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HCM Workday Town Hall Agenda
May 21, 2025

• Welcome

• Leave Dashboard

• Workday Ticket Reminder

• Job Requisition Prerequisite

• Reminders

• Next Steps/Q&A
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Leave Dashboard
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New Employee 
Leave 
Management 
Dashboard
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Key Features and Benefits

Access and 
Navigation:

Available via the Manager Hub in Workday

Accessible by supervisory organization managers, HCM business managers, and HCM business assistants

Interactive 
Design:

Includes prompts for detailed information

"Walk me" prompts for special fields

Enhanced 
Planning:

Auto-populates department data

Helps track FMLA utilization

Aids in planning for future leave

Benefits:
Simplifies leave management

Provides clear and comprehensive data

Improves decision-making and staffing levels
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Comprehensive 
Report List
• Employees on Leave of Absence:

• My Employees Currently on FMLA/Non FMLA/TMLA (CR)
• My Employees on Leave and Returning from Leave (CR)
• My Employees Returned from Leave (CR)

• Employees Approved for Future Time Off:
• My Employees Approved for Future Leave of Absence 

(CR)
• My Employees Approved for Future Intermittent FMLA 

(CR) 

• Employees FMLA Utilization:
• My Employees FMLA Utilization (CR)

• Employees Leave of Absence Eligibility:
• View My Employees Leave of Absence Eligibility by 

Organization (CR)
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Demonstration
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Workday Ticket Reminder
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Workday Ticket Guide
www.vumc.org/myworkday/sites/default/files/public_files/Training/WorkdayTicketGuide.pdf 

https://www.vumc.org/myworkday/sites/default/files/public_files/Training/WorkdayTicketGuide.pdf
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Workday Ticket Guide – Link 
pegasus.vumc.org/ess/workday
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Workday Ticket Guide – Link 
www.myworkday.com/vumc/wdhelp/helpcenter
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Job Requisition Prerequisite
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Existing position
• Vacant

− Review position restrictions to confirm no 
changes are needed.

• Filled

− Must be marked to allow for overlap

− Current incumbent will need to have a 
vacating transaction completed before an 
offer can be made.

New Position
• Create position task must be approved and have 

“P” number assigned.

Position Assign Costing Allocation

Prerequisites for creating a Job Requisition

Costing allocation complete
Position must have an assigned costing allocation

• If a new position is created, complete the assign 
costing allocation task that generates after the 
position creation.

• If an existing position, complete Assign Costing 
Allocation on the position.

   

Error received on job requisition when costing allocation is missing.
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Assign Costing Allocation for Create Position
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Reminders

 Culture Survey extended to May 27th

 Employee Self Evals – June 2 to June 30

Manager Evals – July 1 to August 31

 Annual Compliance – Due June 17th

 Conflict of Interest
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Next Town Hall – TBD (likely July)

There will be no June meeting
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