Office of Human Resources
UNIVERSITY OF WISCONSIN-MADISON

Workday In-Person
Training Series
Week 2

* Sign in at the front of the room
* Sit at an open computer




What to Expect

Q We will...

* Show you how to do tasks in Workday

* give you time to practice

We can not...

* Answer your personal questions
* Talk about policies for specific departments




Learning Objectives

By the end of today’s session, you will know how to:
* Review your benefits elections

* Update retirement accounts

e Update W4 (tax withholdings)

* Update direct deposit

* View and print payslip




Agreements for Today

..’ Listen and practice doing new tasks.

e Raise your hand if you have a question or need help.

x: Follow the presenter. Don’t work ahead.

:.ﬂ Ask permission before you look at someone’s screen.
-




Partner Discussion

Introduce yourself to the person next to you

* Name

* Where you work

Answer: True or False

1.
2.

You can only log into Workday using a computer.

You need your personal NetID and Password to log into
Workday.

To return to the homepage from anywhere in Workday, all
you need to do is click Wisconsin logo.

To change your personal information, like your phone
number, you will have to contact your supervisor.

B wisconsin




W
’ Recap of Week 1

Office of Human Resources

UNIVERSITY OF WISCONSIN-MADISON

 What is Workday?
* How to log into Workday

workday.




workday.

Partner Discussion — Review of Workday

What are some of the
advantages of Workday?

 Having access to the system
using the mobile app

 The search bar to help you find
what you need

 Make quick changes to your
personal information

What are some things you can
do in Workday?

Update contact information,
direct deposit, federal and
state tax elections

View and print payslips
View benefits information



Logging into Workday workday.

How to log into Workday on the

computer. Workday Mobile App
1. Visit MyUW (my.wisc.edu)
2. Enter your NetID and Password
3. Duo Authenticate using the
Verification Code or Due Mobile
passcode
4. Once logged into MyUW, find the
Workday app and click Launch full Workday
app W

—

Launch full app




Office of Human Resources
UNIVERSITY OF WISCONSIN-MADISON

Overview of the Benefits and
Pay Hub

workday.
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What is the Benefits and Pay Hub?

The Benefits and Pay Hub is where you will:

* Review your benefits
* Find tax documents

* Update W2 and W4 (tax withholdings)
* View and print payslips
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Benefits and Pay Hub

SSSSSS

i

e S
1. From the Workday home page A"} .5 %%

click Menu.

2. Click the Benefits and Pay app.

Let's Get Started

Awaiting Your Action

It's Wednesday, May 14, 2025

Quick Tasks

Menu Shortcuts

{1 Home

Organization
Jobs Hub
Procurement & AP UW

Requests

8 Personal

) o

Expenses Hub
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1. From the Workday home page,

tap Apps.

2. Tap the Benefits and Pay app.

Benefits and Pay Hub (Mobile app)

..

[ J

e

)

Benefits and Pay

~~

WV

Hello There

Most Used Apps

Timely Suggestions

You have Upcoming Absences

Review Your Calendar

Keep Your Emergency
Contacts Updated

Update Contacts

i a Q
Apps My Tasks Find
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Overview of the Benefits and Pay Hub

0 0000

oo
Oo
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%

Benefits and Pay
Hub

Overview
Benefits
Pay

Compensation

Suggested Links

O

e wwbhe

Overview
Benefits

Pay
Compensation
Suggested Links
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Benefits and Pay Hub (Mobile app)

i
Benefits and Pay Hub®

Tasks and Reports

(Withholding EIections) CPayment EIections> <Ch

X Benefits and Pay Hub

© Benefits

Benefit Elections

Benefits by Date

ACA Forms

(B Pay

Payments

Tax

[F] Compensation

Total Rewards

Compensation History
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Overview page

oo
o

0 G @

Tasks and Reports

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

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

payslip.

RRIAAK Fokkkkk
A\

Take Home Pay

Current Benefit Costs

*hkhkk

Employee Cost (Semimonthly)
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How to view benefits elections

1. On the left side, click on the Benefits tab.

2. Click Benefits Elections from the dropdown menu.

Here, you can review your benefit elections.

@

Benefits

Benefit Elections
Benefits by Date

ACA Forms

&

oo
oo

m Q[ @

Benefit Elections

My Semimonthly Totals

My Cost $386.90 Employer Cost  $89.33

( Change Benefits )( View as Grid )

Health Care and Accounts

Health Opt-Out
ETF

Cost (Semimonthly) $83.33

Coverage Employee Only

View Details

== FSA Medical
Optum

Contribution
(Semimonthly)

View Details

$0.17
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Benefits tab

You can enroll or update your Supplemental Retirement Plan 403(b) in
Workday.

To update all other benefits enroliments, you must log into My Insurance
Benefits by clicking the link under Instructions in Workday.

Change Reason * © Supplemental Retirement Change v Instructions

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

Benefit Event Date *

Submit Elections By  (empty)
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How to update supplemental retirement

To make updates to your benefits, click Change Benefits.

My Semimonthly Totals

My Cost $386.90 Employer Cost $89.33

# 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/ ).
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New Benefits Tile in MyUW

My Insurance Benefits

(7esz

Launch full app

20



What can | do in Workday vs. My

Insurance Benefits?

workday.

* Workday replaces the current Human
Resource System (HRS)

* View benefits elections
* View benefits costs
* Link to My Insurance Benefits

* Update:
* Supplemental Retirement Plan (403b)

* Wisconsin Retirement System (WRS)
Additional Contributions

Q?’etf

My Insurance Benefits; administered by
Employee Trust Funds (ETF) is a new benefits
platform

Elect or make changes to most benefits
View benefits elections
View benefits costs

Enter and update spouse/dependent
information

View WRS Statement of Benefits
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What should | do now?

You do not need to do anything right now.

If you have a qualifying life event or employment change that
impacts your benefits and need to update or change your
benefits, contact your local HR.
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View payslips and pay history

* On the left side, click on the Pay tab.

* Click Payments from the dropdown
menu.

oo
o

] [ @

Tasks and Reports

( Withholding Elections > <

Pay

Tax
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Overview of payments page

You can review your payslips, most recent pay, deductions, and
pay history.

Payroll Hub - Worker Payments Information

C Compare Period )C Pay History )C 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.

AR Kk KKKk
R

Take Home Pay

Total




View and update tax forms

* On the left side, click on the Pay
tab.

e Click Tax from the dropdown
menul.

oo
o

] [ @

Tasks and Reports

( Withholding Elections > <

Pay

Payments

C
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Overview of tax page

You can review and update the information on your W4 and see your
tax forms from June 29, 2025 and beyond.

Payroll Hub - Worker Tax Information

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

Tax Forms Printing Elections

1 item XE?E'-I @

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.




Tax and earning statements

Tax statements and earning statements from before June 29,

2025 are available in the Historical Payroll and Benefits tile in
MyUW.

Historical Payroll and
Benefits Information

O O

Earnings Tax
statements statements
Statement of Benefits
benefits confirmation

Launch full app




How to Update your W4

1. Click Federal Withholding Elections or State/Local Withholding
Elections on the Worker Tax Information page.

2. Update your information. Click the | Agree checkbox before
submitting.

3. Click OK to submit.

Payroll Hub - Worker Tax Information

( Federal Withholding Elections )( State/Local Withholding Elections )

Tax Forms Printing Elections

1 item

aE=m. 2k

aaaaaaa




Update W4 confirmation

4. A You Have Submitted popup window will appear to
confirm that your changes have been updated.

You have submitted

View Details
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Compensation tab

* On the left side, click on the
Compensation tab.

Here, you can review total rewards,
compensation history, and
compensation summary.

(|-
o

[ R @

Total Rewards

Compensation

Total Rewards
Compensation History

Compensation Summary
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Practice: Explore the Benefits and Pay Hub

1. Look at the Overview Page
* Look for your most recent Take Home Pay (you may have to click to
unhide the information)
2. Review the Benefit Elections
* Look at what Health Care and Accounts you have.
* Look at the “My Cost” and the “Employer Cost”

3. Review the Compensation tabs
* Look at your total pay (Total Rewards and Compensation Summary)
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Break Time

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

View and Print your
Payslip

workday.
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Payslips in Workday

Payslip - earning statement, paycheck, paystub

* Before June 29, 2025 — MyUW, earning statement tile
e After June 29, 2025 —Workday, payslips
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View Your Payslip (Website)

From your Workday home page:

1. Click Menu

Let's Get Started It's Wednesday, May 14, 2025

Awaiting Your Action Quick Tasks
Menu Shortcuts
[ ] [ ]
2. Click Benefits and Pay app 2
Organization A~
Jobs Hub
Procuremen t & AP UW
Request
£ Persona | ~
— Benefits and Pay
Expenses Hub 35




View Your Payslip (Website)

3. Click the Pay icon (B

= mew  (wiscons Q  search 0 #a 2
»| Tasks and Reports
Eﬁ < Withholding Elections > ( Payment Elections ) < Change Benefits > < My Tax Documents >
Overview
El Most Recent Pay Deductions Current Benefit Costs
Your next pay day is April 17, 2025. Taxes and deductions from your most recent
payslip.
*kkkkk o
& *hkkkk
*khkkkhkkk N Employee Cost (Semimonthly)
Take Home Pay
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View Your Payslip (Website)

4. Click Payments

) Tasks and Reports
a5 < Withholding Elections > <
n‘.‘“":“l'

@ Pay

5
Tax 03
Voluntary Deductions

& :
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View Your Payslip (Website)

5. Scroll to All Payslips
6. Find the payslip you want to see (listed in the table)
7. Click View

All Payslips

Payslips 2 items XE] = @ . E
A
et
eeeeeeeeeeeeeee d Start Date  Period End Date Company Amount mount View Print
/03/ /09/ /22/2025  University o f Wisconsin 1,214.52 View ) ( Print )
dison
120/ 123/ /08/ University o f Wisconsin 1,214.36 ( View ) C Print )
adison
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Print Your Payslip

8. Find the payslip you want to print (listed in the table)
9. Click Print

All Payslips

Payslips 2 items XE] = @O S B
a
Gross Net
Payment Date Period Start Date =~ Period End Date Company Amount Amount  View Print
04/03/2025 03/09/2025 03/22/2025 University of Wisconsin C View ) Print )
Madison
03/20/2025 02/23/2025 03/08/2025 University of Wisconsin ( View ) C Print )
Madison
v
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Print Your Payslip

10. Wait for a few seconds

A message will pop up: Your request is being processed

Your request is being processed

You can continue to wait or choose to be notified later.

( Notify Me Later )
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Print Your Payslip

11. Watch for the PDF to pop up on your screen

12. Click the print button (top right corner)

& El Payslip_to_Print_-_BIRT_UW__05_14_2025.pdf

_ University of Wisconsin Madison
wl';?gngsiﬁ 48134 Maple Lane Madison, WI 53706
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View Your Payslip (Mobile App)

From your Workday home page:

w v O o

Hello There

1 . Ta p A p p S Most Used Apps View All

Benefits
aaaaaa

2. Tap Benefits and Pay app

TimeTracking ~ ~~ OrgChart

e

)

]
Benefits and Pay W B a
Apps My Tasks Find Profile




View Your Payslip (Mobile App) D

3. Tap Benefits and Pay Hub (top of the screen)

0]

X Benefits and Pay Hub Beneﬁts and Pay Hub v
© Benefits A

Tasks and Reports

CWithhoIding Elections> CPayment EIections) ( Ch

4. Tap Payments

Benefit Elections

aaaaaaaaaaaa

Compensation History

Comnensation Summarv




View Your Payslip (Mobile App)

5. Find Pay History

6. Tap the payslip you want to print
7. Tap Get PDF (bottom of screen)

8. Tap Open PDF when the PDF loads

Get PDF

Open PDF
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Payslip overview

1. Institution name, address

2. Name, employee ID, pay
period dates, check date

3. Current and Year to Date
(YTD) totals

4. Earnings

5. Employee taxes

6. Pre-tax deductions

7. Employer paid benefits

ggmpan:”n[urmamn

I Address

University of Wisconsin Madison

48134 Maple Lane
Madison, W1 53706

United Siales of America

pﬂﬁhpm[mmmn T A AT o 1o VATV Bt o4 B L £ 4 BT d R A 1 4 181 A B 181 154 PR 24 LA TR 1L TR T LT TB) a7 BVEs 51 i i 84 L4 AT L4101 B4 bt T A FMT AT AT et

Mame | Employes ID | Pay Period Begin

Pay Period End Check Dale

Dr23raNz2s

Q3ME2025

D32V2025

Eurremandwn_.romls. T I T I I

Batance Period I Gross Pay I Pre Tax Deduclions

Employes Taxes | Post Tax Deduchons

Cunrent o.oo L1l ]

0D 0.00

¥TD B.466.05 E98.39

1,535.97 0.00

Eﬂrmngs L

Deseriplion ¥TO Heurs

¥TD Amount

Legal Holiday 0.00
Might Ditferential - Staf 0.00
Owertime 0.5 Holiday 0.00
Fegular Haurs 0.00
Sick Leave 0.00
Vacabion Lse 0.00
Weekend Differential - Stafl 0.00

Talal:

Employee Taxes

QASDI

Medicare

Federal Withholding
State Tax - Wi

F';'.e- :I'E:;c D.Edll.lcﬁ-:uns.

—

Quanz U''W Health
Wisconsin Retsemenl Sysbem

Employer Paid Benefits

Deseriplion I Ao

DA Prior Service General
Quartz UW Health

Uniform Dental

Wisconsin Refrerment Sysbem

Total

i Taxable Wages
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Payslip overview

8. Tax withholding

|

Federal

Work Stabe

[ Mmearital S1atus
| Allowances
| Additional Withhlding

9. Absence plans

Single or Married filing separalsty

1]
20

single

| Absence Plans

Ancrued

Eeduced

Axailable

| Commpensatory Time Plan

0.00

0.00

000 |

10. Payment information 9 —

PHTmEm ||-|fc.|-ma1mn S S

Information may look different
for each employee.

Account Name

Account Mumber

Pay Group Cumency

UsD
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Practice: View Your Payslip

* Use your phone or computer

* Practice the instructions to print your
payslip

* You can’t print now — just practice

* Raise your hand if you need help

* When you finish, you can help others if

they agree to it.

oo
1]

o0 @ @

%

Tasks and Reports

< Withholding Elections > <

s v onnan o5 mnan

Pay

Tax 0]

Voluntary Deductions
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@ Resources and Next

Office of Human Resources

UNIVERSITY OF WISCONSIN-MADISON Ste p s




Log off

Before you leave, please restart your computer.

1. Click on the time at the bottom right corner of your

screen.

v w Home-Workday x et

< c

Implementation - wisconsin6é

= MENU @\(\{IS@QNSN

Good Afternoon,

Awaiting Your Action

Timely Suggestions

25 impl.workday.com/wisconsin6/d/home.htmid

Q Search

You're all caught up on your tasks

\

m Get the Workday Mobile App

X
Your Organization ID: wisconsiné

~ O -

B Managed by wisc.edu

¢y Ethemet

Connected >
Bluetooth
Qu 3 on %
)
(-
U) S Exit session

1®)
O

o] ©
Screen N
capture

S cCastscreen >

B
D >

95% - 8:49left €3

May 22 4&1
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Log off

2. Click on the power icon.
3. Select Restart.
The screen will turn white and then turn off.

Al
k By Managed by wisc.edu 1 h‘

B Managed by wisc.edu

Ethernet © © h = ©
ey Connected > Screen Do Not & (E;memf:d > Screen Do Not
capture Disturb Lo capture Disturb
Bluetooth Bluetooth
Q1 ) 6o > SJ Castscreen > Dt b 4 = > 5] Castscreen >

() Shutdown
o ST
- () Restart
© & > 3] signout ’

95% - 8:49left €3 ~ M Y Exit session 95% - 7:56 left €83

May 22

a1 B> i

. oz 4zE o8
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HR Guides for Employees

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

* Traini ng resources I-I-F-z Guides for Employees

* Answers to common questions



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

Next Steps

* Sign in at the front of the room (if you didn’t already)
* Confirm your next training (date, time, and location)
* Ask your supervisor if you need help

* Practice logging into Workday
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Office of Human Resources
UNIVERSITY OF WISCONSIN-MADISON

Thank you!
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