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Human Capital Hub

A single point for HR Partners and HR Analysts to access relevant tasks, information, and reports.
Built to empower you to support your organization and streamline your processes.

Q ® il

=
Quickly Access Your Essential Tasks Understand Your Workforce Elevate Your Knowledge
The Human Capital Hub provides a single The Human Capital Hub aids you by The Human Capital Hub offers
location to help manage your work for those providing data visualizations and reports targeted tools and resources, a view
you support. Quickly access and acton on worker movement and metrics. of future-dated events, and lists of
relevant and timely tasks, reports, and cards recommended reports to explore
across academics, comp/pay, recruiting, and run.
staffing, talent/performance, time/absence,
and more.

Log into Workday today.

Find the Human Capital Hub in your Workday app menu.
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Human Capital
Hub

Overview

Staffing

Comp/Pay
Recruiting
Time/Absence
Talent/Performance

Academic

Suggested Links

Tip Sheets on Work...

HR Policies
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Worker Movement

View Workers Joining Events

SUCCESSFULLY COMPLETED
Hire 11/15/2024

SUCCESSFULLY COMPLETED

Hire 11/15/2024
IN PROGRESS

Start Additional Job 11/15/2024
Cecilia

IN PROGRESS

Start Additional Job 11/15/2024
April
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View Report 3

View Change Job and Move Workers Events

SUCCESSFULLY COMPLETED

Demotion 11/18/2024
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02 overview Staffing Tasks Staffing Links
0] Find Workers . Data Governance & Audit Dashboard
E Staffing -~ Run the Find Workers search report. Dashboard showing data issues that may need correction
I]|]n Tools/Resources (Staffi... Vs Find Workers Data Governance & Audit Dashboard

Recent/Future New Hires

Upcoming Terminations
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Move Workers (Supervisory)

Start the Move Worker process to move one or more worker...

Move Workers

Change Job

For a worker you currently support, initiate a Promotion, Dem...

Change Job

Request Transfer

To transfer a worker who is in a different supervisory organiz...

Request Transfer

Hire Employee

Start the Hire process by searching for an existing employee.

Hire Employee

Hire Student
Hire a Penn Student starting from a student record.

Hire Student

Close a Position
Close an existing Position.

Close Position

Terminate Employee
Initiate the Terminate Employee task.

Terminate Employee

BP Transactions Audit Dashboard
Dashboard to monitor BP transactions in different statuses.

Business Process Transactions Audit Dashboard

Access the training resources on the Workday@Penn website.
Workday@Penn Training

Staffing Tip Sheets on Workday@Penn
View the Staffing category on the Tip Sheet section of the W...

@ Workday Training Resources

Staffing Events Tip Sheets

Recommended Reports B

Current Worker Detail Report

Active Student Details by Supervisory Organization

Active Workers with Future Dated Terminations by Organization
All Positions Analysis

Audit Student Workers - Non-PhDs in Teaching/Research Fellow J
Audit Student Workers - Undergrads in Grad Jobs

Audit Student Workers for Termination or Change Job

Audit Student Workers with External Student Details

Employee Hires into New Positions in Date Range

External Student Information
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Manager Insights Hub

A platform in Workday where you can view automated insights and timely suggestions.
Built to empower you to support and create opportunities for your team’s career growth and development.

Quickly Access Your Essential Tasks Understand How Your Direct Create Opportunities for Your
Report Wants to Grow Teamto Grow

The Manager Insights Hub provides a single

location to manage your team effectively. The Manager Insights Hub aids you during The Manager Insights Hub uses machine

Quickly access and act on relevant and timely career conversations with your direct learning to recommend personalized

tasks, reports, and cards across hiring and reports. Team Career Highlights + Latest suggestions, such as learning based on

staffing, time and absence, budgetand Career Activity are quick snapshots of your direct report’s skill interests. You can

resources, talent and performance, learning, events related to each direct report. identify opportunities and help improve

and more. skills, employee satisfaction, and

engagement.

Log into Workday today.
Find the Manager Insights Hub in your Workday app menu.




Manager Insights Hub
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BE overview

@  Hiring and Staffing v
[F] Time/Absence v
[E] BudgetandResou..
EI Talent/Performance
[E] Learning v
f®  MyTeam v
¢  Suggested Links ~

Assess My Team's Po...
Compare Team

My Team's Goals

My Team's Performan...
My Check-Ins

View All Team's Learn...
Managers Recomme...

HR Policies [

Q, Manager Insights Hub

Welcome to the Manager
Insights Hub

Here, you'll find easy access to
the skills, interests, and goals...

Read More

Awaiting Action

g Time Offs Pending Approval
() 1 request

' ————
® Nov 11 -Nov 12 * PTO - Exempt

Go to My Tasks

®

el

Hiring and Staffing

In-Progress Job Requisition Events
1item

In-Progress Job Changes
Oitems

Go to Hiring and Staffing Over
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@) Hiring and Staffing A~
Hiring and Staffing 0..

In-Progress Job Req...

Tools/Resources (St..

[E Time/Absence ~
Time Management O...
Team Absence Calen...

My Staff Balances (P...
All staff Balances (P...
Tools/Resources (Ti...

[z] BudgetandResou.. ~
Team Compensation ...

[]  Talent/Performan.. ~
Performance Overview
Tools/Resources (Tal...

[5] Learning ~
Upcoming Scheduled...
Tools/Resources (Le...

g8 My Team v

Q Search

Tasks and Reports

0O £ 2

( Create Position ) ( Create Job Requisition ) ( Close Job Requisition )

Team Highlights

In-Progress Job Requisition Events
View in-progress job requisition events for your

team.

There are no in-progress events to display.

View Report H

In-Progress Job Changes
@ View workers on your team with in-progress job

changes.

There are no in-progress events to display.

View ReBart

Open and In-Progress Positions
View open positions and in-progress positions
for your team.

View Report




Resources for Hubs, Dashboards, Reports

’WV‘! Workd ay @

Change Job

Compensation

Data Audit and

Governance

Forms and Templates

Learning

Performance Management

Reports and Dashboards

Retroactive

Security Guide

Time Tracking

Work Location

Workday Accounting

Penn

About  Your Workdas  Toolbox ‘raining  News

Home/ Toolbox/ Reports and Dashboards

Reports and Dashboards

Your security role determines the reports you can run and the
dashboards and hubs you can see.

Page Contents

e |atest News

« About Dashboards

s Reports & Analytics Dashboard

e About Hubs
e Hub Examples

s Resources and FAQs

Last Updated 11/15/2024

Latest News

Workday@Penn Login A

Contact Us

Penn Employee Solution Center
solutioncenter@upenn.edu or

(215) 898-7372

Quick Links

What's New in Reports?

Reporting: Basic Tools and

Features tip sheet

Reporting: Scheduling a Report

tip sheet

Data Audit and Governance

e Register for the November 20, 2024 webinar (rescheduled from November 13)

« What's New in Reports?

November 2024 webinar recording
and demonstration and slides of
Manager Insights Hub and Human
Capital Hub (30 minutes)
Feb 2024 video demonstration with a
focus on HR analyst needs (30
minutes)
Dec 2023 webinar resources on
report and dashboard basics

> Slides

> Recording (38 minutes)

> Webinar Q&A “In Search Of”

Summary

Reporting: Basic Tools and Features

tip sheet

Reports and Dashboard Guide on

the Workday website

What’s New in Reports?

@ Workday(@Penn



https://www.workday.upenn.edu/docs/default-source/events/2024-11-20-workday@penn-webinar.pdf?sfvrsn=35029656_1
https://www.workday.upenn.edu/docs/default-source/events/2024-11-20-workday@penn-webinar.pdf?sfvrsn=35029656_1
https://upenn.box.com/s/tjxfjhnovf5brihmkuwcxkev3sfme90h
https://www.workday.upenn.edu/docs/default-source/events/2023-12-06-workday@penn-webinar-web.pdf?sfvrsn=35cc9056_1
https://upenn.box.com/s/ed1n61t212ndicrqftq054beo61y7rhz
https://www.workday.upenn.edu/docs/default-source/events/2023-12-06-in-search-of.pdf?sfvrsn=67cb9056_3
https://www.workday.upenn.edu/docs/default-source/events/2023-12-06-in-search-of.pdf?sfvrsn=67cb9056_3
https://www.workday.upenn.edu/docs/default-source/tip-sheets/reporting-basic-tools-and-features.pdf?sfvrsn=e4498f56_8
https://www.workday.upenn.edu/home/toolbox/reports-and-dashboards
https://www.workday.upenn.edu/home/toolbox/reports/what's-new-in-reports

New MS Teams Integration & Workday@Penn

. ; < Q Search (Ctrl+) - @ - o x
Join the Early Adopters! - [ e—
 Add the Workday App to T Quick Actons T

Take time off View time off balance View payslip

e < November 2024 ~
yo u r e a l I l S Tesms Look up a coworker Company holidays Explore all

Pl
o

s M T w T F S
%
Planner Pe 30 1 2
My Tasks nm Last updated today @ 11:42 AM. | &
Workflows 3 4 5 6 7 8 9
° [ ° Self Evaluation: Mid-Year Review: Fall 2024
 Work more intuitively and & ¢
Assignments Created: November 1 10 1 12 13 14 15 16
o
L] L] L] L] L]
t h | f t b b OneNote We only display your 10 newest tasks. 7 &) 20 2 22 23
W I e S S rl C I O n y rl n g I n g You can access all of your tasks directly My Tasks in Workday &
@ in Workday. 24 25 26 27 28 29 30
Help IO

Workday to your natural T — -
flow of work >

Important Dates

® Time off and absence ~

Nov 18 - Nov 19 Approved time off

# Holidays ~

Nov 28 Thanksgiving Day

* Communications and
support begin in early 2025 :

New 30 Your work anniversary (7 year)




Workday Learning
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Accomplishments

Functionality

Reporting, access, security role, and

training provider engagement Celebrating Our First Year

March 6, 2024

Assignment Possibilities
Accelerating the pace of campaign

creation Workday Leal‘nipg at Penn
Future Facing : . » . / P

Continuous feature enhancements by 7 N

Workday H d

Improved Security
Workday Security Roles

An Integrated Team S
Collaboration with Workday Operations & ‘\ —

Cultural Change

Policy: Workday Learning as the System
of Record

www.workday.upenn.edu/learning
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Functionality
Our reporting capabilities are enhanced, especially as we move into the future. See our recent announcements on our reports.
A full data warehouse refresh now occurs weekly. 
Pre-hire access for faculty research training is now possible.
Learning security roles have access to Workday Drive to help manage their content
Training providers can recover lost completions from “view course again.”
The learner group selection process, the replacement for Penn Profiler, is an integrated part of the platform.
Security roles have an audit trail to view business process history.
Our campaigns allow for  customizable language.
Training providers can waive or reset expiration dates by affiliation or supervisory organization.
The adoption planning tool helps the team manage the Workday updates.
Assignment Possibilities
Identifying groups who need training is easier with access to human capital management data 
The vision to document training by job requisition, worker, and job class is now possible, albeit with collaboration across the university
We now have the possibility that assignment data may be stored
Future Facing

Workday continually works on updates and major feature enhancements. Combined with the University’s commitment, our ability to accurately assign and manage training for new hires and others will only get better.
Direct URLs are now in course records.
Leads can drop and enroll learners from the course page.

Improved Security

We can restrict edit access for some selected courses, reducing the risk of integration errors with UPHS and vendors.
Workday’s security categories restrict view access.

An Integrated Team

The IT Learning Solutions team works collaboratively with the Workday. Operations team, ensuring development, testing, and troubleshooting are handled by functional experts.
Planning for enhancement and integrations follow a rigorous process, with allocation of priorities.
Communications and documentation are handled as a team effort.

Cultural Change

While change is challenging, the transition has focused attention on prioritizing learning and training.
Workday Learning has been acknowledged as the administrative learning system of record to house, deliver, and track learning for safety, compliance, and professional development purposes. 


https://www.workday.upenn.edu/home/about/policies/workday-learning-as-the-system-of-record
https://www.workday.upenn.edu/home/about/policies/workday-learning-as-the-system-of-record

Improvement Opportunities B Workday@Penn

Recent In
Enhancements Development
O Multiple integrations run » Training compliance is not a technical issue
per day to .prowdg learners o Discussing alerts and emails to managers on overdue
with more immediate training
assignments o Exploring the development of a policy that outlines
O Greater Workday security manager responsibilities
with Verified Duo Push o Collaborating with HR and Provost Office on formal
O Learning transcript communication processes to managers

enhancements with a new

. » Work with training providers to leverage Workday's machine-
"Assignments” tab

learning capability for professional development

o Skills entered in a Workday Learning course/program can
populate the Workday Learning/Discover “Based on
Your Skills to Develop” if the worker has entered those
skill interests in the Workday career profile.

» Finalize the migration of learning histories and clean up
legacy assignments

12



Learning Assignment Model & Workday@penn

Automatic Automatic Self, Manager,
from from Mass or Learning Learner Training Provider
Campaigns Enterprise Assignments Security Role Groups Custom Solutions

A Swiss cheese
model adapted
from public
health experts

No single method for assigning required training is perfect for Penn’s decentralized, interdisciplinary environment.
Multiple layers improve compliance across schools and centers.

13



Learner Group & Workday@Penn

* The university is not required legally to review learner groups
annually

 All new hires and job changes are required to review their learner
groups
* Workday campaigns continue to assign training by:
o Job family
o Job profile
o Supervisory org
o Affiliation

o University identities
o Other information found in Workday

* Developing ways for HR to include learner group review in
manager training and materials

14






Learning R

eSources

Change Job

Compensation

Data Audit and

Governance

Forms and Templates

Learning

Performance Management

Reports and Dashboards

Retroactive

Security Guide

Time Tracking

Work Location

Workday Accounting

Homef Toolbox/ Learning

Workday Learning Guide

Workday Learning connects University faculty, postdocs, staff,
students and other workers and affiliates with their required job-
related training and learning opportunities directly from Workday,
the University's human capital management platform. Workday
Learning houses, delivers, and tracks training/learning from the
University's administrative providers for safety. compliance, and
professional development purposes.

Page Contents

Recent News
Workday Tip Sheets
Workday Video Tutorials

Workday Support for Learners

Extended Enterprise Learners

Workday Training for Learning Leads and Instructors

« FAQs for Learning L eads and Instructors

* Best Practices for Course Materials (Guide for Learning Leads and
Instructors)

» Workday Learning Virtual Series

Security Roles in Workday Learning

Learning Partner and Affiliation Manager

* UPHS and Knowledge Link

Learning Assignment Model

« Learner Group FAQs

Product Roadmap, Demonstrations, and the Learning Team

Last Updated: 11/13/2024

Workday@Penn Login A

Contact Us

Penn Employee Solution Center

solutioncenter@upenn.edu or {215

B898-7372

About Workday Learning
T T il

Quick Links

Go to Workday Learning

Request Learning Support

All Learning Tip Sheets

Learning Tip Sheets for Learning

Leads

Learning Tip Sheets for Instructors

3

Information for Learning Partners /
-

Affiliation Managers

Dual Affiliates (University/ UPHS)

Learning Portal

Workday Learning Virtual Series

Workday Learning Update

hewelettar

>

@ Workday(@Penn
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