2021 TIP SHEET

Featuring all 2021 Workday Tips of the Month in One
Handy Sheet!

Reconcile a Personal Expense from UBC Card

If you've accidentally R
*Additional Worktaas w Fund: FDO
v e UES @ard Additional Worktags X 1
for a personall
expense, here's how

to reconcile it. Personal Expense

Within the Expense Report, select the 'Personal Expense' box. The
amount of the expense will then be deducted from your pay.

Update your Search Preferences to Default to 'All of Workday'
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< iy Aeeount Under 'Preferred Search Category', select 'All
Grosnz=ten of Workday' and click save.
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Change Prefe

Mana

Navigate to 'Change Preferences' under 'My
Account' at the top right of your Workday screen

Select the Earliest Hire and Availability Dates When Creating a Position

When creating a position in
Workday, be sure to select today's Hiring Restrictions Qualifications
date for the 'Earliest Hire' and
'Availability' dates to ensure you
can hire into the position right Availability Date *| Yyyy-wn-op [ ‘
away. If you enter a later date,
you will not be able to action the

Earliest Hire Date * _MM-DD E ‘
position until that date.




Understand Different Transaction Statuses on Your UBC Visa
Card Transactions

Add Others to Your Job Requisition

ur role changes will take effect at the beginning (midnight) of the date in Pacific Time (GMT-8 or, during daylight time, GMT-7).
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Easily 'Select All' When Running a Report

Hit CTRL+A and Enter. This will select all organizations within
intructions : gine your parameters. You can then filter out any irrelevant
organization [ 1 organizations within the report once it has been run.

period ®
n Program: PM003952 Health
Worktags Instructions and Exercise Sciences |
Faculty of Health and Social

Organi

Enter search parameters into the applicable field. In this
example, 'Faculty of Health and Social Development' has
been entered under the ‘Organization’ field.

Amount Remaining

Expenses

Click on the View your amount
Expenses . . remaining for the
application ' funding year

Click 'Reimbursable Allowance Plan
Activity'




Understand your Vacation Balance
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balance is incorrect and requires an adjustment,
please contact your Manager and follow the 20. 2205
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https://ubc.service-now.com/selfservice?id=kb_article&sys_id=0cfc791e1bca3c509068c992604bcb36&table=kb_knowledge
https://ubc.service-now.com/selfservice?id=kb_article&sys_id=ec2894721b193010ba8f539f034bcb53&table=kb_knowledge

