e s University of
sﬁggﬂg P]y&‘ll:}Io‘HEt]bS ISTtate @ New Hampshire

University System
of New HZm}éZhre

Workday is Coming in December

Let’s get ready for Training and Key Dates

The University System of New Hampshire (USNH) is adopting Workday as our community-wide
integrated solution for Human Resources (HR), Finance, and Payroll. The Workday HR and Finance
platform will replace widely used systems such as WISE, Banner, PeopleAdmin, and UKG (Kronos).
Workday will also be the source for expense management, post-award grant management, and our
chart of accounts.

What does this mean to you? As of December 21, you will use Workday for most HR functions to
manage your own data (pay slips, benefits, request time off, etc.) or manage your team (review time,
schedules, job info, and create job requisitions, etc.) As of January 2", you will start using Workday
for Finance functions such as submitting expense reimbursements and managing grant
expenditures.

Training & Orientation Sessions

To begin to familiarize yourself with Workday, please attend both an Orientation and Training
Session. You can add the Sneak Peek and Workday Basics Training sessions to your calendar (see
clickable links in the table below). Each session is customized to the audience to ensure that
adopting Workday is as easy as possible. These sessions will be recorded. Managers who oversee
teams are encouraged to attend both manager and staff orientation and training sessions (total of 4).

In addition to the training below, advanced training for faculty, principal investigators,
managers/supervisors, academic support staff, and staff supporting HR & Finance functions will be
held in November. Additional communications will be provided for these sessions.

Activity Date /Time
Click date to add to
your calendar

Orientation Sessions

Manager Workday Sneak Peek Information Session: Sept. 24 at 2:00
For Managers, Supervisors and Departments heads

Workday Orientation session covering a Workday overview (demo), managers
dashboard and Training website (demo), slides for team, encourage attending training and
awareness of key cutover dates. Will be provided a link to Workday practice environment
prior to go-live.

Staff Workday Sneak Peek Information Sessions: Sept. 25 at 10:00
For Employees



https://universitysystemnh.sharepoint.com/sites/usnh-workday/_layouts/15/Event.aspx?ListGuid=d04c9af5-0271-4cba-9129-2f3b06bcf56c&ItemId=9
https://universitysystemnh.sharepoint.com/sites/usnh-workday/_layouts/15/Event.aspx?ListGuid=d04c9af5-0271-4cba-9129-2f3b06bcf56c&ItemId=11

Workday Orientation session showing a live Workday demo of key features and training
site. Timeline for training.

Faculty Workday Sneak Peek Information Sessions:

For Full Time and Adjunct Faculty

Workday Orientation session showing a Workday demo highlighting basic navigation,
expense management, grant management and people management features.

Oct. 8 at 5:00 and
Oct. 11 at 9:00

Training Sessions

HR/FIN Workday Basics Training Session:

For HR/FIN, Academic Admin Roles, Managers and Supervisors

Show Workday demo and key features and training site. Explain Learning Pathways training
content and resources. Will be provided a link to Workday practice environment prior to go-
live.

Oct. 8 at 10:00

Managers Workday Basics Training Session:

For Managers

Instructor led session showing you how to use Workday based on your role &
responsibilities as a manager and supervisor. Will be provided a link to Workday
practice environment prior to go-live.

Oct. 9 at 10:00

Staff Workday Basics Training Session:

For Employees

Instructor led session showing you how to use Workday for occasional users of
Workday (find pay stub, request time off, change/view benefits, etc.).

Nov. 4 at 2:00 and

Nov. 12 at 10:00

Faculty Workday Basics Training Session:
For Full-time and Adjunct Faculty

Instructor led session showing you how to use Workday based on your role &
responsibilities.

Nov. 21 at 5:00 and
Nov. 26 at 9:00

Key Dates in Preparation for Workday

The transition to Workday will require us to pause some business processes. Highlighted below
are some key dates that HR and Finance leadership has carefully selected to minimize system
disruptions. In support of this transition, please plan to submit your requests by these dates. A late

submission could result in a delay in processing your request.

Request Last Date in First Day in

Legacy Workday
System

Submissions of re-organizations/restructures across USNH 9/27/24 2/28/25

Submissions of reclassifications 10/26/24 2/28/25

Ad-hoc base pay increases for all employee types 10/26/24 1/17/25

New position requests 11/8/24 1/3/25

People Admin job postings 11/23/24 N/A

Status employee hiring 11/23/24 1/3/25

One-Time Payments (Honoraria, Incentive Payouts, 11/23/24 1/17/25

Performance Bonuses, Recognition Awards, Referral Bonuses,

Spot Awards)

Hiring of adjunct/student employee types 12/7/24 1/3/25

Add a new sponsor 12/10/24 1/2/25

UShop pause - All requisitions & invoices must be submitted 12/11/24 1/6/25

& fully approved. UShop will be available as of 1/6/25.



https://universitysystemnh.sharepoint.com/sites/usnh-workday/_layouts/15/Event.aspx?ListGuid=d04c9af5-0271-4cba-9129-2f3b06bcf56c&ItemId=12
https://universitysystemnh.sharepoint.com/sites/usnh-workday/_layouts/15/Event.aspx?ListGuid=d04c9af5-0271-4cba-9129-2f3b06bcf56c&ItemId=15
https://universitysystemnh.sharepoint.com/sites/usnh-workday/_layouts/15/Event.aspx?ListGuid=d04c9af5-0271-4cba-9129-2f3b06bcf56c&ItemId=13
https://universitysystemnh.sharepoint.com/sites/usnh-workday/_layouts/15/Event.aspx?ListGuid=d04c9af5-0271-4cba-9129-2f3b06bcf56c&ItemId=14
https://universitysystemnh.sharepoint.com/sites/usnh-workday/_layouts/15/Event.aspx?ListGuid=d04c9af5-0271-4cba-9129-2f3b06bcf56c&ItemId=16
https://universitysystemnh.sharepoint.com/sites/usnh-workday/_layouts/15/Event.aspx?ListGuid=d04c9af5-0271-4cba-9129-2f3b06bcf56c&ItemId=18
https://universitysystemnh.sharepoint.com/sites/usnh-workday/_layouts/15/Event.aspx?ListGuid=d04c9af5-0271-4cba-9129-2f3b06bcf56c&ItemId=19
https://universitysystemnh.sharepoint.com/sites/usnh-workday/_layouts/15/Event.aspx?ListGuid=d04c9af5-0271-4cba-9129-2f3b06bcf56c&ItemId=20

Create award for existing sponsor 12/13/24 1/2/25

Submit Expense reimbursements 12/13/24 1/2/25

Run/execute sponsor billing 12/20/24 1/2/25

Helpful Resources

For more information updates about Workday, please visit the USNH Workday Resources Website
for these videos:

e Workday Resources Webpage Demo Video
o Workday on the Job

e Workday Home Page Demo Video

e Workday Training Activity Timeline

We are excited about the transition to Workday as it simplifies searching for information and will
allow us to share information across campuses.

Thank you for your support,

(s P amomed—— L;(Jﬂu_ _‘i @h_

Cathy Prov/e er Bill Poirier ~
USNH Chancellor USNH Vice Chancellor for Technology & CIO



https://universitysystemnh.sharepoint.com/sites/usnh-workday?xsdata=MDV8MDJ8U3VzYW4uR2x1Y2tzbWFuQHVuaC5lZHV8NTcwMmQ5OTY0ODNjNGVhYjk0OTAwOGRjODU1ZDllMjd8ZDYyNDE4OTM1MTJkNDZkYzhkMmJiZTQ3ZTI1ZjU2NjZ8MHwwfDYzODUzMTg4NDM1NTM4MTE0NHxVbmtub3dufFRXRnBiR1pzYjNkOGV5SldJam9pTUM0d0xqQXdNREFpTENKUUlqb2lWMmx1TXpJaUxDSkJUaUk2SWsxaGFXd2lMQ0pYVkNJNk1uMD18MHx8fA%3d%3d&sdata=bTJUb0svYXl4WFZ6RkxQOVpvcGV2bm1ZVk1xa0JTOStTMlNKQk9EdnliQT0%3d
https://nam12.safelinks.protection.outlook.com/?url=https%3A%2F%2Fclick.send.unh.edu%2F%3Fqs%3Dc31bf4b2ae9fcae98872e998d912f0cc86f76071ad782bdb5ff4e2249e936ea537a73829ed14b9a6bc469c4a07ce39cfa9cc27857248c946&data=05%7C02%7CSusan.Glucksman%40unh.edu%7Cb2e78d7605ba4efd5f3f08dcbd65f787%7Cd6241893512d46dc8d2bbe47e25f5666%7C0%7C0%7C638593492883501795%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C0%7C%7C%7C&sdata=N03%2FVa7FpZiWYyUT5F8xkPvxbd2KB39PnFC7C5%2B5jsA%3D&reserved=0
https://nam12.safelinks.protection.outlook.com/?url=https%3A%2F%2Fclick.send.unh.edu%2F%3Fqs%3Dc31bf4b2ae9fcae95552654660aba8455ac3b39a74530e1e75f52c6210be8017934c471b4c630fd864c304ff1bcf6c3f5305a48d7b7bd1ec&data=05%7C02%7CSusan.Glucksman%40unh.edu%7Cb2e78d7605ba4efd5f3f08dcbd65f787%7Cd6241893512d46dc8d2bbe47e25f5666%7C0%7C0%7C638593492883508942%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C0%7C%7C%7C&sdata=3NfF4e3sv0Xfdzcq9mwAlG5eCj6%2FwRrcuN15zsjzOug%3D&reserved=0
https://universitysystemnh.sharepoint.com/:v:/r/sites/usnh-workday/OCT/Workday%20General/Workday%20Home%20Page%20-%20Demo.mp4?csf=1&web=1&e=nXRq43
https://universitysystemnh.sharepoint.com/:v:/r/sites/usnh-workday/OCT/Workday%20General/Workday%20Home%20Page%20-%20Demo.mp4?csf=1&web=1&e=nXRq43
https://nam12.safelinks.protection.outlook.com/?url=https%3A%2F%2Fclick.send.unh.edu%2F%3Fqs%3Dc31bf4b2ae9fcae951c19ef2ab2a666aae18dea861c616bd7ddd560313153bea1458854847259d36ce42a77a598b773e48374edf2906364e&data=05%7C02%7CSusan.Glucksman%40unh.edu%7Cb2e78d7605ba4efd5f3f08dcbd65f787%7Cd6241893512d46dc8d2bbe47e25f5666%7C0%7C0%7C638593492883514343%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C0%7C%7C%7C&sdata=lvG7Sc87cI0MZ6ybW4h%2Fmv3y7P9SFHcw5ooX27Tdx2A%3D&reserved=0

