Training Exercise: Workday for Managers

		

	Module:
	Workday for Managers

	Scenario:	  
PREREQUISITES:
	Training
NAVIGATION & FDM



	Action
	Icon
	Field/Value

	Lesson 1: Inbox Management
	
	· Login:  apptrn01
· Password:  Trn@1234

	a. Workday
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	· Show/Talk example of Notifications
· New Supplier Contract
· New Document available
· Speak to notices like 20% left in budget
· Show example of Inbox – Actions like:
· Expense Reports
· Asset Registration
· Spend Authorization
· Show example of Inbox – Archive
· Pick one item and show talk to details
· Pick PROCESS tab and show status

	b. Walkme
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Need Help ?
	· Go to Home Page
· Run Walkme:  Inbox-Delegation
· Be patient and let screen on right populate before continuing

	c. Workday
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	After Walkme Delegation demo show Delegation Examples
· Go back to inbox
· Select: dropdown ->My Delegations
· Select:  Delegation History Tab
· Select:  the newly created delegations Related Action
· Actions -> Business Process -> Cancel
· Enter:  Comment
· Select Submit
· Process Canceled
· Select:  Details and Process
· Select:  Done
· Alt+Tab and go back to Presentation

	d. Walkme
	[image: ]
Need Help ?
	· Go to Home Page
· Run:  Inbox-Filtering

	e. Workday
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	After Walkme Demo show inbox Filter Examples
· Go back to inbox
· Select a premade filter
· Alt+Tab and go back to Presentation

	Back To Preso
	
	· Shift + Alt + F5 to go back to presentation
· Or open preso and start slide from CURRENT




	· Lesson 3
· Report 1 – Trial Balance
	
[image: ]
	· Trial Balance
· Search “Trial Balance”
· Click on the Trial balance report from the drop down suggestions
· Fill out
· Company: CO100
· Year: FY2018
· Period: Apr
· Worktags: CC01001 & PG010000
· Click OK
· Demo Export to Excel
· Click on excel icon on top right of report to export to excel
· Go back to report
· Demo Filtering columns
· Click on the ledger account header
· Click on the filter conditions to show the various search parameters
· Select “is”
· Value: 45030
· Press enter on keyboard
· Click on the filter button on screen
· Demo Drill Down
· Click on the credit amount $5,001.00
· This is where individual line items will show. 
· Note that you can also export to excel from here
· Note that you can view line items, and drill down even further into the actual task to view the transaction and attachments
· Demo “Save Filters”
· CO100
· FY2018
· CC01001
· PG010001
· Scroll down to the bottom of the page
· In the box in the gray area, type “Procurement Filter”
· Click “save”
· Go back to the home page and re-load the trial balance page
· Go to the bottom of the page
· Click on the dropdown and select your filter
· Note that when filter is chosen, items automatically populate
· Note that filters are saved by each individual user




	· Report 2 – Budget to Actuals
	
	· Placer Budget to Actuals
· Search “Placer Budget to Actuals”
· Company: CO100
· Budget Structure: “Placer County Budget – Detail Level”
· Budget Name: “2017-18 Placer County Budget Detail Level”
· Period: FY2018 – Apr
· Ledger account/Summary: Change to “Master Account Set: Income Statement”
· Worktags: CC01001, PG010000
· Note that you can also save filters
· Click ok

	· Report 3 – Data Audit
	
	· Search: “Data Audit – Cost Centers”
· Note: All worktags have a “data audit” report
· Note: This is a large report and may take a little longer to run
· Demo: moving columns on report
· Click the [image: ] icon on the top right corner of the report
· Move the “cost Center” column to the top by clicking and dragging the [image: ] icon to the top of the list
· Click apply
· Note: the columns should automatically rearrange
· 
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