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HR Workday Town Hall
June 19, 2024
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HR Workday Town Hall Agenda
June 19, 2024

• Welcome

• Payroll Topics

• Pegasus vs WD Help

• Workday Insights

• Next Steps/Q&A
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Payroll
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Payroll Processing Calendars

• Where to find – Payroll Calendar | VUMC Human Resources - OR there is a quick link on HR home page
o Calendar lists the payroll/paygroup for each pay period and the deadlines 

▪ Empl/Job/Comp/Costing changes & one-time payments
▪ Kronos historical edits
▪ Kronos
▪ Paycheck date

Please make sure you review the calendar weekly as revisions could be posted at any time.  It is 
extremely important to meet the deadlines to ensure your employees are paid correctly on pay date.

https://hr.vumc.org/payroll/payroll-calendar
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Retros

Retros are created when payroll deadlines are missed or when a change/correction is made with a retroactive 
date from a previous pay period

Examples
Time off
Historical edits
Compensation changes
One-time payments
Benefits
Leaves

These changes/corrections are picked up in the payroll process to be processed with the next regular payroll

Retros can add to an employee's pay and they can also reduce an employee's pay if recovering overpaid 
hours/wages.

If corrections are needed to the hours for a non-exempt employee, the timekeeper must enter as historical 
edits in Kronos.  (Please refer to the Kronos Klue located on HR site)  Payroll/Absence receive a file from 
Kronos every Monday.  Historical edits are included on these files.  If the deadline is missed, we will not 
receive the edits until the following week which could delay payment to the employee as they are added to 
the next regular paycheck.
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Off Cycle Policy

The processing of off cycle payment is an exception and is not intended to be used as an alternative to submitting 
accurate employee payroll information in a timely manner.

Examples of acceptable off cycle payments
• Administrative error within the payroll process
• Employee received less than 75% of standard wages
• Reissuance of funds for returned direct deposit
• Union or DOL requirements
• Worker's Comp payments

Examples of unacceptable off cycle payments
• Retroactive pay
• Supplemental pay (bonuses, incentives, etc)
• Employee failure to correctly clock hours worked or submit time off
• Premium pay not reported on the timesheet
• One-time payment not approved by deadline

Process for off cycle payments

Missed hours for non-exempt employees must be loaded to Payroll as a historical edit from Kronos
(historical edits are sent to Payroll every Monday afternoon). Missed additional pay must feed to Payroll from One-
Time Payments within MyWorkday as a retroactive item.
If criteria is met for an off-cycle payment per the policy and the employee needs payment before the next regular 
payroll, send an email request to payroll.vumc@vumc.org. In the email request, include the employee ID, name and
hours/payment needed with the required approvals from the manager and manager’s manager. Offcycle
payments will not be issued without receipt of the approved request. If criteria for an off-cycle
payment is not met, hours and additional pay will be included on the employee’s next regular paycheck.
Off cycles are processed weekly with a Friday pay date.

mailto:payroll.vumc@vumc.org
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Reading Your Payslip
WDHR-601-Q4  How to Read Your Payslip  - updated QRG can be found on Training Hub

QRG provides brief explanation of each section of the payslip

Add'l notes
• Earnings
• Hours are listed for each work week for non-exempt employees
• This includes all hours/pay for retroactive pay periods
• Workday backs out hours/pay originally processed and processes the corrected retro hours/pay resulting in corrected pay
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Reading Your Payslip

• Pre/Post Tax Deductions
• List of deductions taken from pay

• Employer Paid Benefits
• List of benefits paid by VUMC
• These are NOT taken from employee’s pay

• Subject or Taxable Wages
• Wages used to calculate the taxes withheld on check

❖ Note – to view your payslip in WD, will need to select the "print" option which will open in pdf to view or print
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Payment in lieu of termination notice period

Payment to employees in lieu of termination notice should follow 
VUMC HR Policy: End of Employment

Correct entry of detailed dates within Workday are important to 
ensure correct payment.

• Exempt Employees: pay is automatically calculated based on 
termination details submitted in Workday

• Non-Exempt Employee:
o Enter termination details within Workday
o Timekeeper must also input PAL- Paid Administrative Leave 

hours in Kronos for days paid after last day worked.
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Pegasus vs. Workday Help
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Pegasus vs Workday Help
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Pegasus vs Workday Help
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Pegasus vs Workday Help
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Pegasus vs Workday Help
https://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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Pegasus vs Workday Help
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Pegasus – Workday Issue
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Pegasus - Submit a Request
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Pegasus vs Workday Help
https://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 Insights
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Performance Evaluation & Goals

➢ Self-evaluation deadline is July 1

➢ Manager evaluation starts July 2 and ends August 31

➢ Goal Housekeeping
• FY23 goals that were not archived will appear 

in your FY24 self-evaluation form.
▪ Refer to the quick reference guide on Managing 

Prior Year Goals.
• Once the FY24 evaluation process is complete, you 

will be able to archive FY24 and any prior year 
goals in Workday.

https://www.vumc.org/myworkday/sites/default/files/public_files/Training/HCM/Prior_Year_Goals_Annual.pdf
https://www.vumc.org/myworkday/sites/default/files/public_files/Training/HCM/Prior_Year_Goals_Annual.pdf
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Reminders

➢ Expense Reports should be approved by ALL 
approvers no later than June 28 at 2pm to be charged 
against the FY24 budget.
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Next HR Town Hall:  

Wednesday, August 21, 10:00 am
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What topics would you like us to include in future 
HCM Town Halls?

Month HR Topics Covered

January
Recruiting (Process, Positions, Reqs,Interview, Offer, Onboarding Timeline)

Onboarding (Background Checks, Manager  & Employee Onboarding Tasks)

February

Onboarding Worklet
Certifications
Mid-Year Evaluations

March
Leaves of Absence & Short-Term Disability
Contingent Workers

April
Payroll Costing Allocations
HR Security Roles in Workday

May
Compensation Topics
Time Off Requests

June
Payroll Topics (Calendars, Off-Cycles, Retros, Payslips, Pmt in Lieu of Notice)

Pegasus & Workday Help
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