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HR/FIN Training Timeline

2023 @ SEPTEMBER

Training Strategy & Framework

2024 ¢ FEBRUARY

Training Needs Assessment

MARCH

Training Plan Finalized

APRIL

Begin Training Design & Development

SEPTEMBER

User Experience Sessions

NOVEMBER

Training Begins

DECEMBER

HCM/FIN Go-Live

2025 © JANUARY

Post Production Support



Training Vision To provide all users direct, continuous access
to training in Workday foundational concepts,
self-service tasks and HR/FIN role-based
training.




Training Outcomes

N\

1. All users can log-in, navigate and complete self-service.

\

2. HR/FIN (Role-Based) users receive the training needed to perform their jobs.

| 4. A Workday self-service culture is created.
l
' 5. Training is rolled out in phases, to allow users time to absorb, reflect and practice.
[

6. All users know where training is located.

/

‘ 7. Training is continuously available beyond Go-Live.
/




Types of Training

* Job-Aids
e Step-by-Step Guides

* Infographics & Process Flows

* Videos (Micro-Video & Long Form)

* Animated GIFs

* Instructor Led Training (Virtual and In-Person)
 Virtual Lab Sessions

* Articulate Modules (computer-based training)

Training types will be selected based

on topic, with many topics
leveraging multiple modalities.




Training Channels: Website & Canvas LMS

Workday Resources Website:

Creation of training hubs that utilize all training .
resources EXCEPT Articulate Modules.
Users have continued access to training resources .

III

after they have finished “official” training in Canvas. .
Training resources provided in context to area,
workstream, and overall business processes.

Canvas LMS:

Creation of self paced courses that utilize all
training resources, INCLUDING Articulate Modules.*
Requires official enrollment.

Includes metrics.

Enrollment:

All users will be manually enrolled via email list.
Email lists will be tied to Workday security roles.
Users may request to be added to Canvas courses.
Managers may request Canvas/ILT training for their
employees.

All training information located in Canvas will

also be available on the website.

*Courses (including Articulate Modules) will shift to Workday Learning
after Go-Live.



Canvas “Extend” LMS for Workday Training

o
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The Canvas “Extend” LMS will allow:

* Training to be delivered to employees and external users (e.g. Contingent Workers)
* The use of multiple training modalities.

 The upload and delivery of Articulate Modules.

* Access to metrics.

Courses in Canvas will:
* Be asynchronous (Self-Paced)

All Users will be manually enrolled via email list:
* Email lists must be tied to Workday security roles.

The Workday Training Lead wiill:

e Create all of the courses in Canvas, including loading the Articulate modules.

* Be the admin and instructor for all Workday courses built in Canvas

* Be responsible for enrollment. This will involve pulling weekly reports.

 Download all metrics, convert them into visuals, etc., and communicate them out as
appropriate.



WO rkd ay Reso urces We bS |te Website purpose:

* Be the single source of information for the Workday
Project.

* Be the single source of training and resources for the
Workday Project.

“Workday Resources” was built in
SharePoint, which includes the

Seilulf’"ty Ofslllnaje i’gn'?_n (SSO) It * Provide Workday Training in context to Area (HR/FIN),
will house a orkaay iraining, Workstream and overall Business Process.

except for the Articulate modules * Help Users grasp the set-up of Workday tasks and BPs

loaded into Canvas LMS. through its organization and visual elements, such as
graphs, timelines and infographics.

* Give all Users 24-hr access to training

Website limitations:

* Training cannot be assigned either to an individual or a
group.

* Metrics are limited to 90 days and only include Site Visits,
Unique Viewers and 7-day "most popular content".

* You cannot track individual usage.

For this reason, all “required” training (as determined by
Area/Workstream Leads) must also be built into Canvas LMS,
so that it can be assigned and tracked.




Training Categories

Website Training Hubs

* Employee Resources
* Manager Resources
* HR Resources

* FIN Resources

Instructor-Led Training Canvas Courses Articulate Modules
HR Topics™ * Foundational Courses *  Workday Fundamentals
FIN Topics* (Articulate) * Manager Fundamentals
Special Request Topics* * HR Foundations * HR Foundations
(i.e., Time-Clock In- * FIN Foundations * FIN Foundations
Person) * Include Articulate
In Person or Virtual Modules

Includes all resources except
Articulate Modules.

ILT Topics and Canvas Courses (including Articulate Modules)
will migrate to Workday Learning Programs.

The website Training Hubs are the source of all training content and are listed in the
website navbar. Their content is leveraged in all of the training categories.

Each hub includes:

* Foundations section

*  Workstream Overview page for each workstream

* Business Process Training Pages organized by workstream
* Job Aids/Step-by-Step Guides in the appropriate areas

*Topics determined by Needs Assessment




Training
Metrics

* Attendance of Training

* Knowledge Checks

* Clicks on the website

* Surveys

* Business Process Completion*
e Support Ticket #s*

*Post Go-Live




Post Go-Live
Support

Continued access to self-paced training

Office Hours

Phone/Ticket Support

Iterate training as needed

Workday Releases/Updates

Determine continued training strategy for key users
Transition from Canvas to Workday Learning
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