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WORKSHOP TOPICS

Topics for today’s workshop include:

o Work Locations
o Visibility 
o How to change (Job Change)
o Remote Workers

o Home Contact Information
o Tax implications 

o Deliver-To / Ship-To Locations 
o VUMC SCM Extract Location Report
o Requesting a New Location 
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Always access Workday through the 
VUMC Network or VPN

To access all the features and functionality of 
Workday, you must be on a VUMC network – either 
by being onsite or by using VPN (BIG-IP Edge Client)

Workday timeout extended 
from 30 minutes to 1 hour



WORK LOCATIONS

• Philosophy of Locations: building level rather than the 
workspace level

• Pulled into Workday from PeopleSoft tables
• Note visibility of information (Public vs. Private) 

• Work phone number is Private by default
• If Work Contact information is incorrect: 

• Manager can update via the “Job Change” 
business process

• Can only choose from certain locations that have 
been built in the system

• For larger departmental location changes:
• Submit a Pegasus Ticket

• Include Employee-level details in the request



JOB CHANGES 

• If day-to-day work location is changing: 
• Manager initiates a “Job Change”
• Choose “Change Work Location”
• Take note of the effective date

• Be mindful of the Payroll Calendar 

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


REMOTE WORKERS

• For new hires:
• Work with your Recruiter to get approval for your new hire’s 

work location
• For existing staff:

• Work with your HR Business Partner to get approval on remote 
work location

• Managers change employee’s work location via the Job Change 
process after approval
• Choose from the “Remote” list of locations when selecting 

a new location



HOME CONTACT INFORMATION

• Defaults based on information provided to HR upon hiring
• Make sure your home state is up-to-date

• Employees can update this on their own
• If you move to a state that collects state income taxes, changing your address will trigger a 

W-4 to be sent to you
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DELIVER-TO / SHIP-TO
• Deliver-To Address (choose first) – The specific location within a building that an 

item will be delivered to. This will automatically populate the correct Ship-To 
Address linked to the Deliver-To Address. 

• Ship-To Address (do not change) – The building that an item will be shipped to from 
a vendor. This will automatically populate based on the Deliver-To chosen. 

If a Ship-To Address is entered first and is the incorrect location to be 
partnered with the submitted Deliver-To Address, the order will not process 
correctly which will result in Workday errors and/or shipping issues.

Change your default Deliver-To using the gear icon 
before creating a requisition. This will apply the 
locations you save for new requisitions going forward. 



DELIVER-TO / SHIP-TO HEADER



SCM EXTRACT LOCATION

• The SCM Extract Location report lists all available Deliver-To 
Locations and the Ship-To Locations they are attributed to.

• By selecting the Ship-To option in the Location Usages filter, 
all Ship-To locations will be included in the report.

Note: The filter button in the top righthand corner of the report 
will allow you to filter the results by a specific location.



FILTER BY WORK SPACE TO SEE DELIVER-TO LOCATIONS

Filter by address, 
room, suite, floor 
as needed



DELIVER-TO LOCATIONS: ADDITIONAL NOTES

• If you need a new Deliver-To Location to be created in 
Workday, submit a Pegasus Ticket

• Lab Locations
• Some Deliver-To Locations are likely changing soon, stay 

tuned for additional communication for these areas 

https://www.vumc.org/myworkday/sites/default/files/public_files/Training/Ticket_Submission_Guidelines.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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Future Workshops
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Questions?
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Questions?
Thank you!
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