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LANDING PAGE

Beginning September 10, 2022, users will see a new landing page when logging in to LSU Workday. The new landing

page is personalized to the individual user and divided into sections that highlight action items needing attention

and upcoming events. The familiar field of application icons that dominated the right half of the page is available in

a new global navigation menu.

= MENU LS Q Search

Hello There

Awaiting Your Action

Time Off Request: Joe Burrow (00001969)
E Inbox - & day(s) ago

DUE 08/21/2022

Open Enroliment Change: Mike The Tiger (00007638) on 01/01/2023
9 Inbox - 11 day(s) ago

DUE 08/15/2022

= Goto All Inbox Items (2)

Your Team

Joe Burrow’s Birthday is Tuesday, August 30,
2022

Send an email to help mark the occasion

Timely Suggestions

@ You have Upcoming Absences

¥ou have upcoming absences on Friday, September 2, 2022

Keep Your Emergency Contacts Updated

& We would like you to review your Emergency Contact

Information and ensure it's up to date
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It's Thursday, August 25, 2022

Your Top Apps

Directory

Personal Information

82 View All Apps

Send an Email [2 Mo usCegita
LSU A&M Accessibility
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ensuring that its websites are ..

Workday Data Security Notice
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of the University community a...

Review Your Calendar

Update Contacts
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e Awaiting Your Action: Displays up to three tasks the employee needs to act on, with direct links to them. The full

inbox can be viewed by clicking Go to All Inbox Items or via the bin icon in the upper right-hand corner.
Awaiting Your Action

Time Off Request: Joe Burrow (00001969)
@ Inbox - 6 day(s) ago
DUE 08/21/2022

Open Enroliment Change: Mike The Tiger (00007638) on 01/01/2023
a Inbox - 11 day(s) ago

DUE 08/15/2022

2 Go to All Inbox Items (2)

e Your Team: Displays only for Managers and provides information for upcoming team member birthdays and work

anniversaries.

Your Team

Joe Burrow's Birthday is Tuesday, August 30,
2022 Send an Email 2

Send an email to help mark the occasion

o Timely Suggestions: Displays employee-specific action items for important tasks (unsubmitted time entry, new
credit card transactions, new payslip, etc.) and provides information for upcoming events, such as approved

absences.

Timely Suggestions

Review Your Calendar

@ You have Upcoming Absences

You have upcoming absences on Friday, September 2, 2022

Keep Your Emergency Contacts Updated

& We would like you to review your Emergency Contact Update Contacts

Information and ensure it's up to date

The information under the Your Team and Timely Suggestions sections changes depending on a user’s

role and time of year.
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e Top Apps: Displays four apps selected by the user. All remaining Workday apps, which previously made up the

entire homepage, can be viewed by clicking View All Apps or by clicking Menu in the upper left-hand corner.
Adjust the four apps that appear in this section by clicking View All Apps and then Edit on the Apps tab. Drag and

drop to rearrange the order of appearance.

Your Top Apps

Directory

Personal Information

g Pay
Time Off

88 View All Apps

e Announcements: Displays up to three announcements that can be clicked on to see more information. This
section remains largely unchanged, but the location moves to the lower right-hand corner. Additional

announcements can be viewed by clicking View More Announcements.

Announcements

LSU A&M Accessibility
Statement

LSU A&M is committed to
ensuring that its websites are ..

Workday Data Security Notice
Per LSU PS 6.20, all members
of the University community a...
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GLOBAL NAVIGATION MENU

The new global navigation menu can access applications and shortcuts from anywhere in Workday, not just the

homepage, by clicking Menu in the upper left-hand corner.

=wew | LSL

e Apps: Customize the list of apps and their order by clicking Add Apps or Edit. A maximum of 20 apps can be
displayed on the menu.
e Shortcuts: Customize the list of shortcuts and their order for frequently used tasks, reports, and external links by

clicking Add Shortcuts or Edit. A maximum of 10 shortcuts can be displayed on the menu.

Menu X Menu X
Apps Shortcuts Apps Shortcuts
I-@—E Directory Request Time Off
Q=] Personal Information -
Revenue & Expense by Program
'% Pay
Trial Balance
= Time off
[2 LSU Directory

"‘ Birthdays

7 ) [Z2 Google
‘W Anniversaries

(
& Career

\o%, Benefits

: Expenses

l"’" Purchases

(@ Add Apps > (.—7 Edit > <@ Add Shortcuts ) (.—7 Edit )

Open an app or a shortcut in a new tab by right-clicking on the app/shortcut and selecting Open Link In
New Tab.
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WORKDAY FEDERATED SEARCH

The updated search feature, which is now category based and does not have the ability to utilize the All of Workday
filter, includes customizable search categories and displays more detail on the search results page. By using saved
categories, Workday searches the areas used most to deliver results faster. After returning results for saved

categories, the search continues to process in the background while the user can begin reviewing the initial results.

e On the search results page, the left menu has been reduced to a list of Saved Categories and More Categories.
These are customizable by clicking Configure Search in the lower left-hand corner, reordering the search
categories, and moving the categories between the Saved Categories and More Categories sections.
Additionally, results now identify the number of returns for each search category. To see additional search

results, click More Categories.

= MENU Lsu Q joe burrow ® & § 2
[1  Saved Categories v People
People e

Joe Burrow (00001969) Vv
Tasks and Reports o 8 Emolovee

Director - Accounts Payable & Travel | LSUAM FA - Office of Accounting Services (Mike

Procurement o The Tiger (00007638)) | 0204 Thomas D. Boyd Hall
Financial Accounting 0
Local Time Length of Service
Thursday 1:37 PM 33 year(s), 3 month(s), 17 day(s)
= More Categories ? Manager Work Email
2 Mike The Tiger (00007638 mikethetiger@isu.edu
Work Phone
+1(225) 5781234
Joe Burrow
a -
Pre-Hire
Didn't find what you were looking for?
Try searching under More Categories
More Categories
Configure Search
(®  View Search Tips
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e Users can revert to the Classic Workday Search via the below steps:

o Loginto Workday

o Click the cloud circle icon in upper right-hand corner

o Select My Account

o Select Change Preferences

o Scroll down to Search Preferences and select Classic Workday Search

o Log out and back into Workday to see changes

Classic Workday Search
Search Preferences|
o New Workday Federated Search

Workday Search Provider pearch

X New Workday Federated Search

e Users can click View Search Tips to learn better ways to search in Workday.

Better Ways To Search

You can search with questions, keywords, or prefixes.

How to Use Prefix Words

It can be helpful to use a prefix word to refine your search results. For example, to find only organizations,
begin your search text with 'org: . To find specific workers, use 'worker: '

To search for an employee or contingent worker worker: john smith
To search for a specific person or organization using a globa id: 1112223333
dentifier

To search for a business process bp: 3000

To search for a job requisition using the job posting title or job jr: RO0247

requisition ID

To search for a candidate using the candidate's name, ID, or ema
address

> .com3

andidate: john smith
andidate: C0000823
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TABLE VIEW

Tables no longer have two viewing options and users will be required to view results in pages. Users can jump to

different pages of a report instead of scrolling through the data and waiting for it to load.

e Pagination: At the lower right-hand corner below a report table, users will see pagination options. A dropdown list
provides the option to show 30 items per page or to view all items. The selection will default to show 30 items
per page. A page number input box is available once the table has greater than 5 pages (150 results). Click the

double right arrows to jump to the last page.

Al
Items per page | 30 ¥ | .30 of 159 items - 2 3 4 5 3 % ‘ of 6 pages
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