Where In Workday?	[image: ]

The Texas A&M University System is replacing its current payroll and human resource systems with a modern, user-friendly system called Workday. You can access Workday through the Single Sign On menu (SSO) using your UIN and password, just like you do today for HRConnect, iBenefits, TimeTraq and LeaveTraq.
Here is what you will be able to see and do when Workday goes live December 17, 2017:
	Activity
	Who is Affected
	Current System
	Workday Worklet

	· Enroll in annual benefits
· View benefits information and deductions
· Update a life event change* (i.e. marriage or dependents)
· Add / Change beneficiary
	[bookmark: _GoBack]Faculty who receive Benefits
	iBenefits
	Benefits
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	· Change home address
· Add / Change emergency contact
	Faculty
	HRConnect
	Personal Information
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	· View paychecks (referred to as payslips in Workday)
· View / update direct deposit information (up to five accounts)
· View / update tax withholding 
	Faculty
	HRConnect
	Pay
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	· View pay history prior to January 2018
· View 2017 and previous W-2s
	Faculty
	HRConnect
	HRConnect Legacy (available on SSO menu)

	· Change your legal name*
· Change your preferred name
	Faculty
	HR Representative
	Personal Information
[image: ]

	· View departments within your institution / agency
· View departments at other A&M System members
· Search the A&M System-wide directory


	Faculty
	N/A
	Personal Information
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	· Request vacation and sick leave 
· View vacation and sick leave balances
	Faculty who are eligible for Sick and/or Vacation Leave benefits
	LeaveTraq
	Time Off
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	· Approve time off requests
· View team time off calendars (Manager security role only)
	Faculty
(who manage at least 1 employee)
	TimeTraq
	Team Time Off
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[bookmark: _Hlk499016149]In January 2018, the EPP will be replaced by a new program called Save for Summer. EPP participants as of December 1, 2017 will be automatically enrolled in Save for Summer on their January 2, 2018 paycheck.

If you want to continue to have the A&M System withhold a portion of your net pay and insurance premiums, you don’t need to make any changes right now. 

As a reminder, you can change your EPP elections or withdraw from the program at any time through the AgriLife Payroll Office. You will also work with the AgriLife Payroll Office to make changes to or withdraw from the Save for Summer program after January 1, 2018.

	Save for Summer
	Extended Pay Plan

	Withhold flat, dollar amount of net pay
	Withhold % of net pay

	Enroll using a paper form
	Enroll using a paper form

	Withdraw at any time; receive held back pay in the next paycheck
	Withdraw at any time; receive held back pay in the next paycheck

	See your current balance through a Workday report
	Contact AgriLife Payroll to see your current balance



For more information about changes with Workday, please visit Workday Help on the SSO menu or contact your local benefits administrator.
*Certain life event or legal name changes may require additional documentation such as copies of a marriage license or birth certificate before changes are approved and reflected in Workday.
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