
Kev Qhia Workday Tim-
Ntsej-Tim Muag
Asthiv 3

2

• Sau npe rau daim ntawv pem qhov rooj nkag 
los

• Zaum ntawm ib lub computer tsis muaj 
neeg zaum

HMOOB / HMONG



Yuav Muaj Dab Tsi

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

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



Cov Yuav Kawm Txog

Thaum lub caij qhia no xaus, koj yuav paub:
• Pauv koj daim ntawv kom xa nyiaj them ncaj nraim (rau 

qhov twg)
• Saib koj cov caij so tshuav
• Thov caij so
• To taub daim them/txiav nyiaj, Compensation tab
• Tso npe rau UW cov haujlwm qhib tam ib tug twb ua num 

nyob hauv no lawm
• Tso npe pauv rau ib txoj haujlwm raws qhov Blue Collar 

Multi-Shift (BCMS)
• Yuav nrhiav kev pab li cas 4



Kev Pom Zoo rau Hnub No

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

Mloog thiab xyaum siv cov kev ua tshiab. 

Saib raws tus piav qhia. Txhob ua ua ntej. 

Thov ua ntej koj saib lwm tus daim screen los computer.



Nkag rau hauv Workday
Yuav nkag rau hauv Workday li cas siv 
computer.
1. Mus rau hauv MyUW (my.wisc.edu) 
2. Ntaus koj tus NetID thiab Password
3. Siv tus lej Verification Code los Due 

Mobile passcode qhia tias yog koj tiag
4. Thaum nkag rau hauv MyUW lawm, 

nrhiav qhov Workday app thiab nyem 
Launch full app
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Workday Mobile App



Yuav Pauv Daim Ntawv Xa 
Nyiaj Ncaj Nraim (Direct 
Deposit) Li Cas
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Pauv daim ntawv kom xa nyiaj ncaj nraim

1. Nyob ntawm sab Workday Home Page, nyem 
Menu.

2. Nyem qhov Benefits and Pay app.
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3. Nyem qhov payment elections.
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Pauv daim ntawv kom xa nyiaj ncaj nraim



4. Nyem edit (kho) rau pauv koj daim ntawv kom xa nyiaj.
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Pauv daim ntawv kom xa nyiaj ncaj nraim



Ib qho ntawv yuav tshwm los: Your changes have been 
saved (Tau khaws koj qhov ntawv pauv cia lawm).
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Pauv daim ntawv kom xa nyiaj ncaj nraim



Puas muaj lus nug?
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Saib Koj Cov Caij 
So Tshuav
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Caij So
Caij So 

• Caij tsis tuaj ntawm chaw ua haujlwm 

• Caij so mus ua si (vacation), caij rau muaj mob (sick),caij so rau tus 

kheej (personal) los cov hnub so caiv (legal holidays)

Caij Tsis Tuaj Ua Haujlwm (Leave of Absence)

• Caij tsis tuaj ua haujlwm vim muaj tej yam txawv 

• Family Medical Leave Act (FMLA), paid parental leave, los lwm yam.

• Nrog koj tus thawjsaib los lub HR tham ua ntej
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Saib Cov Caij So Tshuav  (hauv Website) 
Nyob ntawm sab Workday Home 
Page:

1. Nyem qhov Menu

2. Nyem qhov Manage Absence
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3. Nrhiav qhov Balances (sab xis 
ntawm daim screen) 

Txav saib seb koj tshuav caij puas tsawg 
rau txhua hom caij so
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Saib Cov Caij So Tshuav  (hauv Website) 



Nyob ntawm sab Workday home 

page:

1. Kov qhov Apps

2. Kov qhov Absence app
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Saib Caij So Tshuav (hauv Xovtooj) 



3. Kov qhov Balances (saum toj 
ntawm sab screen)

Txav saib seb koj tshuam caij 
puas tsawg rau txhua hom caij so
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Saib Caij So Tshuav (hauv Xovtooj) 



Puas muaj lus nug?

19



Thov Caij So
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Yuav thov caij so li cas

Koj yuav siv daim ntawm luam tawm xa thov ib qho 
caij so.
• Nug koj tus thawjsaib txog daim ntawv
• Teev daim ntawv
• Muab daim ntawv rov rau koj tus thawjsaib
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Daim ntawv thov caij so
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Saib daim kev them 
(Compensation tab)
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Daim Kev Them (compensation tab)

1. Nyem koj qhov Worker Profile (tus neeg).
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Daim Compensation tab

2. Nyem qhov View Profile.
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Your Name



Daim Compensation tab

3. Nyem qhov Compensation.
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Saib qhov kev them (Compensation)
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Saib qhov kev them

28



Nyiaj Them Ib Pob yog dab tsi?

Ib pob yog nyiaj tau ib cag ntawm tus nqi nyiaj xuab moos. Nws 
yuav muab tso rau hauv koj daim nyiaj them.

Cov nyiaj them ib pob piv txwv:
• Nyiaj pub rau ua haujlwm zoo
• Nyiaj ib cag tuaj kaus te (snow removal bonus)
• Nyiaj pub cov tuaj tshiab (hiring bonus)
• Nyiaj pub muab lwm tus neeg npe kom tuaj ua haujlwm 

(referral bonus)
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Daim Ntawm Them Ib Pob Nyiaj
1. Cov ntawv them ib pob nyiaj yuav tshwm nyob hauv 
koog Awaiting Your Action ntawm sab Workday 
home page.
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Txais qhov nyiaj them ib pob (daim ntawv)
2. Thaum koj nyem qhov allowance, koj yuav pom daim 
ntawv. Nyem ntawm daim ntawv.
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Txais qhov nyiaj them ib pob (daim ntawv)



3. Thaum koj saib daim ntawv qhia tas lawm, nyem lub pob 
puab ntawm qhov I Agree.
4. Nyem Submit.
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Txais qhov nyiaj them ib pob (daim ntawv)



Koj yuav pom ib qho ntawv qhia hais tias: You have 
submitted.
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Txais qhov nyiaj them ib pob (daim ntawv)



Puas muaj lus nug?
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So Ib Pliag

37



Yuav tso npe rau UW ib txoj 
haujlwm tam li ib tug twb ua 
haujlwm hauv lawm li cas
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Tso Npe rau Cov Haujlwm

Tsis txhob:
• Tso npe rau cov haujlwm ntawm UW jobs lub website sab 

nraum tuaj(jobs.wisc.edu).

Ua:
• Tso npe rau UW cov haujlwm nyob hauv Workday (tsis hais 

lub tsev kawm ntawv twg).
• Yog koj xav tau kev pab txhais lus los ntawv, hu rau Cultural 

Linguistic Services (CLS).
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Tso Npe rau UW Cov Haujlwm

1. Nyob ntawm sab Workday home page, nyem qhov 
Menu.
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Tso Npe rau UW Cov Haujlwm

2. Nyem qhov Jobs Hub nyob hauv qhov Organization tab.
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Tso Npe rau UW Cov Haujlwm
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Tso Npe rau UW Cov Haujlwm
1. Cov haujlwm tso tawm tom qab tshaj yuav tshwm ua ntej.
2. Siv ob lub hau sab xis los lauj txav saib cov haujlwm nyuam 
qhuav tso ntxiv.
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Tso Npe rau UW Cov Haujlwm

3. Nyem daim iav (Browse Jobs) 
rau nrhiav tag nrho cov haujlwm 
qhib



Nrhiav cov haujlwm
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Cais cov haujlwm muaj qhib
Daim muaj cov haujlwm qhib muab 
cais tau raws:
• Hom haujlwm
• Lub tsev kawm ntawv
• Yam haujlwm (Job Category)
• Pawg haujlwm (Job Family Group)
• Nyob qhov twg
• Nyob tom tsev ua tuaj (Remote 

Type)
• Lub Caij Ua Haujlwm 

Nyem khij lub pob puab hom 
haujlwm koj xav saib.
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Nrhiav ib txoj haujlwm tso npe rau

4. Rau saib txoj haujlwm qhib, nyem Job Title (Txoj 
Npe Haujlwm).
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Tso Npe rau Cov Haujlwm

5. Thaum koj nrhiav pom txoj haujlwm koj xav tso npe rau, nyem 
Apply teev daim ntawv tso npe.

6. Lo koj cov ntawv muab tso npe rau thiab teb cov lus nug hauv 
daim ntawv tso npe.  Koj xaiv tau qhov kom txhob pub twg 
paub.
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Xa daim ntawv tso npe

7. Ua ntej koj xa, rov xyuas cov ntaub ntawv koj ntaus rau. 
Thaum koj teev tiav lawm, nyem submit.

Ib qho ntawv yuav tshwm los hais tias: You have 
submitted (koj tau xa daim ntawv lawm).
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Rov saib koj cov ntawv teev tso npe

Rau saib daim ntawv tso npe, saib seb daim ntawv tso npe nyob 
rau qhov twg lawm, los tshem daim ntawv tso npe tawm:
1. Mus rau ntawv qhov Jobs Hub.
2. Nyem qhov My Applications.
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Tso Npe rau Cov Haujlwm (hauv Xovtooj)

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

2. Kov qhov Jobs Hub.
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Tso Npe rau Cov Haujlwm (hauv Xovtooj)

3. Txav saib cov 
haujlwm, Recently 
Added Jobs (Cov 
haujlwm ntxiv 
tshiab).
4. Kov qhov 
Overview nthiab xaiv 
Browse Jobs.
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Tso Npe rau Cov Haujlwm  (siv Xovtooj)

5. Siv kab search bar (ntaus 
nrhiav) nrhiav ib txoj haujlwm.
LOS
Siv qhov filter cais cov haujlwm 
koj knrhiav.
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Xyaum: Saib Cov Haujlwm Qhib
• Ua raws cov kev qhia saib cov haujlwm qhib
• Muab ib co haujlwm uas koj txaus siab rau
• Nco siv qhov cais (filters), cais qhov koj nrhiav
• Tsa tes yog koj xav tau kev pab
• Yog koj ua tas ntxov, koj pab tau lwm tus.
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Yuav tso npe pauv haujlwm 
taws qhov Blue Collar Multi-
Shift Transfer (BCMS) li cas
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Cov Haujlwm Pauv raws qhov BCMS
Tej zaum cov neeg ua haujlwm kuj tso npe pauv haujlwm raws 
qhov BCMS rau:
• Pauv lub caij ua haujlwm
• Pauv pawg hauv ceg ua haujlwm

Leej twg tso tau npe pauv haujlwm raws qhov BCMS?
• Blue Collar Multi-Shift transfers (BCMS) yog rau cov tam sim 

no yeej ua haujlwm, ruaj nyob hauv UW-Madison.

Kuv yuav tso npe pauv haujlwm raws qhov BCMS li cas?
• Koj tso npe nyob online los nqa kiag daim ntawv mus rau. 

o Yuav tsum teev daim ntawv tso npe pauv BCMS rau nyob online los 
nqa kiag mus rau.

56



Cov Yuav Tsum Muaj raws qhov BCMS
Koj yuav tsum muaj tag nrho cov nram no thiaj tso tau npe pauv 
haujlwm raws qhov Blue-Collar Multi-Shift Transfer:
1. Tam sim no yeej ua tib txoj haujlwm li txoj qhib hauv koj ceg ua 

num
2. Tsis tau txais cov ntawv ceeb toom 12 lub hlis tas
3. Tsis tau pauv raws qhov BCMS 6 lub hlis tas
4. Tsis nyob rau qhov tseem kawm txoj haujlwm (tsis tau dhau 6 hli)
5. Ua tau tag nrho cov txoj haujlwm pauv rau yuav kom ua tau
Daim ntawv teev pauv raws qhov BCMS yuav tsum xa nyob online los 
nqa kiag mus rau koj ceg ua haujlwm thiaj yuav xyuas rau qhov pauv 
raws blue-collar multi-shift.
Hnub kaw tso npe rau txhoj haujlwm yog 7 hnub tom qab tso tawm.
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Daim ntawv Pauv Raws BCMS
• Nrhiav daim ntawv BCMS 

Transfer nov: 
https://jobs.wisc.edu/bcms

• Muaj txhais rau 6 yam ntawv
• Muaj daim ntawm luam tawm 
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https://jobs.wisc.edu/bcms


Yuav Tso Npe Pauv Raws Qhov BCMS Li Cas

1. Nyob ntawm sab Workday home page, nyem qhov Menu.
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Tso Npe Pauv rau Ib Txoj Haujlwm raws Qhov 
BCMS

2. Nyem qhov Jobs Hub nyob hauv daim Organization.
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Tso Npe Pauv rau Ib Txoj Haujlwm Raws Qhov 
BCMS

3. Nyem qhov Browse Jobs.
4. Nyob ntawm kab search bar (ntaus nhriav), ntaus 
BCMS. Nias lub pob enter ntawm koj daim keyboard.
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• Yuav tshwm ib daim los muaj cov haujlwm BCMS qhib. 
• Nyob hauv txoj npe haujlwm (position title), nws yuav 

muaj cov nram no txog txoj haujlwm: 
• Lub npe haujlwm
• Ceg ua haujlwm npe
• Caij ua haujlwm

• Rau saib txog txoj haujlwm ntxiv, nyem Job Posting Title 
(Txoj Haujlwm Qhib).  
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Tso Npe Pauv rau Ib Txoj Haujlwm Raws Qhov 
BCMS



5. Nyem Apply.
6. Muab daim ntawv BCMS teev pauv tso tam daim resume. 
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Tso Npe Pauv rau Ib Txoj Haujlwm Raws Qhov 
BCMS



6. Ua ntej xa koj daim ntawv tso npe, rov xyuas cov ntaub ntawv.
7. Nyem Submit.

Koj yuav tau txais ib tsab email qhia tias tau txais koj daim ntawv 
tso npe pauv lawm.
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Tso Npe Pauv rau Ib Txoj Haujlwm Raws Qhov 
BCMS



Muaj cov ntawv luam tawm teev tso npe
• Thov ib daim ntawv luam tawm teev pauv raws BCMS ntawm koj 

ceg haujlwm lub HR office los luam daim ntawv hauv lub BCMS 
website: https://jobs.wisc.edu/bcms

• Xa daim ntawv teev pauv rau koj lub HR office.
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Tso Npe Pauv rau Ib Txoj Haujlwm Raws Qhov 
BCMS

https://jobs.wisc.edu/bcms


Puas muaj lus nug?
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Yuav nrhiav kev pab li cas
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Nrhiav kev pab li cas

• Nrog koj tus thawjsaib los lub HR tham
• Mus koom Cultural Linguistic Services (CLS) ib qho 

Open Computer Labs
• Hnub Zwj Feej (Wednesday) thib 3 txhua hli
• 3:30 p.m. – 5 p.m.
• 21 North Park Street Chav 5041 (tshooj 5)
• Koj tsis tas tso npe los teem ib lub caij ua ntej
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Cov Kev Pab thiab 
Kauj Ruam Tom Ntej
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CLS Muaj Workday Open Labs

• Ib qho chaw rau cov neeg ua haujlwm siv kev pab 
txhais lus xyaum cov lawv kawm txog

• Muaj kev pab rau cov neeg ua haujlwm xav tau 
kev pab ntxiv tom qab qhov kev qhia no

• Nrog koj tus thawjsaib los lub HR tham txog qhov 
tso npe tuaj kawm (yuav tsum tso npe ua ntej)

• Chav Computer Labs pib qhib tom qab cov caij 
qhia cov neeg tuaj tsis tau rau tej hnub teem qhia 
(Yim Hli. – Cuaj Hlis.)  
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Cov Computer Labs muaj nyob ntawm 21 N. 
Park Street Chav 5041

• Zwj Quag (Tuesday), Yim Hli tim 19, 10 teev tsaug ntuj – ib tag hmo
• Zwj Feej (Wednesday), Yim Hli tim 20, 3:30 – 5 tsaus ntuj 
• Zwj Teeb (Thursday), Yim Hli tim 28, 10 sawv ntxov. – tav su
• Zwj Feej, Cuaj Hli xiab 3 ,10 teev tsaum ntuj – ib tag hmo
• Zwj Quag, Cuaj Hli xiab 9, 1-3 teev tsaus ntuj 
• Zwj Feej, Cuaj Hli tim 17, 3:30 – 5 teev tsaus ntuj 
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Open computer labs (Qhib) 

• Cov neeg ua haujlwm kuj tuaj tau rau hauv CLS qhov 
Open Computer Labs
oHnub Zwj Feej (Wednesday) thib 3 txhua hli
o3:30 p.m. – 5 teev tsaus ntuj
o21 North Park Street Chav 5041 (Tshooj 5)
oKoj tsis tas tso npe los teem caij ua ntej tuaj
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Kaw tawm
Ua ntej koj mus, thov restart koj lub computer.
1. Nyem qhov time (caij) hauv qab ces kaum sab xis.
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Kaw tawm
2. Nyem lub pob power icon.
3. Xaiv qhov Restart.
Sab screen yuav pauv dawb ces mam tua.
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HR Guides rau Cov Neeg Ua Haujlwm 

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

• Cov ntawv qhia

• Teb cov lus nug txog tas li

• Ntawm txhais

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


Cov Kauj Ruam Tom Ntej

• Sau npe rau pem qhov rooj nkag los (yog koj tsis tau tso)

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

76



Ua tsaug!
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