them koj xav saib (muaj nyob ntawv sab ntawd)

7. Nyem View
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Saib Koj Daim Tw Them Nyiaj (hauv 
Website)



Luam Koj Daim Tw Them Nyiaj

8. Nrhiav daim tw them nyiaj koj xav luam (muaj nyob 

ntawm sab ntawd)

9. Nyem Print
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10. Tos li fiab puav (seconds)

Ib qho ntawm yuav tshwm hais tias: Your request is being 
processed (Tau ua qhov koj thov lawm)
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Luam Koj Daim Tw Them Nyiaj



11. Saib yuav pom daim PDF tshwm ntawm koj sab screen

12. Nyem lub pob print (saum ces kaum sab xis)
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Luam Koj Daim Twg Them Nyiaj



Saib Koj Daim Tw Them Nyiaj(hauv Xovtooj)

Nyob ntawm sab Workday home 
page:

1. Kov qhov Apps

2. Kov qhov Benefits and Pay app
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3. Kov qhov Benefits and Pay Hub (saum toj ntawm 
daim screen)

4. Kov qhov Payments
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Saib Koj Daim Tw Them Nyiaj(hauv Xovtooj)



5. Nrhiav qhov Pay History 

6. Kov daim tw them koj xav luam

7. Kov qhov Get PDF (nyob hauv qab)

8. Kov qhov Open PDF thaum rub tau 

daim PDF.
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Saib Koj Daim Tw Them Nyiaj(hauv Xovtooj)



Saib daim tw them nyiaj
1. Tsev kawm ntawv npe, chaw 

nyob
2. Koj npe, employee ID, cov hnub 

ua haujlwm them, hnub them
3. Qhov tag nrho rau daim no thiab 

Xyoo txog Tam Sim no
4. Tau npaum li cas
5. Tus ua num cov se txiav
6. Cov txiav ua ntej txiav se
7. Cov nqi chaw ua haujlwm them

45



Saib Daim Tw Nyiaj Them

8. Se txiav
9. Cov caij npaj yuav so
10. Kev them los xa qhov nyiaj 
rau

Tej zaum cov ntawv no kuj 
yuav txawv rau txhua tus neeg 
ua haujlwm.
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Xyaum: Saib Koj Daim Tw Nyiaj Them
• Siv koj lub xovtooj los computer
• Sim ua raws cov kev qhia luam koj daim 

tw nyiaj them
• Koj luam tsis tau tam sim no – tsuas 

xyaum xwb
• Tsa tes yog koj xav tau kev pab
• Thaum koj ua tas, koj pab tau lwm tus 

yog nws kam.
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Cov Kev Pab thiab 
Kauj Ruam Tom Ntej
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Kaw tawm (Log off)
Ua ntej koj mus, thov restart koj lub computer.
1. Nyem lub moos (time) hauv qab sab xis ntawm koj 

daim screen.
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Kaw tawm
2. Nyem lub pob taws, power icon.
3. Xaiv qhov Restart.
Sab screen yuav pauv rau dawb ces mam tua.
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HR Guides rau Cov Neeg Ua Haujlwm 

• hr.wisc.edu/hr-guides/#for-employees

• Cov ntaub ntawv muaj qhia

• Cov lus teb cov lus nug txog tas li

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


Cov Kauj Ruam rau Tom Ntej

• Sau npe rau daim ntawv pem qhov rooj nkag los(yog koj 

tsis tau sau)

•Xyuas koj hnub yuav rov los kawm dua tom ntej(hnub, 

caij, thiab qhov chaw)

•Nrog koj tus thawjsaib tham yog koj xav tau kev pab

•Xyaum nkag rau hauv Workday
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Ua tsaug!

53


	Webinar Introductory Slides
	Slide 2: Kev Qhia Workday Tim-Ntsej-Tim-Muag
	Slide 3: Yuav Muaj Ua Dab Tsi
	Slide 4: Cov Homphiaj rau Kev Kawm
	Slide 5: Cov Kev Pom Zoo rau Hnub No
	Slide 6: Kev Nrog Lwm Tus Tham

	Recap of Week 1
	Slide 7: Rov Hais Txog Asthiv 1
	Slide 8: Tham Nrog Lwm Tus – Rov Xyuas txog Workday
	Slide 9: Nkag rau hauv Workday

	Benefits and Pay Hub
	Slide 10: Saib Qhov Benefits and Pay Hub 
	Slide 11: Qhov Benefits and Pay Hub yog dab tsi?
	Slide 12: Benefits and Pay Hub
	Slide 13: Benefits and Pay Hub (Hauv Xovtooj)
	Slide 14: Saib daim Benefits and Pay Hub
	Slide 15: Benefits and Pay Hub (hauv Xovtooj (Mobile app))
	Slide 16: Sab saib tag nrho
	Slide 17: Saib cov paj kas phais nkag rau li cas
	Slide 18: Daim Benefits tab
	Slide 19: Kho pauv nyiaj tso rau nyiaj laus ib cag li cas 
	Slide 20: Daim New Benefits hauv MyUW
	Slide 21: Kuv ua tau dab tsis hauv Workday piv rau hauv My Insurance Benefits?
	Slide 22: Tam sim no kuv yuav tau ua dab tsi?
	Slide 23: Saib cov tw them nyiaj thiab kev them nyiaj yav tas
	Slide 24: Saib sab cov kev them nyiaj
	Slide 25: Saib thiab pauv cov ntawv txiav se
	Slide 26: Saib sab cov kev txiav se
	Slide 27: Se thiab cov ntawv qhia tau nyiaj li cas
	Slide 28: Yuav pauv koj daim W4 li cas
	Slide 29: Kev qhia tau txais daim pauv W4
	Slide 30: Daim Compensation tab
	Slide 31: Xyaum siv: Sim saib daim Benefits and Pay Hub
	Slide 32: So Ib Pliag

	View and Print your Payslip
	Slide 33: Saib thiab Luam koj daim Tw Them Nyiaj
	Slide 34: Cov Tw Them Nyiaj hauv Workday
	Slide 35: Saib Koj Daim Tw Them Nyiaj (hauv Website)
	Slide 36
	Slide 37
	Slide 38
	Slide 39: Luam Koj Daim Tw Them Nyiaj
	Slide 40
	Slide 41
	Slide 42: Saib Koj Daim Tw Them Nyiaj(hauv Xovtooj)
	Slide 43
	Slide 44
	Slide 45: Saib daim tw them nyiaj
	Slide 46: Saib Daim Tw Nyiaj Them
	Slide 47: Xyaum: Saib Koj Daim Tw Nyiaj Them

	Resources and Next Steps
	Slide 48: Cov Kev Pab thiab Kauj Ruam Tom Ntej
	Slide 49: Kaw tawm (Log off)
	Slide 50: Kaw tawm
	Slide 51: HR Guides rau Cov Neeg Ua Haujlwm 
	Slide 52: Cov Kauj Ruam rau Tom Ntej
	Slide 53: Ua tsaug! 


