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workday.

Creating a New
Position

Action: Manager
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Create a nhew position

G =5 hitpsy/wdS-impl.workda frhsc2/d/h htmid

*

(Q create position @)

Create Position

Task @

Create Swap Positions List
Task

Create Job Requisition
Task

[}

Create Position

Create Account Posting Rule Set
Task

=

Supervisory Organization *

Let's Get Started

Create Confidential Job Requisition
Task

Create Job Requisition Condition Rule
Task

Awaiting Your Action
Create Job Requisition Event Condition Rule

Task "

= My Tasks - 17 hour(s) ago VIEW MORE

R

Assign Establishment for Hire: Sr Accountant on 01/29/2024

= R —

1.  Search create new position
2.  Add Supervisory Organization- this is the hiring manager

workday.
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Fill out required fields

Create Position

Supervisory Organization

Pasition Request Reason ‘

Job Posting Title *

Mumber of Positions *| 1
Hiring Restrictions Qualifications
Availability Date * | MM/DD/YYYY [ |
Earliest Hire Date *| MM/DD/YYYY [ |

Ne Job Restrictions i)

Job Family

Job Profiles for Job Family  (empty)

Job Profile

Job Deseription Summary [

Job Description

m ( Save for Later ) ( Cancel )




Position Regquest Reason

Create Position

Supervisory Organization

Position Request Reason

Job Paosting Title *
Mumber of Positions *
Hiring Restrictions s

Availability Date

Earliest Hire Date

Mo Job Restrictions

6/4/2024

Search
& Create Position > Create
Position

() Create Position » Create Position =
= Budgeted 5{?_":]

% Create Position » Create Position »
" Conversion

4 Create Position » Create Position > Not
" Budgeted

7y Create Position = Create Position =
" Replacement

=T MNFETrTTTT El
* | MM/DD/YYYY [ |

|

Create Position

Supervisory Organization

Position Request Reason » Create Position = Create
Position = Replacement

Job Posting Title * | Customer Service

Number of Positions *|1
irmnn Dacteistomng Mralifiratinme
Job posting

title= what will
show externally.




Add Required Dates

Hiring Restrictions Qualifications
Availability Date *| 89/25/2023 [ |
Earliest Hire Date *‘ B89/25/2823 E I

No Job Restrictions |

Availability date= when it will show on
Workday

Earliest hire date= can’t hire prior to this
date

6/4/2024




Add specifics around job role

Earliest Hire Date *| 89/25/2823 E l

No Job Restrictions ]

Job Family

Job Profiles for Job Family  {empty)

Job Profile * Customer Service Trainee -

Job Description Summary

Job Description B I U A~ HE % E
F:

Location * DDMI - Farmington Hills -

Time Type ® Full time

Worker Type * Employee

Worker Sub-Type * Regular [2

Critical Job B

Difficulty to Fill

enter your comment

-

( Save for Later ){ Cancel )




Fill in all blanks

Total Base Pay
@ 19.842 USD Howly added

Guidelines

Total Base Pay Range &
o 17.68- 2416 USD Hourly added

Compensation Package
o General Compensation Package added

Grade
@ 889 Grade 3 added

Grade Profile
(empty)

Step
» Grade 3-19.84 USD added

Progression Start Date
o 09/25/2023 added

Salary

Hourly

Assignment Details * &
o 19.842 USD Hourly added




nsure merit and bonus are accurate

Merit

Assignment Details L L
® 3.00% Annual added

Plan Name
» Delta Dental of Michigan Merit Plan  added

Effective Date
® 09/25/2023 added

Bonus

Assignment Details X -4
» 0% Annual added

Plan Name
# Delta Dental of Michigan Bonus Plan  added

Effective Date
o 09/25/2023 added

6/4/2024




Approval by Compensation

Success! Event submitted

Up Mext: Compensation Partner | Approval by Compensation
Partner

It's Thu

6/4/2024




Review Tasks show under Awaiting
Your Action

= MENU Q search

Let's Get Started

Awaiting Your Action

@ Propose Compensation Hire: - Customer Service
My Tasks - 1 minute(s) ago
@ Assign Establishment for Hire: - Sr Accountant on 01/29/2024

My Tasks - 18 hour(s) ago
Absence Request:
@ My Tasks - 23 hour(s) ago

DUE 01/22/2024

B Goto My Tasks (97)

Team Highlights

It's Thursday, January 18, 2024

Important Dates

JaN - Anniversary v
31

Go fo Team Calendar

Your Top Apps

My Team Management
Career :

Talent and Performance

o=

6/4/2024




Success!

6/4/2024

L

Success! Event approved
Up Next: HR Partner | Onboarding Selup for Hire

Customer Service Trainge on 09/25/2023 - Onboarding Setup |.

View Details

WOrknr HITCINIE s

d:



Review tasks Awaiting Your Action

Good Morning,

Awaiting Your Action

Onboarding Setup for Hire: - Customer Service Trainee on 09/25/2023
@ My Tasks - 30 second(s) ago
DUE 01/19/2024

6/4/2024




Welcome Message Dashboard

Onboarding Setup Tr &

Created: 01/18/2024 | Due: 01/19/2024 | Effective: 09/25/2023

- ; ¥ 7 rom—— — = Helpful Contacts
Message Congratulations and Welcome to the Team! The whole team is excited to be worki ng with you! Feel

free to reach out to other team members below. You can find their work email by hovering over their
name and clicking the yellow brick icon that appears to the right.

53 f

Select Pecple

Fel

People to Meet

Select People r Notify
Notification Subject * | ¥ou have been selected as a helpful conta
L
Notification Header
Notify

Start Date: 09/25/2023

Motification Subject  * | You have been selected as a person to me

Notification Message * | You've been designated as someone that would be able to assist a relocated worker. Please support

them as they get situated by answering questions or providing requested information
Notification Header

Start Date: 09/25/2023 s
Notification Message * You've been selected as someone that a new hire on your team should contact during their first week =
with the organization. Please meet with the new hire and answer any questions they might have, or
direct them to the appropriate resource that would be able to assist them,

LA

Helpful Contacts

Select People

m Save for Later ) (_ Cancel )

6/4/2024




Submit One time bonus- this should
auto-fill

Request One-Time Payment =+ Customer Service Trainee

One-Time Payment Summary

Summary

Effective Date * s

09/25/2023

Employee Visibility Date
Reason

Total Amount Requested

0.00 UsD

One-Time Payment

SN1ET YOUr CommMent
[

L Deny ) (_ Save for Later ) ( Close )l

6/4/2024




Success!

] TG

X
Assign Est. be Trainee on 09/25/2023
Success! Event submitted
Created: 01 /18, Up Mext: i | Assign Establishment [:.}
View Details

Effective Date -

- G

Organization

Pasition Customer Service Trainee
Location DDMI - Farmington Hills
Company Delta Dental Plan of Michigan, Inc

Establishment * | x 2 .DDMI Farmington Hills [2 =

enter yourc omment

6/4/2024




Review Assign Establishment

AESigI‘I Establishment Assign Establishment for Hire: - Customer Service Trainee on 09/25/2023 [«

Effective Date * 09/25/2023

Worker . .
Review and ensure is accurate.

Organization

Positicn Customer Service Trainee
Location DOMI - Farmington Hills
Company Defta Dental Plan of Michigan, Inc.

Establishment * | = 2 - DDMI Farmington Hills [A

enter your commaent

Process History

Assign Establishment- Awaiting Action

6/4/2024




Employee Actions




Next steps for employee

Success! Event submitted

Up Neaxt: Complete Form [-9:
Complete Form 1-9 | Due Date 09/28/2023
Wiew Details

6/4/2024




Employee view

Implementation - thse?

o
o

[=1]

il

MENU

Team

oo
on

Compensation

Benafits

Absence

Pay

contact

Personal

Performance

Career

@ B kELRME B

6/4/2024

Q ® Dﬁle@g

Job Details Employment Data Service Dates Manager History Chain rganization: Support Roles Job History worker History

Job Details

Employee ID

Supervisory Organization
Paosition

Business Title

Job Profile

Job Family

Employee Type
Management Level

Time Type

FTE

Location

Hire Date

Original Hire Date
Continuous Service Date
Length of Service

Time in Position

Time in Job Profile

Establishment

ﬂj_

Contact Information - Public

Work Address

Board of Directors [C] »
Customer Service Trainee
Customer Service Trainee
Customer Service Trainee
(empty)

Regular
Non-Manager
Full time

100.00%

@ DDMI - Farmington Hills
09/25/2023
09/25/2023
00/25/2023
O year(s), 3 month(s), 24 day(s)
0 year(s), 3 month(s), 24 day(s)
0 year(s), 3 month(s), 24 day(s)

2 - DDMI Farmington Hills




Review Worker History

Job Details Employment Data Service Dates Manager History Managament Chain Qrganizations Support Roles Job History Worker History

(_ View Worker History by Category

sl

Worker History 19 items E |.1 E
Business Process Effective Date Initiated On Due Date Compléted On Status Assigned To
Payment Election on 01/18/2024 01/18/2024 10:01:50 01/20/2024 In Progress
AM
Personal Ir

ormation Change: 01/18/2024 10:01:50 In Progress
(United States of Am )

Prefered Name Change: 01/18/2024 10:01:50 In Progress
AM
Change Emergency Contacts for Onboarding: 01/18/2024 10:01:50 01/20/2024 In Progress
Chrig Stewart AM
1D Change 01/18/2024 10:01:50 In Pragress
AM
Assign Estabiishment for Hire 097252023 01/18/2024 10:01:50 01/18/2024 10:05:07 Successfully Completed
Customer Service Tralinee on 09/25/2023 A AW
Onboanding for 09/25/2023 01/18/2024 10:01:50 011972024 01/18/2024 10:01:50 Successfully Completed
AM AM
09/25/2023 01/18/202409:56:19 | 01/19/2024 01/18/2024100150 | Successfully Complated
AW AM
Benefit Change - Hire 06/25/2023 01/18/2024 10:01:50 02/17/2024 In Progress
09/25/2023 A
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