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RESOURCES AVAILABLE

Workday Basics Training Course

Navigating the Workday Homepage

Inbox and Notifications in Workday

My Profile in Workday

Links and Related Actions in Workday

Search Features in Workday

Workday Essentials for Hourly Staff Training Course

Workday Essentials for Salaried Staff Training Course

https://wpl.ubc.ca/browse/workday/employee-as-self/courses/wpl-wd-basics
https://ubc.service-now.com/selfservice?id=kb_article&sysparm_article=KB0016629&sys_kb_id=7f23092d1bd019509068c992604bcb07&spa=1
https://ubc.service-now.com/selfservice?id=kb_article&sysparm_article=KB0016831&sys_kb_id=a1b50de11b1419509068c992604bcbcf&spa=1
https://ubc.service-now.com/selfservice?id=kb_article&sysparm_article=KB0017360&sys_kb_id=ee0e2ef41b5c5d505edd43b4bd4bcb0e&spa=1
https://ubc.service-now.com/selfservice?id=kb_article&sysparm_article=KB0016632&sys_kb_id=1e65c9e11b1419509068c992604bcb18&spa=1
https://ubc.service-now.com/selfservice?id=kb_article&sysparm_article=KB0016628&sys_kb_id=d8e341ed1bd019509068c992604bcb06&spa=1
https://wpl.ubc.ca/browse/workday/employee-as-self/courses/wpl-wd-we4hrl
https://wpl.ubc.ca/browse/workday/employee-as-self/courses/wpl-wd-we4sal


UBCO WORKDAY RESOURCES PAGE
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https://finance-operations.ok.ubc.ca/workday/workday-resources/

Webpage for UBCO 

specific content, such as 

session 

slides/recordings, one-

pagers, and the monthly 

newsletter

https://finance-operations.ok.ubc.ca/workday/workday-resources/


INTEGRATED SERVICE CENTRE
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Resource for Workday 

training information, 

session registration, 

‘Workday This Week’ 

updates, and access to 

Knowledge Base 

Articles/ticket support

https://isc.ubc.ca/

https://isc.ubc.ca/


UBC SERVICE NOW – KNOWLEDGE BASE AND TICKETS
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Access Workday 

Knowledge Base articles 

and submit tickets for 

inquiries regarding 

Workday troubleshooting

https://ubc.service-now.com/selfservice

https://ubc.service-now.com/selfservice


AGENDA
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1 Navigating the Workday Homepage

2 Workday Applications

3 Your Employee Profile

4 Inbox and Notifications

5 Search in Workday
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NAVIGATING THE 

WORKDAY HOMEPAGE
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NAVIGATING THE WORKDAY HOMEPAGE

Your Workday 

notifications and inbox

Notifications are FYI 

notices

Inbox items require 

your action

Your Workday 

applications

This is where you’ll 

find your payslips, 

benefits, time off, and 

more

Awaiting Your Action

This shows a preview 

to your Workday inbox 

and highlights recent 

tasks requiring your 

action

Timely Suggestions

This shows updates you may want to review, such 

as a new payslip available to view

Announcements

Notices posted by UBC

UBC shield

Takes you back to the 

homepage from anywhere 

in Workday

Workday search bar

Search for people, tasks, 

reports, business 

processes and more
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WORKDAY APPLICATIONS
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APPLICATIONS – PAYSLIPS AND T4s

All payslips are available to 

view and download here
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APPLICATIONS – PAYSLIPS AND T4s

All payslips are available to 

view and download here

T4s are available here

Direct deposit information 

can be viewed/changed 

here
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QUESTIONS ABOUT PAYROLL

Go to https://ubc.service-

now.com/selfservice, select 

‘Workday Support’  

When filling out your ticket, 

be sure to select UBC –

Okanagan under ‘Campus’

Under ‘Category’ select 

‘Payroll’

https://ubc.service-now.com/selfservice
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YOUR EMPLOYEE 

PROFILE
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YOUR EMPLOYEE PROFILE

Nanette Rydberg
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YOUR EMPLOYEE PROFILE

Team shows you an org 

chart of your manager and 

colleagues

View your worker history, 

job information, pay, and 

benefits elections

Your Supervisory 

Organization/Sup Org = 

your team, a group of 

employees all reporting to 

the same Manager 

Other job details, including 

length of service, location, 

and UBC employee ID
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INBOX AND NOTIFICATIONS

This is another way to 

access your Workday 

inbox

Here is where you will find 

your notifications and your 

inbox

Notifications = FYI updates

Inbox items = tasks requiring your action
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INBOX AND NOTIFICATIONS – YOUR INBOX

Your Workday inbox shows 

items requiring your action

Your Workday archive 

shows your history of 

completed items
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INBOX – YOUR NOTIFICATIONS

Your notifications show you FYI 

updates, such as payslips being 

available for download or reports 

being ready to view
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SEARCH IN WORKDAY
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SEARCH IN WORKDAY When you enter a search term in Workday, 

your results will be sorted by categories
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SEARCH IN WORKDAY When you enter a search term in Workday, 

your results will be sorted by categories

You can sort which categories 

you’d like to view depending on 

what you’re searching for
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SEARCH IN WORKDAY When you enter a search term in Workday, 

your results will be sorted by categories

If you are not seeing any results, 

click ‘More Categories’ to 

expand other areas
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SEARCH IN WORKDAY

If you are search for a business process or 

report, click ‘Tasks and Reports’ to sort out 

results this way
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SEARCH IN WORKDAY

If you are looking for a specific worktag, such 

as a Program, Cost Center, etc. you can 

search as follows:

worktag:name

e.g. program:ubco
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If you have questions about today’s 

training, please contact 

Lauren.Hatchard@ubc.ca

For Workday support, submit a ticket 

at https://ubc.service-

now.com/selfservice

mailto:Lauren.Hatchard@ubc.ca
https://ubc.service-now.com/selfservice

