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Change Network Agenda
March 21, 2023

• Cutover 
• Capital Planning
• Payroll Update
• Workday Help
• Change Network Resources
• Self-directed Support & Pegasus Tickets
• Training & Demo
• Employee Go Live Checklist
• Next Steps
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Cutover
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Cutover Connection

New Activities & Key Dates
• New activities highlighted in orange
• Key dates: 3/21 Last day for T&E 

card charges to post to Concur
• 3/22 Last day to submit Concur 

expense reports
• 3/27 Last day to approve            

Concur reports
• 3/27 Onboarding Portal is no   

longer available

Expense all Future-Date Travel in 
Concur by 3/22
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March Close

• Follow existing procedures, journal entries, etc. 
when finalizing March transactions 

• We will complete our March financial close in our 
legacy systems

• March data will be brought into Workday after 
close (mid-April)
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Capital Planning
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Workday Capital Planning - Overview

• All Capital Requests will begin with a user submitting a Capital Request form.

• Users can review their own Capital Requests and the status of those 
requests.

• Capital Requests are reviewed, edited, and approved using the system.

• Budgeting and Checkbook tools are available.

• The user will complete Capital Requisitions once all approvals are complete.



Capital Planning - Process

This flow chart illustrates 
the process for Capital 
Planning at VUMC.

Please note the sections 
in blue on the left side of 
the table to understand 
your specific role in this 
process



Capital Planning - Landing Page

This image is the 
landing page for 
every Capital Request 
tool. 

Based on specific 
roles, user will only 
see necessary tools 
for their role.
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Payroll Update
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Payroll Update

• Search ‘My Payslips’ to view 
My Payslips report

• First Workday payslips:

•Hourly =April14th (viewable 
on April 13th)

• Exempt = May 1st (viewable 
on April 28th)

Payslips for pay 
periods prior to go-
live will be in C2HR
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Payslip Quick Reference Guide 
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Self-directed Support Processes
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Workday Self-Directed Support Model for End Users 

Step 1: Self-Help

• Training

• WalkMe

• Quick Reference 
Guides

• FAQs

• Finance 
Translators

• Report 
Crosswalks

• Workday Help*

Step 2: Super User 

• MyWorkday 
inbox

• Super User 
Support Teams 
channel

Step 3: Pegasus 
Ticket

• Technical fix

• Enhancement 
request

• Security request

Step 4: Manager 

• Workflow 
changes

• Roles & 
responsibilities

*If your question/issue would previously have been answered by the Employee Service Center, you can submit a case via Workday Help.
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(Finish)

CC contacts Tecsys, 
WD, and/or EPIC 

Teams for resolution

Project Team member joins 
Command Center TEAMS bridge 

call if impacting patient care 

ATE contacts on-site project team member 
to troubleshoot or enter Pegasus ticket for 

CC/IT support

End User contacts At the Elbow (ATE) for support

(Start) - End User issue encountered –> Review SOP and ensure 
process steps are followed

Version: Go Live

Roles and Responsibilities      
ATE = At the Elbow support to 
troubleshoot and expedite issues to 
Project/IT team with priority level
Project Team Members = On-site 
technical, process, and hardware 
support
CC/IT Team = Dispatch the issues w/ 
Pegasus through hierarchy of support 
and assign priority
PMO = Monitor issues, document,                                                             
escalate, and report resolution timeline
Tecsys, WD, EPIC Team = Resolve                       
high level system and integration issues

Tecsys 
Escalation 
Hierarchy
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Workday Help
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Workday Help to replace 
Human.Resources.VUMC@VUMC.org for 
general HR inquiries and service requests  

Workday Help includes a Case 
Management Tool with:

− Case tracking

− Response time tracking

− Case Escalation

− Resources/Knowledge Articles

Workday Help for HR Questions & Issues

mailto:Human.Resources.VUMC@VUMC.org
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MyWorkday Online Resources
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Online MyWorkday Resources
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Pegasus Ticket Support Process
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NEW Pegasus Self-Service Ticket Entry for all End Users
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Ticket Submission Guidelines
Which type of ticket should I submit?

Something is Broken: Workday

•Error Messages

•Data Fixes

•Login Issues

•Report Timeout

•Function Issues

Something is Broken: Tecsys

•Error Messages

•Data Fixes

•Login Issues

•Report Timeout

•Function issues

I Need Work Done (Tecsys or Workday)

•New Cost Center or Program Request

•New Report Request

•Enhancement Request

•Delegation Exception Request

•Security Change Request

https://www.vumc.org/myworkday/sites/default/files/public_files/Workday%20Pegasus%20Ticket%20QRG%201%20-%20Workday%20Issue.pdf
https://www.vumc.org/myworkday/sites/default/files/public_files/Workday%20Pegasus%20Ticket%20QRG%202%20-%20Tecsys%20Issue.pdf
https://www.vumc.org/myworkday/sites/default/files/public_files/Workday%20Pegasus%20Ticket%20QRG%203%20-%20General%20MW%20Request.pdf


2525Copyright © 2021 Deloitte Development LLC. All rights reserved.

Training
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Training Update

• Training has been assigned by security role
• Weekly updates as edits to security roles are made
• Role Guides are available on the MyWorkday website or LMS
• New Hires are being enrolled weekly

• All MyWorkday training is open for self-enrollment
• Find additional training in the LMS using the keywords:

• Tecsys
• MyWD

• Workday Curriculum

https://www.vumc.org/myworkday/sites/default/files/public_files/Training/Curriculum_Supplemental_QRGs.pdf
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Training Update

• WalkMe ‘Guide Me’ assistance is available for key workflows

• Updating Personal Information
• Purchasing
• Receiving
• Expense Reports
• Delegation
• Payroll Costing Allocations
• PTO

• WalkMe Add-in Manual Installation Guide for Macs

https://www.vumc.org/myworkday/sites/default/files/public_files/Training/WalkMe_Mac.pdf
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Training Update

• Leaders should check the MyWorkday dashboard to ensure their teams 
have completed required training

• Workbook: MyWorkday Curriculum Dashboard

• Quick Reference Guides can be found on the MyWorkday Training Hub

https://tableau.app.vumc.org/t/HR/views/MyWorkdayCurriculumDashboard/MyWorkdayCurriculumDashboard?%3Aembed=y&%3Aiid=2&%3AisGuestRedirectFromVizportal=y#1
https://www.vumc.org/myworkday/training-hub
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From here to April 1 go-live
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Workday Cost Center Translator

• On-line tool to provide cost center conversion from current GL to new Workday cost 
center worktags and other funding worktags (grants, gifts, programs)

• Searches based upon an “equal” cost center value as well as cost center “starts  with”, 
“contains, and “ends with” criteria to view multiple worktags where relevant 

• Information returned provides funding source related worktags

• Tool supports export to Excel for query results
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Workday Ledger Account Translator

• On-line tool to provide GL account conversion 
from current GL to new Workday ledger 
account, spend category, and  revenue category 
worktags 

• Searches based upon an “equal” account value 
as well as “starts with”, “contains”,  and “ends 
with” criteria to view multiple worktag values 
where relevant 

• Tool supports export to Excel for query results
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Reporting Crosswalks

Workday_Report_Crosswalk.pdf (vumc.org)

Workday_Report_Crosswalk.pdf (vumc.org)

https://www.vumc.org/myworkday/sites/default/files/public_files/Training/Workday_Report_Crosswalk.pdf
https://www.vumc.org/myworkday/sites/default/files/public_files/Training/Workday_Report_Crosswalk.pdf
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Reporting Crosswalks

Workday_HR_Report_Crosswalk.pdf

https://www.vumc.org/myworkday/sites/default/files/public_files/Training/HR_Report_Crosswalk.pdf
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As we wrap up….
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Employee Go-Live Checklist
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Stay connected…

• Review Cutover Connection communications

• Watch for MyWorkday Go-Live at a Glance 
beginning April 1

• Read MyVUMC MyWorkday articles

• Any late updates will be sent from MyWorkday

• Ensure that required training assigned to your team 
is completed by April 1 

• Make sure your teams know your Workday Super 
Users and Tecsys At-the-Elbow support and how to 
reach them
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Workday Super Users

• Super User meetings are scheduled for tomorrow

• If your Super Users cannot attend tomorrow, make 
sure they watch the session recording

• Make sure your teams know your Workday Super 
Users (and Tecsys At-the-Elbow support)

• Access ending to practice environment EOD 3/26
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FYI on Security...

Access Workday on a VUMC network or through 
VPN to ensure:

• users will experience all the functionality of 
the Workday application

• users will have access to the WalkMe digital 
adoption tool

• the safety of our data/information

Allow Workday to remember your device:

• Better protects your Workday account
• You will receive follow-up emails
• Workday will remember your device(s) for 180 

days
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Key Dates

• Last day for DRLs to pick up 
MyWorkday swag: March 23rd (Light 
Hall 3/23 rm 306 A&B (7:30-9:30)

• Go Live April 1st!
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todo
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Questions?
Thank you!
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