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Office of Human Resources
UNIVERSITY OF WISCONSIN-MADISON

Kev Qhia Workday
Tim-Ntsej-Tim-Muag
Asthiv 2

« Sau npe rau daim ntawv pem ghov
rooj nkag los

« Zaum ntawm ib computer tsis muaj
neeg zaum




Yuav MuajUa Dab Tsi

Peb yuav...
* ghia koj ua tej yam nyob hauv Workday

* muab calj rau koj xyaum siv

Peb yuav tsis...
* teb koj cov lub nug txog koj tus kheej
* tham txog cov cairau tej ceg ua haujlwm

O




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 nyigj




Cov KevPom Zoo rau Hhub No

Mloog thiab xyaum kawm cov kev ua tshiab.

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

Raws tus piav ghia. 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 ghov twg
Teb: Yog los Tsis Yog
1.  Kojsiv tau ib lub computer nkag rau hauv Workday nkaus xwb.

2. Kojyuav tsum muaj koj tus Net/D thaib Password nkag rau hauv
Workday.

3. Raurov gab mus rau ntawm sab homepage ntawm txhua ghov hauv

Workday, koj tsuas nyem ghov muaj lub Wisconsin logo xwb
B wisconsin

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

Office of Human Resources

UNIVERSITY OF WISCONSIN-MADISON

* Workday yog dab tsi?
* Yuav nkag rau hauv Workday li cas

workday.




Tham Nrog Lwm Tus - Rov Xyuas

txog Workday

Ib cov zoo txog Workday
yog dab tsi?

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

« Kab search bar pab koj
nrhiav ghov koj xav tau

* Hloov koj cov ntaub ntawv
tau sal

workday.

Tej yam koj ua tau hauv
Workday yog dab tsi?

* 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 nyigj

* Saib cov paj kas phais



Nkag rau hauv Workday workday.

Nkag rau hauv Workday siv computer li

cas. Workday Mobile App

1. Mus rau hauv MyUW (my.wisc.edu)
2. Ntaus koj tus Net/D thiab Password

3. Ntaus Qhia Tseeb Tias Yog Koj
(Duo Authenticate) siv tus lej
Verification Code los Due Mobile

e

passcode
4. Thaum koj nkag rau hauv MyUW Workday
lawm, nrhiav ghov Workday app A

thiab nyem Launch full PP

Launch full app




Office of Human Resources
UNIVERSITY OF WISCONSIN-MADISON

Saib Qhov Benefits and
Pay Hub

workday.




Qhov Benefits and Pay Hub yog dab tsi?

Qhov Benefits and Pay Hub yog ghov 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



Benefits and Pay Hub

SSSSSS

1. Nyob ntawm sab Workday B&™ " ratd

home page, them Menu.

Awaiting Your Action

2. Nyem ghov Benefits and Pay
app.

Procuremen t& AP UW

) ©

Expenses Hub
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Benefits and Pay Hub (Hauv Xovtooj) D

w v o &

Hello There

1. Nyob ntawm sab Workday —— -
home page, kov Apps. &

Benefits

aaaaaaaaaaaaaa

Time Tracking

2. Kov ghov Benefits and Pay
aPP- L B

\J
@
=

U
Benefits and Pay # & O B
Apps My Tasks Find Profile




Saib daim Benefits and Pay Hub

0 0000

oo
oo

M R @

%

Benefits and Pay
Hub

Overview
Benefits
Pay

Compensation

Suggested Links

O

A WN

Saib

Cov Paj Kas Phais
Them Nyigj

Kev Them muaj pab rau
Cov Kab Qhib ghia



Benefits and Pay Hub (hauv Xovtooj

(Mobile app))

0
Benefits and Pay Hub(®)

Tasks and Reports

(Withholding EIections) CPayment EIections) (Ch

X

Benefits and Pay Hub

® Benefits A

Benefit Elections

Benefits by Date

ACA Forms

Pay A

Payments
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Sab saib tag nrho

oo
1]

0 R @

Tasks and Reports

< Withholding Elections > < Payment Elections > < Change Benefits > < My Tax Documents )

Overview
Most Recent Pay Deductions Current Benefit Costs
Your next pay day is April 17, 2025. Taxes and deductions from your most recent
payslip.
*AAAAKR &
*hkkkk &
K)Khkkk kK N Employee Cost (Semimonthly)

Take Home Pay




Saib cov paj kas phais nkag rau li cas

1. Nyob rau sab lauj, nyem ghov Benefits tab.

2. Nyem Benefits Elections ntawm cov tshwm los.

Nov, koj saib tau cov paj kas phais koj nkag rau.

©

Benefits

Benefit Elections
Benefits by Date

ACA Forms

M G @ B

Benefit Elections

My Semimonthly Totals

My Cost  $386.90  Employer Cost  $89.33

C Change Benefits )( View as Grid )

Health Care and Accounts

Health Opt-Out
ETF

Cost (Semimonthly) $83.33

Coverage Employee Only

View Details

== FSA Medical
oot

Contribution
(Semimonthly)

View Details

$0.17




Daim Benefits tab

Koj nkag tau rau los pauv koj ghov 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 ghov My Insurance Benefits yem kab ghib
nyob hauv Instructions haun Workday.

Change Reason * @ Supplemental Retirement Change v Instructions

Supplemental Retirement Plans are the only benefit elections that can be changed within Workday.
To update other benefit enrollments, please log in to My Insurance Benefits ( htips:/apps.etf.wi.gov/

Benefit Event Date *

MM/DD/YYYY [

Submit Elections By (empty)

MemberPortalweb/ ). |
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Kho pauv nyiaj tso rau nyiajlaus ib caglicas

Rau hloov koj ghov paj kas phais, nyem Change Benefits.

My Semimonthly Totals

My Cost $386.90 Employer Cost $89.33

q Change Benefits )C View as Grid )

Change Benefits

Change Reason * ()

Supplemental Retirement Change

v Instructions

Supplemental Retirement Plans are the only benefit elections that can be changed within Workday. To update other benefit enroll-
ments, please log in to My Insurance Benefits ( https://apps.etf.wi.gov/MemberPortalWeb/ ).




Daim New Benefits hauv MyUW

My Insurance Benefits

(7etf

Launch full app
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Kuv ua tau dab tsis hauv Workday piv
rau hauv My Insurance Benefits?

workday.

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

 Saib cov paj kas phais nkag rau
 Saib cov ngi yuav cov paj kas phais
« Kab ghib mus rau ghov My Insurance
Benefits
* Pauv:
« Supplemental Retirement Plan (403b)

» Wisconsin Retirement System (WRS)
Additional Contributions

Q?etf

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

Xaiv nkag los pauv cov paj kas phais feem
ntau

Saib cov paj kas phais nkag rau
Saib cov ngi 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)

21



Tam sim no kuv yuav tau ua dab tsi?

Koj tsis tau ua dab tsi li tam sim no.

Yog koj muaj ib gho 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.

22



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.

oo
o

] [ @

Tasks and Reports

< Withholding Elections > (

Pay

Tax

23



Saib sab cov kev them nyiaj

Koj saib tau koj cov tw them nyiaj, daim them zaum kawg
tas, thiab cov them yav tas.

Payroll Hub - Worker Payments Information

C Compare Period >< Pay History )( Earnings/Deductions History >< Model My Pay )

Recent Pay
Most Recent Pay Deductions
Your next pay day is April 17, 2025. Taxes and deductions from your most recent

payslip.

RARRX s Kk KKKk
AN

Take Home Pay

Total




Saib thiab pauv cov ntawyv txiav se

* Nyob rau sab lauj, nyem Pay
tab.

* Nyem Tax (Se) ntawm cov
tshwm los.

oo
o

] [ @

Tasks and Reports

< Withholding Elections > (

Pay

Payments

d
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Saib sab cov kev txiav se

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 gab.

Payroll Hub - Worker Tax Information

C Federal Withholding Elections ) C State/Local Withholding Elections )

Tax Forms Printing Elections

1 item = F =@ @
a
Company Current Year End Tax Document Printing Election Printing Election
UWMSN University of Wisconsin Madison You are currently not receiving a paper copy of your Year End Tax Documents. Edit
v
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Se thiab cov ntawv ghia tau nyiaj li cas

Cov se thiab tw ghia tau nyiaj li cas ua ntej Rau Hli tim 29,
2025 muaj nyob hauv daim Historical Payroll hauv MyUW.

Historical Payroll and
Benefits Information

O O

Earnings Tax
statements statements
Statement of Benefits

benefits confirmation

Launch full app




Yuav pauv kojdaim W4 li cas

1. Nyem ghov 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.

Payroll Hub - Worker Tax Information

Company Printing Election




Kev ghia tau txais daim pauv W4

4. b ghov tshwm los, You Have Submitted, ghia tias
tau pauv cov koj kho lawm.

You have submitted

View Details
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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).

" Total Rewards

(] m)
(-1

(] [ @

I Compensation

Total Rewards

Compensation History

X

Compensation Summary
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Xyaum siv: Sim saib daim Benefits and Pay
Hub

1. Saib sab Overview Page
* Nrhiav koj ghov Nyiaj Tau Nga 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 ghov paj kas phais kuaj mob (Health Care) twg
thiab cov Accounts ko] muaj.

 Saib Tus Ngi Kuv Them,”My Cost,” thiab Chaw Ua Haujlwm
Them,"Employer Cost”
3. Saib daim Compensation tabs

* Saib ghov them rau koj (Daim lwg Total Rewards and
Compensation)



A

So Ib Pliag

Office of Human Resources
UNIVERSITY OF WISCONSIN-MADISON

&b



(W) Saib thiab Luam koj
B NCTEY]  daim Tw Them Nyiaj

workday.




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 gab Rau Hli tim 29, 2025 -Nyob hauv Workday, daim payslips

34



Saib Koj Daim Tw Them Nyiaj (hauv
Website)

Nyob ntawm koj sab Workday
home page:

1. Nyem Menu

bbbbbbb

2. Nyem Benefits and Pay app .

eeeeeeee

35




Saib Koj Daim Tw Them Nyiaj (hauv
Website)

3. Nyem ghov Payicon | [B

= MENU @wﬁg_g;ﬁ@ Q Ssearch ®) E,P a A

Tasks and Reports

EE < Withholding Elections ) < Payment Elections > < Change Benefits ) < My Tax Documents )
Overview
i
El Most Recent Pay Deductions Current Benefit Costs
Your next pay day is April 17, 2025. Taxes and deductions from your most recent
payslip.
*hkkkk
& skl
*khkkkikkk N Employee Cost (Semimonthly)

Take Home Pay

36




Saib Koj Daim Tw Them Nyiaj (hauv

Website)

4. Nyem Payments

ad

(]
oo

o @ @

X

Tasks and Reports

( Withholding Elections > <

o
n‘.‘l“.' MR Aar

Pay

Tax 03

Voluntary Deductions
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Saib Koj Daim Tw Them Nyiaj (hauv
Website)

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

7.Nyem View

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

All Payslips
Payslips 2 items Xz i 68 . E
F
Gross
aaaaaaaaaaa Period Start Date  Period End Date Company Amount Amount = View Print
04/03/2025 03/09/2025 03/22/2025 University of Wisconsin 1,961.54 1,214.52 View ) ( Print )
Madison
03/20/2025 02/23/2025 03/08/2025 University of Wisconsin 1,961.54 1,214.36 ( View ) ( Print )
Madison
v
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Luam Koj Daim Tw Them Nyiaj

8. Nrhiav daim tw them nyiaj koj xav luam (muaj nyob
ntawm sab ntawd)

9. Nvem Print

All Payslips

Payslips 2 items Xz i 68 . E
a
Payment Date Period Start Date  PeriodEndDate @ Company @ Amount Print
2222222222222222222222222222222222222222 ( View ) Print )
aaaaaa
222222222222222222222222222222222222 ( VleW ) ( Print )

Madison

39



Luam Koj Daim Tw Them Nyiaj

10. Tos |i fiab puav (seconds)

Ib gho ntawm yuav tshwm hais tias: Your request is being
processed (Tau ua ghov koj thov lawm)

Your request is being processed

ou can continue to wait or choose
( Notify Me Later )

40



Luam Koj Daim Twg Them Nyiaj

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

12. Nyem lub pob print (saum ces kaum sab xis)

RSITIES 3 University of Wisconsin Madison

UNIVERS .
WISCONSIN 48134 Maple Lane Madison, Wi 53706




Saib Koj Daim Tw Them Nyiaj(hauv Xovtooj) D

Nyob ntawm sab Workday home
page. @~ o o

Hello There

Most Used Apps View All

1. Kov ghov Apps Q &

Benefits

aaaaaaaaaaaaaa

Time Tracking

2. Kov ghov Benefits and Pay app r——

P Keep Your Emergency
)
() Contacts Updated
a (O)
S O
Update Contacts %
&
Benefits and Pay 88 a Q &
Apps My Tasks Find Profile




Saib Koj Daim Tw Them Nyiaj(hauv Xovtooj) D

3. Kov ghov Benefits and Pay Hub (saum toj ntawm

daim screen)

4. Kov ghov Payments

E—

Benefits

Benefit Elections

eeeeeeeeeeeeee

AAAAAAAA

nnnnnnnnn

Compensation

aaaaaaaaaaaa

Compensation History

Comnensation Summarv

10

Benefits and Pay Hub -

Tasks and Reports

CWithhoIding EIections) CPayment EIections) ( Chi
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Saib Koj Daim Tw Them Nyiaj(hauv Xovtooj) D

5. Nrhiav ghov Pay History

6. Kov daim tw them koj xav luam

/. Kov ghov Get PDF (nyob hauv gab)
8. Kov ghov Open PDF thaum rub tau
daim PDF.

Get PDF

Open PDF
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Saibdaimtwthemnyiafj

- Company Information

] Mame I Agdress
University of Wiaconsin Madison 48134 Mapls Lane

i Madizon, W 53706

: United States of America

nyOb e Mame | Employee ID | Pay Period Begin Pay Period End Check Date Nm

2 . KOJ N p e , employe e ID, CcoVv h Nnu b EE:;-;:;t::;.;:&:-.;#El:::.l:';:gl:::::::::::::."-"m"-":::.:::.::.:::.::.:::.::.:::::::::::::::::::::::::::::::::::::::::.:::.:::.::::.:::.::::mm"m"m""mm"mr

ua haujlwm them, hnub them [ SomecnPoind | Grompay | ou Tx Dot | Eogen T | FostTox boducions | WPy

| Eument 0.00 0.00 0.00 0.00 ool

Qhov tag nrho rau daim no thiab D e e ax el

Xyoo txog Tam Sim no =

Description YTD Hours ¥TD Amount

| Lepal Halicay .00 760.00|:

| Sick Leave 0.00 152,00

Tau npaum li cas oD s i =
Tus ua num cov se txiav G Sk Lame o =l

| Reguiar Hours 0.00 6,252.00 |}
Cov txiav ua ntej txiav se 1o sl

{ Employee Taxes

No s w

| Medicare 118.26|;
1| Federal Withholdang B16.09 |;
{| State Tax - Wi 2o5.04 |

Cov ngi chaw ua haujlwm them e .

F're '.I'Eu.c E.hdl..ﬁ-ﬁl:ll'ls

Deacriphion YTOD i
|| Quanz LW Health 310.00;
[ Wisconsin Retiement System 5E8.39 |1
: Total: BOA.39|

. Employer Paid Benefits

Deseriplicn Amoun ¥TD

|| DOA Priar Service General 253.08|!
| Quantz LW Health 405.34 2,503.64 |
: | Uniform Dental 16.36 16.36;
|| Wiseonsin Retwement Syatem BEG.09 |

] Totak 421.70 546417 |
i Taxable Wages :




Saib Daim Tw Nyiaj Them

8. Se txiav

9. Cov calj npaj yuav so

Descriplion

Fesdaral Wik Stabe

[ Mearital Status

Additional Withhobding

10. Kev them los xa ghov nyiaj

Absence Plans

Diescripbion

Compensatony Tirme Plan

 Payment Information

Bank

Tej zaum cov ntawv no kuj
yuav txawv rau txhua tus neeg
ua haujlwm.

@ - - r
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Xyaum: Saib Koj Daim Tw Nyiaj Them

* Siv koj lub xovtooj los computer

* Sim ua raws cov kev ghia 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.

oo
oo

0 @ @

®

Tasks and Reports

< Withholding Elections > (

s v onnan sn mnan

Pay

Tax 0]

Voluntary Deductions

47



Office of Human Resources
UNIVERSITY OF WISCONSIN-MADISON

Cov Kev Pab thiab
Kauj Ruam Tom Ntej

48



Kaw tawm (Log off)

Ua ntej koj mus, thov restart koj lub computer.
Nyem lub moos (time) hauv gab sab xis ntawm koj

1.

daim screen.

v W Home-Workday

X +

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

= MENU

@ wisconsin

Good Afternoon,

Awaiting Your Action

You're all caught up on your tasks

Timely Suggestions

)

Ethernet @ e
Connected > creen  DoNot
pture Disturb
Bluetooth
On :d s
R >
& >

v Exit session 95% - 8:49 left @




Kaw tawm

2. Nyem lub pob taws, power icon.
3. Xaiv ghov Restart.
Sab screen yuav pauv rau dawb ces mam tua.

k\

Qu

<>

©

- &

‘Q) v Exit session 95% - 8:49 left 133

B

BB Managed by wisc.edu

Ethernet > & @
Connected ) Disurt
pt Distur b
Bluetooth > SJ Castscreen >
On
@ >
& >

k\ ‘
B Managed by wisc.edu

Ethernet © ©
<> Connected > Screen Do Not
captu Disturb
Dt 3 g:xetooth > §J Castscreen >
() Shutdown
() Restart
3] signout ’
U] /E Exit session 95% - 7:56 left X
.« wyz AmE O
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HR Guides rau Cov Neeg Ua Haujlwm

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

* Cov ntaub ntawv muaj ghia HR Guides for Employees

* 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 ghov rooj nkag los(yog koj

tsis tau sau)

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

caij, thiab ghov chaw)
* Nrog koj tus thawjsaib tham yog koj xav tau kev pab

» Xyaum nkag rau hauv Workday
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Office of Human Resources
UNIVERSITY OF WISCONSIN-MADISON

Ua tsaug!
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