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What is Workday?
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at UCF

Workday will be the 
new Enterprise 

Resource Planning 
(ERP) system 

changing 
administrative 

process across the 
University.

Workday will Go 
Live on July 1, 2022, 

for all Human 
Resources, Payroll 

and Finance 
functions.

Workday Student is 
being evaluated for 
implementation as 

Phase 2. 

Workday will 
replace multiple 

systems, 
including Page-

Up, OASIS, 
NetSuite, 

Financial Edge, 
Power Plan, Great 
Plains and more.

Employees will use 
Workday to manage 
their personal info, 
time off and time 

worked, pay 
information, finance 

and reporting and 
procurement.
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Workday at UCF: Expense Reports
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Expense Reports on Workday Mobile



Expense Reports on Workday Mobile



Expense Reports on Workday Mobile



Expense Card vs. Procurement Card

Expense Card Procurement Card

• Will be issued to individuals at 
the College/Division Business 
Centers and kNEXT

• Purchases that require a P.O.

• People who have PCards today 
will likely have Expense Cards 
in Workday

• Used for travel related 
purchases and purchases under 
$1,000 that do not require a 
P.O.



Workday Training Update
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Workday Training Update

 Release and Deliver Training with training tenant access beginning May 1.

 Upcoming training sessions will be provided via our Training Calendar.

 How to stay informed on training updates?

 Plan to attend our pre-training events (“Day in the Life” virtual series)

 Subscribe to Knight Vision newsletter (includes our SET Gazette)

 View past event recordings and Workday video demos 

before training begins on our Microsoft Stream channel

https://web.microsoftstream.com/group/9dcbc6c9-7512-4c01-bc9e-45f2a50f0017


Lunch & Learn: “Day in the Life” Series
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Lunch & Learn: “Day in the 
Life” is a series of live 
demonstrations that will help 
guide your understanding
of everyday Workday 
functionality.

• “Day in the Life of a UCF Employee” 
March 15 (12:30 p.m. – 1:30 p.m.)

• “Day in the Life of a UCF 
Manager/Supervisor”
March 23 (12 p.m. – 1 p.m.)

• “Day in the Life of a UCF 
Faculty/Faculty Manager”
March 31 (12 p.m. – 1 p.m.)

3/17/2022



What does that word mean?
Learning common Workday terms
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Learn more from our 
Workday Glossary 
on our website!

Dashboard - A specialized landing page 
containing links to actions, reports and 
tasks. May also contain charts and graphs.

Applet - A specialized landing page 
that contains preconfigured data charts 
and links to tasks and reports for a 
functional area. 

Tenant – Separate database that 
configures UCF business processes, 
security and data.

https://knightvision.it.ucf.edu/workday-glossary-general/


What is a Job Aid?

 Similar to UCF Financials’ Addy 
Notes/Addy Tips

 A step-by-step process guide

 Contains learning category type 
and topic 

 Contains desktop and mobile 
instructions, if applicable





Workday Learning Categories
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Employee Self Service in Workday
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This category is designed for all employees and serves as a prerequisite to all
additional Workday learning categories. Participants will be provided with a 

basic overview of the Workday system & functionality including access, basic 
navigation, terminology, mobile and personal information. 

• Using tools and navigation
• Workday search bar
• Using your inbox
• Setup Account Preferences
• Installing Workday mobile
• Identify your place in the 

organization
• View payslip & W-4

• Workday accessibility 
functionality

• Modify personal information
• View benefits summary
• Find Jobs & Apply Internally
• Time off & Leave of Absence
• Time Tracking (non-exempt)



Learning Path Example #1
Natalie Portman, USPS/Non-Exempt Employee
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Manager Self Service in Workday
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This category is designed for all managers or supervisors and serves as a 
prerequisite to all additional Workday learning categories. Participants in supervisory 

roles will learn and practice using additional navigational tools for managers. 

• Time and absence 
dashboard

• Access a worker’s time
• View worker’s time block 

details
• Review time for multiple 

workers

• Manage direct reports in WD 
Learning

• Manage course enrollment in 
WD Learning

• Generate reports



Learning Path Example #2
Reese Witherspoon, A&P Exempt Employee 
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Workday Swag Giveaway
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Giveaway Items

The two winners of this 
session’s giveaway will be 
randomly selected and 
contacted by the end of 
day. Each winner will 
receive one item. 

Thank you for your 
participation!
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Questions?

Q&A



How to Get Involved?
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Keep up to date by visiting the 
Knight Vision website at knightvision.it.ucf.edu

Email: knightvision@ucf.edu

Provide feedback:
https://tinyurl.com/KnightVisionFeedback

Subscribe to our newsletter:
https://tinyurl.com/KVNewsletterSubscription

Participate in our virtual events and open forums:
knightvision.it.ucf.edu/get-involved

https://knightvision.it.ucf.edu/
mailto:knightvision@ucf.edu
https://tinyurl.com/KnightVisionFeedback
https://tinyurl.com/KVNewsletterSubscription
https://knightvision.it.ucf.edu/get-involved/
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Thank you for your support!
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