Bramble, Tracey

From: WorkDay, DOT [DOT]

Sent: Thursday, September 12, 2019 2:25 PM

To: DOT-AG-SUPV-GL

Subject: Workday UPDATE — Managers and Supervisors

One of the great things about Workday is the system is continually adding new functions and tools to help us work
smarter. One new tool in the latest update is the ability for managers to create and assign a custom work schedule for
an hourly employee.

When an employee requests a work schedule that is not listed as a “Work Schedule Calendar” option, you as a manager
or supervisor can create that schedule.

Remember, salaried employees do not need to create work schedules in Workday.

For more information on creating a customer work schedule for hourly employees, go to the job aid at
https://iowadot.gov/workday/docs/employee/Changing%20Work%20Schedules.pdf.
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SETTING YOU THEREE:



