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IRP - IN THE
KNOW

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

Finance, and Student
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Work W 5 ity Rol
orkday Wednesday: Sup Org and Security Role Workday Procurement 101

Request
equests Thursday, October 14th from 11:00am - 12:00pm

Wednesday, October 6th (past session)

Workday Wednesday: Claiming your PD Funds
(Staff)
Wednesday, October 20th from 11:00am - 12:00pm

Workday Wednesday: Finance + HR FAQs
Wednesday, October 27th from 10:00 - 11:00am

REMINDER FOR ADMINISTRATORS: STUDENT EMPLOYEES
SHOULD ONLY BE 'TERM', NEVER 'ONGOING'



https://ubc.zoom.us/meeting/register/u5Yvd-igqDssEt1S1ODeeXGKiwwbg73Uo0Z6
https://finance-operations.ok.ubc.ca/workday/workday-resources/
https://ubc.zoom.us/meeting/register/u5wtf-iqrzooE9X594q3NInwZvcPeP5o12YY
https://ubc.zoom.us/meeting/register/u5IkcuGqpzwoEtD83j4lqzqYyCBFUeNuHQIP

COMMON SCENARIOS FOR ADMINISTRATORS AND HOW
TO FIX THEM
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Why can’t | find the Sup Org
that | want to hire an employee There are two possible reasons:
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How to request the creation of a new Sup Org
How to submit security role requests
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How do | move an existing
employee into an existing Sup
Org if they are currently in the

\ wrong one?
-

Solution:

STUDENT ONE TIME REMINDER: NEW
PAYMENT INFO TRAINING COURSE

The Integrated Service Centre (ISC) team hosted . ) )
) . ; A new Workday training course is available for
a Call-in Session on Student One Time Payments. } e }
i ) ) ) ) Timekeepers. If you are submitting time on behalf
This session provides useful information on when .
of hourly employees and/or approving hours (and

to pay students via various processes and other , )
you are not the employee's manager), we highly

scenarios where you may need to pay a student.
recommend
The and can

be found on the



https://ubc.service-now.com/selfservice?id=kb_article&sys_id=f3980c491b41a89027278556cc4bcb96&table=kb_knowledge
https://ubc.service-now.com/selfservice?id=kb_article&sys_id=89e1bfe01bfab41047cfffbf034bcb23&table=kb_knowledge
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://wpl.ubc.ca/browse/workday/hr-roles/courses/wpl-wd-timekp

A Payroll Accounting Adjustment (PAA) is required each time an end user submits or updates a record in Workday to
retroactively update an employee’s costing allocation. Payroll is currently manually entering PAAs to redirect the
employee’s salary and benefit costs to the correct worktags. The status of PAAs processing is updated every
Wednesday on the . This section also has FAQs that can be helpful in answering common PAA
queries. If the PAAs have been completed for a pay period, and you are still seeing an unexpected discrepancy, this is
the appropriate time to submit a ticket via the .

Thank you for your support as we continue to work on reducing PAA volumes.
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Functional Unit Hierarchies (FUH) are the equivalent to an
If you will be taking an absence, be sure to set up your employee's department. An employee's FUH should never be
'UBC - Okanagan', it should be the employee's department. If
you need to update this, both 'Change Job' and 'Edit

Position Restrictions' business processes will need to be

delegations in Workday, especially if you are
responsible for approving tasks!

completed. To update an employee's location, the same two
business processes will need to be completed.

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.

Need help with a ticket? Contact
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https://ubc.service-now.com/selfservice
https://finance.ubc.ca/payroll/contact-payroll
https://ubc.service-now.com/selfservice
https://ubc.service-now.com/selfservice?id=kb_article&sys_id=aa1a2b8b1b5b24909068c992604bcbca&table=kb_knowledge

