
WORKDAY TIP OF THE MONTH
How to: Update your Search Preferences to Default to 'All of Workday'

IRP - IN THE
KNOW

UBCO's newsletter for the latest updates on IRP HR,

Finance, and Student

 M A Y  2 0 2 1  |  V O L .  2 1

UPCOMING ENGAGEMENTS
May 13th: Student Appointments in

Workday Call-in
Information on best practices when hiring

GRAs, TAs, and Work Learn/Work Study, and

details on using one-time payments.

 

10:00 - 11:00am -- Register via Zoom

1
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Navigate to 'Change Preferences' under 'My

Account' at the top left of your Workday screen

Under 'Preferred Search Category', select 'All of

Workday' and click 'Save'

May 26th: Costing Allocations
This session will be useful to those with the HR Analyst

security role as well as Central HR and Finance staff.

This will include a refresher on Costing Allocations,

including what they are, how to understand them in

Workday, and how to change them.

 

 
1:30 - 3:30pm -- Contact

Lauren.Hatchard@ubc.ca for Zoom link

May 18th: UBCO Student Hires Session
 

This session will build upon the May 13th Call-in

session and will include an open Q+A with

Ashley and Danielle.

 

 
9:30 - 11:00am -- Contact

Lauren.Hatchard@ubc.ca for Zoom link

https://ubc.zoom.us/webinar/register/WN_PDxYFm68Q2ewExNT45n2iw


This week (week of May 10th), many faculty and staff will receive a legitimate Workday inbox task, as well as an email
notification, titled 'Benefit Change - Passive Event. Verify Life Insurance Beneficiary'. Recipients of this task will have
31 days to complete this action and verify their life insurance beneficiary in Workday and provide an e-signature.
Detailed communication about this event is expected to be distrubted on May 10th from UBC HR. A recent UBC
cyber security self-phishing campaign mirrored this call-to-action; as such, we expect there may be some hesitation
among recipients of this message to complete this task. Please assure your teams this is a legitimate message and
needs to be completed by the stated deadline.

Since Workday Go-Live, the process for making changes to an employee's vacation balance has changed.

WORKDAY RECRUITMENT
CANDIDATE GUIDE

FEATURE KNOWLEDGE
BASE ARTICLE

UPCOMING BENEFITS TASK IN WORKDAY

After you've identified a successful candidate to hire into a
position, it is necessary to follow this Recruitment
Candidate Guide to ensure the correct candidate profile
is selected before moving the candidate forward to the
Employment Agreement stage. Moving an incorrect
candidate profile forward in Workday will block the
employee from being able to log in to Workday and will
cause disruptions and issues with their pay.

TOP 15 HR QUESTIONS AND
TASKS

UBCO meeting slides and recordings

are available at

irp.ubc.ca/resources/ubco.

 
Contact Lauren.Hatchard@ubc.ca with any

questions about previous/upcoming Workday

engagements.

Last month, the Integrated Service Centre (ISC) HR team
hosted a call-in session covering the top HR topics that
have come through the ISC since Go-Live in November.
These topics include delegation, leaves of absence, retro
compensation changes, and aspects of the employee life
cycle, such as creating positions and hires and
terminations. The presentation materials are available
for download here, which include reasoning for certain
issues within a business process, next steps, and links to
the related Knowledge Base articles. 

CHANGE IN PROCESS FOR ADJUSTING ABSENCE BALANCES

You will still use the Maintain Accrual and Time Off Accruals/Override Task; however, for time off, there is a
different process to adjust time.
The initial instructions were to override the vacation entitlement. We have since learned that overriding the
balance does not pro-rate vacation payout upon termination.
We have updated the Knowledge Base article with new instructions to adjust the vacation balances, not
override them. Presentation materials with more information are available for download here.

For those who did override the vacation balances, remove the override and process an
adjustment
Prior to processing a Termination/End Job, review the employee's full year balance and adjust if
necessary

We Recommend:

How do I claim out-of-pocket or credit card expenses
against PD Funds? For information and instructions on
claiming expenses of this type, visit the Knowledge
Base article here. Additionally, it may also be helpful
to review how to view your PD Funds in Workday. 

Missed a call-in session? Payroll, Absence, Student

Hires and more. Presentation materials and

recordings available at isc.ubc.ca/events.

https://ubc.service-now.com/selfservice?id=kb_article&sys_id=4228458e1b8f241045ad766f034bcb72&table=kb_knowledge
http://www.irp.ubc.ca/resources/ubco
https://isc.ubc.ca/sites/default/files/images/HCM%20Top%2015%20of%20April%202021%20for%20Distribution.pdf
https://ubc.service-now.com/selfservice?id=kb_article&sys_id=62f605d81b1ba0509068c992604bcb4b&table=kb_knowledge
https://isc.ubc.ca/sites/default/files/Short%20Term%20Absence%20and%20Vacation%20Adjustments%20-%20Final.pdf
https://ubc.service-now.com/selfservice?id=kb_article&sys_id=62f605d81b1ba0509068c992604bcb4b&table=kb_knowledge
https://ubc.service-now.com/selfservice?id=kb_article&sys_id=f4a8a03b1b1a24501cfdeac3b24bcb6f&table=kb_knowledge
https://ubc.service-now.com/selfservice?id=kb_article&sys_id=1f98b67b1bb768905edd43b4bd4bcb0e
https://isc.ubc.ca/events
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FREQUENTLY ASKED QUESTIONS: PAYROLL

If you need immediate Workday assistance, contact the ISC at (250)
807-8163. More contact information for the ISC Leadership Team

is available at www.isc.ubc.ca/contact. 

CONTACT THE INTEGRATED SERVICE CENTRE

My position ends May 30th and I forgot to enter some

hours back in January - can I still enter them? How do I

ensure those retro hours get paid? 

As long as the worker is not Termination (i.e., no active

jobs), they can continue to entire time, including

retroactively. Those hours should be entered and

submitted from approval, at which point they will flow to

Payroll to be paid.

My position has ended; however, I wasn't able to enter

my hours before it ended. How can I enter my hours?

If a worker is still active in another position, they should

continue to have access to entering time (including for

their prior position). A worker only loses this access if

they are terminated. In this instance, the manager of the

worker can enter the missed hours. To do so, type “Enter

Time for Worker”, and insert the worker’s name when

prompted. 

I have a salaried and hourly position. When I enter the

hours for my hourly position, the pay periods are not

inline with the hourly pay periods. How should I enter my

time to ensure I get paid for those hours on the correct

pay cheque? 

When a worker submits their time, it submits all the hours

for a whole pay period. For an hourly worker, that would

be 9th-23rd or the 24th-8 th . However, if the worker’s

Primary position happens to be salaried, it will submit all

hours based on the salaried pay period – e.g. 16-30. To

ensure that all their hourly hours for the 9-23 are

submitted, they would need to Submit 1-15 (to capture

9-15) and again for 16-30 (for the hours 16-23). 

In the current pay period

In a previous pay period

I entered hours on the wrong position, how do I correct

it if it is:
Navigate to the time block(s) in question, and open

them by clicking on them 

Change the position on the time block to the correct

one

Resubmit the time for approval

Regardless of the pay period, the process is the same: 

Call the ISC
To speak directly to a service representative or if the query is urgent, the ISC can

be reached at  250-807-8163.
Hours of operation: Monday - Friday 8:00 a.m. - 5:00 p.m.

https://isc.ubc.ca/contact

