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IRP - IN THE
KNOW

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

Finance, and Student

Understand Different Transaction
Statuses on Your UBC Visa Card Transactions

More information can be

REMINDER FOR HOURLY EMPLOYEES: SUBMIT YOUR HOURS
smininish WORKED BY THE PAY PERIOD DEADLINES!



https://ubc.service-now.com/selfservice?id=kb_article&sysparm_article=KB0017909&sys_kb_id=8f43ac211bfd3c1027278556cc4bcbce&spa=1
https://finance.ubc.ca/sites/finserv.ubc.ca/files/2021_PaySchedule.pdf

SEPTEMBER ENGAGEMENTS

Workday Wednesday: Submitting Time and
Absence (Hourly Employees)
Wednesday, September 8th from 10:00 - 11:00am

Workday Wednesday: Onboarding
Wednesday, September 22nd from 10:00 - 11:00am

Workday Wednesday: Viewing Team Time and
Absences (Managers)
Wednesday, September 15th from 10:00 - 11:00am

Workday Wednesday: Finance + HR FAQs
Wednesday, September 29th from 10:00 - 11:00am

NEW TRAINING COURSES ONBOARDING RESOURCES

RESOURCES FOR FACULTY MEMBERS

Expenses Session Recording How to apply for a UBC Visa card

Approvals Session Recording How to submit an expense report fqr reimbursement (out of pocket)

G ts S . R di How to claim an expense against your Faculty PD Funds
R How to view your Grants Dashboard

Delegations Session Recording

UNDERSTANDING THE TERMINATION AND END JOB TASKS

When you need to terminate an employee from a position in your department, the Termination Business Process may not always be
the appropriate task to use! In addition to the Terminate Employee task, there is another task in Workday called End Job. These
Business Processes are similar, but are used in different scenarios. Please refer to the table below to ensure you are using the
correct Business Process when you need to end an employee's position in your department.

| teminatotmployes End o

Scenario: The employee has multiple jobs with
UBC and only one of the positions is ending

Note: You can only end an additional job and not switch the
employee's primary job. You may need to use the Switch
Primary Job task before ending the additional job.



https://ubc.zoom.us/meeting/register/u5YkduuvrjsrG9KvHnIOivhHyqjxzSs4tW57
https://learning.video.ubc.ca/media/Workday+Expenses+for+UBCO+Faculty+Members+-+August+24%2C+2021/0_b1olx72d
https://learning.video.ubc.ca/media/Workday+Approvals+for+UBCO+Faculty+Members+-+August+25%2C+2021/0_ro477bx6
https://learning.video.ubc.ca/media/Workday+Grants+Session+for+UBCO+Faculty+Members+-+August+25%2C+2021/0_601ys9zq
https://learning.video.ubc.ca/media/Workday+Delegations+Session+for+UBCO+Faculty+Members+-++August+26%2C+2021/0_whk1uc6a
https://wpl.ubc.ca/browse/workday/employee-as-self/courses/wpl-wd-we4stu
https://wpl.ubc.ca/browse/workday/employee-as-self/courses/wpl-wd-we4stu
https://wpl.ubc.ca/browse/workday/employee-as-self/courses/wpl-wd-we4con
https://wpl.ubc.ca/browse/workday/employee-as-self/courses/wpl-wd-we4con
https://ubc.zoom.us/webinar/register/WN_aAZwaeCYT8G7231jQYPPFg
https://ubc.zoom.us/meeting/register/u50tce2gqzMtGtf0RGagYgamSliFkMis3mpc
https://ubc.zoom.us/meeting/register/u50ldO2pqTkjHNfQjE4HifzUkt0D9zbStwiD
https://ubc.zoom.us/meeting/register/u5AvdOGtrzgjE9aMG0thWIu_JOrJgbLi3DTo
https://ubc.service-now.com/selfservice?id=kb_article&sys_id=243772c11bf9781024c255b62a4bcbf4&table=kb_knowledge
https://ubc.service-now.com/selfservice?id=kb_article&sys_id=97cd7b271b30b85045ad766f034bcb73&table=kb_knowledge
https://ubc.service-now.com/selfservice?id=kb_article&sys_id=6f0559351bb1bc1047cfffbf034bcbf4&table=kb_knowledge
https://ubc.service-now.com/selfservice?id=kb_article&sys_id=21ee07601b6db4105edd43b4bd4bcb9a&table=kb_knowledge
https://wpl.ubc.ca/browse/irp-training/courses/wpl-irp-grant

The Integrated Service Centre (ISC) team hosted
a Call-in Session on Student One Time Payments.
This session provides useful information on when
to pay students via various processes and other
scenarios where you may need to pay a student.
The and can
be found on the

Twice per year, in March and September, Workday
delivers a system release. The ISC manages and adopts
these regular releases from Workday to ensure the
system remains current. Workday 2021 Release 2 will go
into production on September 11. Workday will be
unavailable from Tlpm Friday, September 10 to 3am
Saturday, September 11. For a detailed list of the
changes you'll notice in the September release, please

Your UBC Credit Card can be used for
transactions under $3,500. Splitting payments
goes against UBC Expenditure Guidelines and is
not the correct process to reconcile transactions
over $3,500. To apply for a transactional or
monthly limit change on your existing corporate
credit card in Workday, please follow the

Vendor invoices are not paid until the goods/services
have been 'received' in Workday. It is important for the
UBCO campus community to remember to create the

’

receipt, via the
which confirms the goods/services have been received.

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

the ISC can be reached at

. Submit a ticket here.

Monday - Friday 8:00 a.m. - 5:00 p.m.
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https://ubc.ca.panopto.com/Panopto/Pages/Viewer.aspx?id=976d2fae-1598-4815-8fa4-ad810157c5b6
https://isc.ubc.ca/sites/default/files/One-time%20payment%20Final.pdf
https://isc.ubc.ca/events
https://ubc.service-now.com/selfservice
https://ubc.service-now.com/selfservice?id=kb_article&sysparm_article=KB0016806&sys_kb_id=97cd7b271b30b85045ad766f034bcb73&spa=1
https://isc.ubc.ca/workday-releases
https://ubc.service-now.com/selfservice?id=kb_article&sys_id=224622df1b40e8d0b2eda8ecbc4bcb24&table=kb_knowledge

