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Workday
Training

for HR
Generalists

Duration: 90 min




Session Ground Rules and Logistics
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O Session Recordings

> Please note that the sessions will be recorded.

4 Parking Lot
» The instructor will document any questions that cannot be answered immediately.

» The instructor will research these questions and provide responses to all class participants.

Internal - General Use



Workday Introduction

Agenda

1. Introduction to Workday
2. HR Core

3. Recruitment

4. Hire to Retire

5. Expenses

6. Workday Help

7. Absence & Time Off

8. Q&A and Wrap-Up

Internal - General Use
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Workday Introduction

At Landal, our future success
depends on how well we alignh our
people strategy with our business

. . Our business
ambitions ambitions
9] ED
% Innovation (1::)[%:;\1{)]?1( \®
Employer of
Workday will enable us to ... Our people choice
strategy
people strategy with business goals @ W
@ Talent & Skills ~
Development One HR
H Strategi Standardisati
o Connect the full employee journey to strategy Strategic indardisati

T - b ]
lalent onand HR

Placemen Workday @ Applications
Landal

O
0%
o?o

smarter decisions and faster teamwork

@ Deliver consistent, future-ready experiences

@ Unlock capacity and fuel growth across all parks

Internal - General Use



What will be included? g
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Workday modules along the Landal employee journey:
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First scope:

HR Core: Centralizes employee data and streamlines HR processes

Recruiting: Enhances hiring with tools for job postings, candidate tracking, and interview scheduling
Onboarding: Facilitates smooth transitions for new hires with structured plans

Expenses: Simplifies expense reporting and reimbursement

Benefits: Direct access to employee benefits programs via Workday

Core Compensation: Direct access to employee compensation plans and salary structures

Workday Help: Centralized platform for employee support and inquiries

OO0 0000@O

Absence: Manages employee absence
Second scope:
O Time Tracking: Manages employee time tracking and attendance

O Learning: Provides online access to training and development resources
O Talent & Performance : Supports performance management, goal setting, and career development

O Scheduling: Helps efficiently staff operations with control over work schedules

Internal - General Use



HR Core

U728

Il = landal

//”“\\\\ Holiday breaks in nature

77N

N7




Introduction to HCM :
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Workday's Core Human Capital Management (HCM) is the backbone of HR operations, bringing people,
data, and processes together in one system. It centralizes employee information, organizational structures,
and workforce planning to ensure accuracy and efficiency.

It also streamlines position management, staffing actions, and employee transitions, while maintaining
compliance and transparency across the employee lifecycle.

In this section, you will learn how to:

« Loginto Workday

« Navigate the homepage, the menu and the worker profile
« Set up change your language preferences and delegation
« Perform actions and see notifications

« Change your own personal information

* View your support roles

Internal - General Use



Workday Introduction

How to Log in to Workday

Internal - General Use

Username

Password

Forgot Password?

© 2025 Workday, Inc.  Privacy

End-to-End Tenant!!!

Notice

Test here!!!

Status

Your Implementation tenant will be unavailable for a maximum of 16 hours during the
next Quarterly Service Update; starting on Friday, February 7, 2025 at 9:00 PM Central
European Time (Berlin) (GMT+1) until Saturday, February 8, 2025 at 1:00 PM Central
European Time (Berlin) (GMT+1).
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In the login fields, enter
your Workday username
and password.

— Click on the Sign In
button.
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How to Log in to Workday

Q
%)

Open the Microsoft
Authenticator app on your
mobile device.

Enter Security Code

End-to-End Tenant!!! - Retrieve the G-dlglt
verification code displayed

Notice .
@ Test here!!! in the app

—— — Enter the code in the
Enter the 6-digit security code found in your Your Implementation tenant will be unavailable for a maximum of 16 hours during the g I
authenticator app. next Quarterly Service Update; starting on Friday, February 7, 2025 at 9:00 PM Central WO r kd a y | O I n SC ree n a n d

European Time (Berlin) (GMT+1) until Saturday, February 8, 2025 at 1:00 PM Central

Security Code European Time (Berlin) (GMT+1). C I i C k S U b m it.

Internal - General Use
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Workday via Mobile

Download the Workday app
on your mobile device
through the app store.

New Ways to
. . . Submit Expenses
— Connect with organization ‘ — : Did you know thee are two casy ways
I D X go:medd YOl:;’ ” . i R to send expense receipts to Workday?
alendar to Workday

Plan for the days you'll be Email Forwarding
out by choosing calendars
to connect to Workday.

“ Y Tessy Share with Workday Mobile App

Upload photos of receipts from your
device using the Workday mobile app
for iOS or Android

Email to expenses@gms.com

— Enter your username and
password and log in

CSend this information to my phone)

Easily change your personal

information, add your January 2026 .
expenses Or en ter absen Ce D:BC Cf)mpany Holiday Party (Upload Receipt) <Book Travel > (meate Expense
through your mobile device.

Needs attention

1 Day - New Request |

Internal - General Use
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Live demo
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Support Roles
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Sachin Mystica

HR Generalist 1

Compensation
Time Off
Benefits

Pay

Contact
Personal
Performance

Career
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Feedback

bas

Internal - General Use

Q Search
Job Details Employment Data Service Dates Manager History Management Chain
10 items
Assignable Role Warker

Compensation Partner (Lacal)

Expense Partner

HR Business Partner (Local)

HR Generalist (Local)

Organizations

Support Roles

Job History Worker History

Role Enabled

Netherlands parcs

RP Group B.V.

Netherlands parcs

Netherlands parcs
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Additional Data
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Workday Introduction
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Introduction to Recruitment

m

In Workday HCM, Recruitment helps streamline and manage the entire hiring process, from job requisition creation to
candidate selection. Managers and recruiters can create and submit job requisitions, review applications, track
candidates, and manage approvals.

In this section, you will learn about:

«  Starting a job requisition process

+  The candidate lifecycle — reviewing applications and progressing candidates
+  Offer and hire process — managing interviews and candidate evaluations

+  Onboarding - hire completion, pre-hire completes onboarding tasks

Internal - General Use
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Live demo

Internal - General Use



Hire to Retire
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Workday Introduction
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Introduction to Hire to Retire

During an employee's lifecycle, there can be changes in their contract that need to be processed. They can move to
another position within the organization or they can move out of the organization.

In this section, you will learn about:
- Change job details
+  Termination

- Manager insights hub

Internal - General Use
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Live demo

Internal - General Use
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Workday Introduction
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Introduction to Expenses

The Expense Module in Workday allows employees to create and submit expense reports.

In this section, you will learn about:
*  Create Expense Reports

+ Add Expense Lines

After submission, Expense Reports will be sent for approval to the Manager and Payroll Team.

Internal - General Use
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Live demo

Internal - General Use
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Workday Introduction
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Workday Help Introduction

m

The Workday Help is a centralised support system that allows users to submit, track, and manage help cases
efficiently. Its purpose is to provide quick access to assistance and streamline issue resolution.

In this section, you will learn about:

. Create Cases
*  Help Articles

*  Help Cases Workspace

Internal - General Use
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Live demo

Internal - General Use
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Workday Introduction
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Leave of Absence and Time Off Introduction

Leave of Absence is a long-term absence from work (usually days or weeks) and may include specific
leaves like maternity or long-term care. Eligibility to claiming these leaves may differ from role to role.

Time Off is a short-term absence (usually hours or a day) requires prior approval. This can include
appointments or sudden days off. Eligibility to claiming these leaves may differ from role to role.

In this section, you will learn how to:

* Request Leave of Absence for Employee(s)
*  Return from Leave of Absence

« Request Time Offs for Employee(s)

« Viewing Absence Balances of Employee(s)

« View the Team Absence Calendar

Internal - General Use
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Live demo

Internal - General Use
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Wrap-Up

* Quick Reference Guides:
Workday @ Landal - HR System
Modernisation

* Drop-in sessions:
- 13th of October 10.00 CEST
- 20th of October 10.00 CEST
- 27th of October 10.00 CEST

* Any questions?

Internal - General Use


https://workday.landalonline.nl/
https://workday.landalonline.nl/
https://workday.landalonline.nl/
https://workday.landalonline.nl/
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Workday Introduction
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Navigation to Workday Features

= meny @ Q Search 0 a a Note: Once logged in, you

landlal

will land on the Workday
homepage.

— From here, you can
navigate through features

Hello There It's Tuesday, 4 February 2025 such as personal
information management,
Awaiting Your Action Quick Tasks pay stubs, time-off

requests, and other HR-
related tasks.

Youreiall caughtup:onyourtasks. / Directory by Location - Indexed \I
. J

/ Directory by Organization )
. 4

~

Internal - General Use
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Navigation to Workday Features (Contd.)

Q Search

1. Click the MENU button in
the top-left corner of the
homepage.

- The Workday MENU
button provides quick

It's Tuesday, 4 February 2025 access to all applications,

tasks, and reports in one

Quick Tasks central location.

Hello There

Awaiting Your Action

Youre:all caught:up.on yourtasks: \/ Directory by Location - Indexed \

< Directory by Organization

Internal - General Use
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Navigation to Workday Features (Contd.)

2. Click the Apps tab to select
the required process to be
performed.

Menu @
e Apps Shortcuts

Your Saved Order @

& Talent and Performance

— The Apps tab displays
different Workday modules
(also known as worklets)
that provide quick access
to key HR functions.

My Recruiting Jobs - Indexed
My Recruiting Jobs - Primary

Recruiter

43 Time Off and Leave

— The Shortcuts tab allows
users to customise and
access their most
frequently used processes
for quicker navigation.

& Time and Scheduling Hub

-
“%J Absence

(@) (7o)

Internal - General Use
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Navigation to Workday Features (Contd.)
e i @ () (Q | ) 2P 3. Click the Search bar
m looking fo.. x desired result to navigate
People Tasks and Reports Drive 4 ; dlreCﬂy tO that SeCtion.
N T ot
N l\\lﬂ ‘ \ Ui-‘i > {‘: - The Search bar is located at
o . ' the top of the screen.
Hello There It's Tuesday, 4 February 2025 .
- It allows users to quickly
find employees, reports,
Awaiting Your Action Quick Tasks tasks. and other Workday
ijn loonstroken D functions.
@ ::r:::m:l:] ::r:;\:zyment - Voluntary: Elly \\uj
[ Verlofsaldo \,
a T N B0 7

Internal - General Use
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Navigation to Workday Features (Contd.)
o o -] © 00

#1,
° = MENU 0 Q Search Q a
landal
Global Navigation Landal Logo Workday Search e ]
Menu button (Compan)g/) Notification bell Inbox Profile

4. The navigation bar is located at the top of the Workday homepage.
a. Global Navigation Menu - To access all Workday modules.
Company Logo (Landal) — To return to the Workday homepage from any screen.
Workday Search Feature — To quickly find tasks, employees, and other Workday functions.
Notification Bell - To view system notifications, reminders, and important updates.

Inbox — To access pending tasks, approvals, and messages.

+ 0 o0 T

Profile - To manage personal settings, preferences, and security options.

Internal - General Use
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Navigation to Workday Features (Contd.)

andal Q Search e @ @ a 5. Click the Notification bell
icon to view the list of alerts,

Notifications
approvals, and system
Viewing Al M a— Alert Notification Details =B .0 updates.

3 minute(s) ago

ID Document not valid on Start Date - - The NOtification Bell iCon

O ' Alert Notification ~ Notify Amy of 1D Document not valid on Start Date .
3 minut
e displays alerts,
i " . Creation Time 29/04/202508:01:03.854
Assign Employee Collective Agreement: Sanne Klereq H
Collectieve werknemersovereenkomst toewijzen - - a n n 0 U n C e m e nts 1 a n d Ite m S
Geannuleerd W Recipient Amy . ]
7 minute(s) ago .
Subject ID Document not valid on Start Date reqUIrIng your attentlon
Home Contact Change: Larissa De Roo Bod o . It . " berichten hreden. Het bericht A afaekant
Contactgegev & wiizigen - Met oltosid () ody e maximaal toegestane grootte voor berichten is overschreden. Het bericht wordt afgekap _
.‘: h:mni:)gzxe:s P R e suesseRae De maximaal toegestane grootte voor berichten is overschreden. Het bericht wordt afgekapt. H el pS yo u Stay u pdated
g Deze lijst is afgekapt. Voer het rapport 'Valicare Pre Hire Verification Expired Report - For Alert' uit voor meer o h d
Home Contact Change: Ina van Ommen informatie. Wlt SyStem_generate
Contactgegevens privé wijzigen - Met succes voltooid () oL .
12 hour(s) ago Goedemorgen collega, nOtlflcatlonS.

Internal - General Use
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Navigation to Workday Features (Contd.)

Sy
= MENU 2 11 = landal Q Search ﬂ

|2 | 6. Click the My Tasks icon to
e - | see your pending to-dos and

b items @ L7 Created 29/04/2025| Due: 01/05/2025 | Effective: 01/05/2025 . .
(=) MyTasks e | Allltems e complete required actions.
Q  search: All ltems t Maintain Employee Contract Contract: Sanne ) . .
Al ltems . L) - The My Tasks icon will
1% Advanced Search h d H t k
Part Of Data Change: Sanne on 01/05/2025 S OW your pen Ing as S
(5 Saved Searches v Contract: Sanne 20/04/2025 5y Employee  Sanne Klerog and tO'dO items.

Due: 01/05/2025
Current Job  Shift Leader 1

Effective: 01/05/2025 - Useitto quCkly access
£  Filters v - - i
Employee Contract  1003597-01 .
Contractverlenging: Jody 28/04/2025 Yy aCtIonS awaltlng your mPUt
Archi Updated: 28/04/2025 Contract Start Date  01/02/2023
rchive
it falr: Jod v Contract Details -
Uitdienst stagiair: Jody 28/04/2025 Yy d 5
[  BulkApprove Updated: 28/04/2025

C e G

)¢ Manage Deleaations Contractverlenaing: Sanne ... 27/04/2025 <y ¥

Internal - General Use
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Navigation to Workday Features (Contd.)

Sy,
= MENU ¢ 11 £ landal Q Search

Good Morning, On Behalf of: Amy It's Tuesday,
Awaiting Your Action Quick Tas
( Mijn I
Contract: Sanne \ Whior
@ My Tasks - 3 minute(s) ago e
DUE 01/05/2025 4’\ Verlofs:

n@ﬂg
o

2

On behalf of: Amy

cC O =% m®

View Profile

My Account

Favorites

Drive

My Reports

Documentation

Sian Out

Internal - General Use
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7. Click the Profile icon at the top
right to access your account
settings.

- The Profile icon opens your
Workday account settings and
user preferences.

- From here, you can log out or
update basic information.

a. Click the View profile button
to go to the Profile page.
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Navigation to Workday Features (Contd.)

S
= MENU z 1l = landal
L i

Amy

HR Generalist 2

( Actions )

= o

Summary

[&D

Job
Compensation

Absence

@ m =

Benefits

More (3)

Internal - General Use

Q Search

Location
Office Amsterdam

Manager
Marieke

2P a

Job Details

Employee ID

Supervisory Organization

Position

Business Title

Job Profile

Job Family

Employee Type

Management Level

Time Type

FTE

117382

Toplevel Supervisory Organization (Mikael
) => Employee Desk & HR Projects
(Marieke

HR Generalist 2 (On Leave)
HR Generalist 2

HR Generalist 2

CHRO > HR Generalist
Regular Permanent
Employee

Full time

100.00%

N7
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Note: You will be navigated
to the Profile page.

- The Profile page contains
your personal, job, and
contact details.

- Also includes tabs for
career, compensation,
hierarchy and more.
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Navigation to Workday Features (Contd.)

= MENU -: I'ij landal Q Search f,@ @ A
8. Click the Actions button to
A toain o Job Detais weyv available options and
HR Generalist 2 . aCtlonS.
Employee ID 117382
[ Actions .
— Toplevel Supervisory Organization (Mikael - The ACtIOhS bUtton OfferS
_ | >= Employee Desk & HR Projects e .
Actions Horker ] ene X context-specific options
X PDE .
Frequently Used Amy i(OnLeave) 0 e e for the selected item.
HR Generalist 2
Enter My Time . ... . .
R Contact HR Generals 2 - Use it to initiate actions like
View Support oles Email Eamy  @lendal.com CHRO » HR Generalis editing or viewing details.
Request Absence Work Address Reqular Permanent
C ) @ Wibautstraat 133 1097 DN Amsterdam North Holland Netherlands Employee
Benefits Full time
— e ¥ 10000%

Internal - General Use
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Navigation to Workday Features (Contd.)
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HR Generalist 2

( Actions )

Help

1 Job Change

dansn

Internal - General Use

Create Case (Advanced)

Benefits
Business Process
Calendar

Compensation

2 Wl

Q Search
Location Manager
Office Amsterdam Marieke
Leave)

© Wibautstraat 133 1097 DN Amsterdam North Holland Netherlands

Create Expense Report
My Expense Reports

My Expense Transactions

Edit Travel Profile

Manager

Location

loyee Desk & HR Projects (Marieke
ieneralist 2
Marieke (On Leave)

@ office Amsterdam

(On Leave))

o=

117382

Toplevel Supervisory Organization (Mikael
== Employee Desk & HR Projects
(Marieke

HR Generalist 2 (On Leave)
HR Generalist 2

HR Generalist 2

CHRO > HR Generalist
Regular Permanent
Employee

Fulltime

100.00%

N7
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Note: Scroll down the actions
list to discover more functions
related to your tasks.

In this example, we will scroll
and click Expenses to select
My Expense Reports tab.

- Allows you to explore
extended functions and
features.

- Scroll down to access

additional options not
shown initially.
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Create Job Requisition To create a new job requisition,

follow these steps:
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Create Job Requisition

Recruiting Information

1. Type Create Job Requisition

start Recruiting Details in the search bar
Number of Openings 2 2. Inthe first screen that opens
Job 1 you can decide how many
PR positions you want to open
Reason *
Attachments 3. Fillin all the required fields of
e Replacement For each page and click Submit
Summary Recruiting Instruction Note: This process is part of the Job
Requisition Business Process, which
Recruiting Start Date * Landal has designed with approvals
08-00-2025 and routing.

=) G

Internal - General Use
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Job requisition Detailed View

o
ol

oo

Overview Candidates Details Organizations Qualifications Job Postings

Requisition Compensation Interview Team Additional Data

( Copy To Create Job Requisition )

Requisition Details

Job Requisition JR100174 Accounts Manager (Open)

Supervisory Organization Training Demo Landal Administrative and General

(Roosa Brooklyn)

Number of Openings 1 available | 0 unavailable | 0 filled | 1 total
Position Accounts Manager (Unfilled)

Spotlight Job No

Referral Payment Plan (empty)

Available for Overlap No

Available For Hire Yes

Hiring Freeze MNo

Requester Roosa Brooklyn

Job Application Template AEpIiEat\o —En!): Resume (Mandatory)

Hiring Requirements
Job Details

Job Profile

Job Families for Job Profiles
Worker Sub-Type

Worker Type

Time Type

Compensation Grade
Remote Type

Primary Location

Primary Job Posting Location

Additional Locations

Additional Job Posting L ocations

Internal - General Use

Manager Accounting & Transformation
Shared Service Center

Regular Fixed-Term (Fixed Term)
Employee

Full time

Hay Level 17

(empty)

@ DNU DNU Training Demo Rabbit Hill
@ DNU DNU Training Dema Rabbit Hill
(empty)

(empty)

-

N7
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Detailed View of the Job
Requisition once created.
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. S . = =
Candidate Review, Interview and Ofter
= MENU :i:lz landal Q search Cp & A Ca n d idate
. JR100178 Accounts Manager (Open) 2 = = ReVieW: Recrl"te r/lelng
. - Manager evaluating and
" ", Roosa grockiyn . . .
E Recruiting Start Date  02/09/2025 - Today L) Hiing Menager 1 0 0 p rogreSS| ng a p p I i Ca ntS
Target Hire Date 02/09/2025 - Today - . ienienng offered
@ Primary Location @ DNU DNU Training Demo Rabbit ‘ . ! :;‘::‘:fhm - v th rough deﬁ ned Stages‘
Hill
. Offer Process: Formal
N Overview Candidates Details Organizations Qualifications Job Postings Workﬂow tO Create, approve,
and extend an offer, then
er. th
capture the candidate’s
Candidate Pipeline response.
Active Candidates 1 Referral ¢ Internal o Inactive o
@ Candidates by Active Stage Candidates by Source

Internal - General Use
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Review, Screening and Interview

Review — Recruiter checks

. Review Candidates Jr100174 Accounts Manager (Open) G2 ) ]
o —— fgg:ifzgg; against
@ (oranmttn ) (it ) (_osmtiyzers ) Screening — Recruiter or
“1 ) } . ) ) HR conducts an initial
. R evaluation (phone/virtual
S e [ : screen).
prrien e e AR =@ Interview — Structured
T e Sl e e [ 1 . = assessments with the hirir}g
e I — e | team, feedback captured in
s 2 . Workday.
0 D Com) Crmmmn) (0

Internal - General Use
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Hiring (Manager)

= MENU

= 11 = landal
g

Awaiting Your Action

a

Q search

Hire: Thijs Willems - Accounts Manager

My Tasks - 2 minute(s) ago
DUE 17/09/2025

Review Probation Period:

My Tasks - 17 hour(s) ago

Brown -

Good Evening, On Behalf of: Roosa Brooklyn

on 02/09/2025

P PR

It's Tuesday, 2 September 2025

Important Dates
You have no important dates coming up

Go to Team Calendar

Quick Tasks

Internal - General Use
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Once a candidate is
selected:

Extend offer in Workday
(Recruiter initiates, Hiring
Manager reviews).

Candidate reviews and
accepts offer.

Background checks and
pre-employment verification
are completed.

Initiate the Hire business
process in Workday to add
the emplovee record.
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Onboarding Setup (Emplovee)
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Q search

Good Evening, On Behalf of: Thijs Willems

Awaiting Your Action

a

2

complete video 1

My Tasks - 8 minute(s) ago

Home Contact Change: Manager Accounting & Transformation - Thijs Willems

My Tasks - 8 minute(s) ago

It's Tuesday, 2 September 2025

Announcements

1of1

We're Glad You've Joined
the Team

We are a company focused
on ideas and innovation an

Internal - General Use
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Onboarding ensures a
smooth transition for new
hires. Workday automates
key tasks:

Employee completes
personal information, tax,
and bank details.

HR sets up benefits
enrollment.

Manager assigns
onboarding tasks and
introductions.
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Onboarding Setup (Emplovee

= MENU H Q search I:p § &
a a
o All ltems Gitems Y¢ @ 7 Created 02/09/2025 | Effective: 02/09/2025
EIR | Q  search: Allltems Complete To Do complete video 1 fot
$4  Advanced Search
For Accounts Manager
@ a
~ complete video 1 02/09/2025 {? Overall Process  Hire: Thijs Willems
e Rl Overall Status Successfully Completed
e
N Due Date 17/09/2025
Home Contact Change: Manager  02/09/2025 <7
M?"""_t'"g &Transformation - Instructions Please use the link below to complete the video.
Thijs Willems
Effective: 02/09/2025
Related Links 1 item HE=E B
Change Emergency Contacts 02/09/2025 % A
7 Related Link Link Description
. v
Update Commuter Details 02/09/2025 ¥ S S
8. 4 »
Effective: 02/09/2025
: - Q[ @D ) ()
FENY 4 Iy

Internal - General Use

DS
Manager assigns
onboarding tasks and
introductions.
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Start Job Change
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To start a job change, follow

these steps: Start Job Change x
1. Typeinthe search bar Start
Job Change Please fill in Working Time Value, Frequency and Unit for any Flexijobbers with Time type Subtype "Jaarurennorm’ and "Jaarurennorm HK'.

2. Fillin the name of the
Worker you want to start

the change for Worker *

3.  Choose what type of job X Nina Schouten (-0 =
change you want to do
- Change Job Details What do you want to do? *

- Transfer worker to a
different manager
- Change scheduled weekly

hOU rs 'i::' Transfer werker to a different manager

Search

£y N
(_J) Change Job Details

—

4. By choosing Change Job () Change scheduled weekly hours
Details, you can make
multiple changes at the “
same time (use this for
example for Promotion)

Internal - General Use



Oftboarding & Terminate

Internal - General Use

Terminate Employee

Employee *

X Noah Visser (e:+)

N7
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The termination process
ensures a compliant and
smooth exit:

Manager or HR initiates
termination.

Workday routes approvals
and captures termination
reason.

IT deactivates system
access and retrieves assets.

HR managdes exit interviews
and final settlement.
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Create Expense Report

Here are the steps to create and submit expense
reports:

1.

7.

Click on Expense Hub from the menu on the left
side on the homepage and click on Create
Expense Report under the Tasks section on the
first page

You can also type Create Expense Report in the
search bar to immediately go to the task

Add a description of the expenses under Memo

The fields Company, Expense Report Date and
Cost Center are auto populated

Fill in the Location according to My Worktags

Select Enable Tax to apply tax to the expense
report

Click OK to proceed

Internal - General Use

Note: In Expense Hub, you can also view existing
expense reports, access expense transactions, view
your travel profile and payment election details.

Create Expense Report

N7
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() Copy Previous Expense Report [

(O Create New Expense Report from Spend Authorization

Memo *

Company * e )
My Worktags
Active Locations by Location

*
Expense Report Date Hierarchy

By Location Hierarchy
(nonhierarchical)
Cost Center *

All Locations

Location * | Search

Additional Worktags

Enable Tax D

cancel “
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Add Expense Lines

After creating the Expense Report, follow these steps to
Expense Lines:

1.

Click Add under Expense Lines, to add your expense
line details

Select the Expense Date and Expense ltem

You can filter the Expense Item by Expense Item
Group, Spend Category or By Alphabetical Order

Based on the Expense Item that you select, certain
fields will auto populate or become required

Fill in all required fields

Click on Submit if you only have one Expense Line or
scroll up and click on the Add button to add another
Expense Line in the Expense Report

The request will be sent to the Manager and Payroll
Team for approval

Internal - General Use

Expense Line

Drop files here

Select files

I ' )

ExpenseDate  * | 02-89-2025 []

X WFH Allowance

Expenseltem  *

Quantity * |1

Per Unit Amount 2,40

Total Amount 2,40

Currency EUR

Memo *

N7

N
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Instructions

Please enter the number of days you worked from home in the "Quantity"
field. In the "Memo" field, specify the exact dates you worked from home.

Receipt Included [ ]
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Create Case for Self

I\

To create a help case, follow these steps:

1. Go to Help from the left side menu on the homepage on
click on Create Case or type Create Case in the search bar

2. Fillinthe Case Type, Case Title and Detailed Description

3. You can also add an attachment (for example a print
screen)

4. After youfilled in all the fields, click on the Create Case
button

5. When the case is created, you are redirected to a =y - ]
confirmation page where you can navigate to all the cases
you have logged or view the case you just submitted

Internal - General Use
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Create Case for Employee

To create a help case, follow these steps:

1. Go to Help from the left side menu on the homepage on

click on Create Case or type Create Case in the search bar | =w. 2 Q sewcn PP a
! w =
2. Fillin who you want to open a case for in the field Create He s > Cesecase Suggested Resources
For Create Case

3. Fillin the Case Type, Case Title and Detailed Description

4. You can also add an attachment (for example a print
screen)

5. Afteryou filled in all the fields, click on the Create Case
button

6. When the case is created, you are redirected to a
confirmation page where you can navigate to all the cases
you have logged or view the case you just submitted

Internal - General Use
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Help Cases Workspace

To navigate to the Help Cases Workspace as a Case
Management Administrator to manage all cases,
follow these steps:

= MENU ‘:‘:'I:'I Q Searc C@ é A
1. Go to the Help Case Workspace from the left seeet
Side menU On the homepage = Alcwes All cases ¢ Refresh Last updated 1810 All (15) Assigned to you (2) Unassigned (10) @
B8 HR Generalist
. . (Netherlands) (11) Q Filter by Case ID, Keyword, Labels, or People 15 Cases
2. You will automatically see all cases that are e e e
< My watched cases
Currently Open =  Archived cases O ;T:S'?‘iugzomz Absence g:::::sdagu g:vseifsr::“zsd &) Not assigned L=
3. In the menu on the left you can select a group to SK - 3 e OO mE @ Soiy  wemosss
only see the tickets that are assigned to that P e
rou [A  Create case for employee TestDemo-l
IO O Qe Gt SIS s s @
. . < Request Time-off
4. You can click on Assigned to you on the  CasEO0O0O028

homepage to only see the tickets that are
assigned to you

5. You can also use the filter options to sort and
filter on Type or Status

Internal - General Use
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Manage Cases

To manage or resolve a case, click on the case you
want to manage or resolve and follow these steps:

1. From the Message tab you can use predefined
templates by clicking on the Add Template
button

= MENU KON Q  RPL- Absence Test Population ® CP § a

= Allcases B AddFollow-UpDate  ¢? Link & Share  ® Watch @

2. You can also message the ticket creator directly ® o et Willem
by typing a message and clicking on Send

CASE00000037: Test

© My watched cases how in Timeline: ~ Activity O Notes Messages &
Manage  Overview  Files I

5  Archived cases

3. Add Internal Notes to tag colleagues you might .
need help from direct in the ticket. This will not be
shown to the ticket creator

[2  Create case for employee
Change Status
6 e <O

4. In the right-side menu, you can assign the ticket <
to a Team and/or to an Assignee directly,
Change Status, Update Type, Add Flag or Label

5. On the right-side menu if you scroll down, you
can also find personal information about the
ticket creator (for example location)

Internal - General Use
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Notification

If a case is assigned to you, you will receive a notification in the bell icon. You can directly go to the case by
clicking on the button View Case:

= MENU [‘:L'“ Q Search
Notifications
Viewing Al « | SortBy Newest [~ Case CASE00000037 is assigned to you. H o o T

From Last 30 Days
1 minute(s) ago

. . -
Case CASEQ0000037 is assigned to you. ' Case CASE00000037 is assigned to you
Case CASE0Q0000037 is assigned to you. O

1 minute(s) age

Case CASE00000037 has been created and assigned
to the HR Partner (Netherlands) service team.

Case CASE0Q0000037 has been created and assignedto ()
the HR Partner (Netherlands) service team. )

4 minute(s) age

Onboarding Setup for Hire: Lucas - General
Manager 1 on 14/02/2025
0Onboarding Setup - [not available]

24 minute(s) ago

Assign Organizations: Lucas v

Internal - General Use
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Help Articles Workspace

To navigate to the Help Articles Workspace as a Case Management Administrator to manage articles, follow these
steps:

1. Go to the Help Articles Workspace from the left side menu on the homepage
Click My Drafts section to access your draft articles

Click My Published section to access your published articles

Click Published section to access all the published articles

Click Archived section to access the archived articles

o o~ WD

Click the Create New Article button section to create and publish new articles

Internal - General Use
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Create New Article

To create a new article, follow these steps:

1. Enter a title (this is how employees can find the article)

2. Enter the content of the article on the main page and use formatting where necessary

3. Enter the mandatory details in the Settings section on the right side as per your article requirements
4. When you are done, click Preview to see how the article will look
5

Once you are satisfied, click Publish to make the article available
= MENU {li?lz1r](l;1l Q Search & é A

< Go to Help Article Workspace

Untitled Article ()

File Edit Format Insert View

A A | Normal vi20v|B I M &=k |Av v i=v]iEv]= Byvev+v 4B

»
»

Settings
Start writing here.

Set Article Language *

<

‘ Choose an option

Category *

Internal - General Use
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Request Absence (on behalf of)

Here are the steps to Request Leave of Absence on behalf of
another employee:

q
For: Pieter

Ab:
(

Myself) | Request on Behalf Of

1. Go to the Worker Profile of the employee you want to
request leave for, click on Actions, choose Time and
Absence and click on Request Absence for a Worker

Calendar Date Range

March 2025 v < >

2. You an also select Absence from the left-side menu on the
homepage, click on Request Absence, click on Request on
Behalf Of and select an employee

3. You can use the Calendar to click on individual days or fill in
a Data Range

4. Click on Continue and a Type of Absence: Leave of

Absence and choose a type of absence (for example NLD
ma 8 sep. — vr 12 sep.

Sick Leave)
I . . i . Type of Absence*

5. Fillin additional fields if needed and click on Submit and e =

Done £ Leave of Absence
Note: if you fill in an Estimated Last Day of Leave, it does not mean that the () NLD Adoption Leave
employee is automatically returned on that day. You still have to initiate a () NLD Long Term Care Leave
Return from Leave of Absence process (©) NLD Short Term Care Leave

() NLD Sick Leave

Internal - General Use
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Return from Leave of Absence

Here are the steps to Return from Leave of Absence on behalf of another employee:

1.  Go to the Worker Profile of the employee you want to return from leave, click on Actions, choose Time
and Absence and click on Return Worker from Leave

2. You can also go to Absence from the left menu on the homepage, click on Request Return from Leave
of Absence and select the worker you want to return from leave

3. Fillin the First Day Back at Work and the Actual Last Day of Absence (note: the First Day Back at
Work needs to be after the Actual Last Day of Absence)

Return Worker from Leave Pieter (On Leave) (=

First Day Back at Work | 88-09-2025 [

Absences Returned From 1 item

Select *Event
NLD Sick Leave (04-09-2025) 04-09-2025 09-09-2025
87-09-2025 [o]
v

Internal - General Use

a
First Day of Absence Estimated Last Day of Absence Actual Last Day of Absence I
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Team Absence Calendar (Managers) ’,!,!f

To see who of your team is currently on leave and for how many hours:

1. Go to the Time and Scheduling Hub from the menu on the left side

2. Click on Team Absence Calendar and click on the OK button

3. You will see the current week and any absences that are planned and the status.

You can navigate between weeks or click on Week to change the view to a monthly view.
? Time and Team Absence Calendar il
Scheduling Hub I«
Today < » 28jul. - 3aug. 2025 Week ¥
B8  overview
[E!  Scheduling ma 287 di 297 w0 30-7 40317 w18 za28 2038
E Review and Approve Time 7.6 Hours
~ Approved

G—) Edit and Approve Time
ﬁgﬁ Direct Reports ~

Ol Operational Analytics

E Team Absence Calendar

Internal - General Use
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Team Absence Calendar (HR)

To see who is currently on leave and for how many hours:

1. Go to the Time and Scheduling Hub from the menu on the left side
2. Click on Team Absence Calendar and click on the OK button

3. Select an Organization or one or multiple Workers
4

. You will see the current week and any absences that are planned and the status.
You can navigate between weeks or click on Week to change the view to a monthly view.

Internal - General Use
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Request Time Off (on behalf of)

»
7

To request Time Off (on behalf of) you follow the same steps ¢ gfg“esmbseme
as:

Fri, 8 Aug

1. Select Absence from the MENU list

Type of Absence™

Search

Click on Request Absence

Time Off

Click on Request on Behalf Of and select an employee Leave of Absence

S

You can use the Calendar to click on separate days or fill in
a Data Range

5. Click on Continue and a Type of Absence: Time Off or

Leave of Absence

6. Fill the amount of hours in Hours (Daily) and click on
Submit Request

7. To view the request, you can click on Go to Calendar to
see the request in the Manage Absence task of the
employee

Internal - General Use



Workday Introduction

N7

I\

\\\\\Il//,,
TN

Absence Balances

To view the absence balances of employees you can:
1. Go to the Worker Profile
2. Click on Absence

3. Click on the tab Absence Balance

You will find all absence balances as of the current period you are in.

Internal - General Use
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