PROLOGIS

How Do | Change My Legal/Preferred Name?

Changing Legal Name

1. From the Workday homescreen, click the Personal Information application.

2. C|ICk the Legal Name Legal Name tab .

3. Allfields with a red asterisk(*) are required. Fields can be typed directly into or fields with a
prompt | = | will contain a list to choose from.

* Enter the Effective Date* by typing directly into the field or selecting the date from the
calendar icon.
 Edits can be made to the following fields:

*

Country etective Date *|[10725/2001 (]
Prefix* ———

Country *{ X United States of America ]
First Name*
Middle Name Prefix \ ‘
Last Name* FirstName  * |Chr|stopher | ‘
SUfﬁX Middle Name ‘ ‘

Last Name *

IRobms‘ | l
Suffix ‘ ‘

4. Enter your comments and attach all relevant document/s.

NOTE: it is a legal requirement to attach certified documentation for a legal name change.

' |(y( | Attachments
Change Legal Name_draft.docx
Attachments /  Successfully Uploaded!
poc v Successfully Uploaded
Drop files here Description ‘
o
& Category | bearen
X Other Documents |

5. Click Submit when complete.

m Save for Later Cancel




TALENT REVIEW IN WORKDAY | LEGAL/PREFERRED NAME

Changing Preferred Name

Your preferred name is used in Workday for your staff profile and how you are represented in
organization charts.

1. From the Workday homescreen, click the Personal Information application.

Personal
nformatior

2. Click the Preferred Name e tab.

3. Complete the mandatory fields*.

NOTE: you can select Use Legal Name as Preferred Name option if going from a preferred name
back to your legal name.

Uncheck the *Use Legal Name as Preferred Name" to edit your preferred name.

Use Legal Name As Preferred Name @

X United States of America

Country *

Prefix [

First Name *

lChristopher |

Middle Name ‘

Last Name * l

Suffix ’

4. Enter your validating comments and click Submit.

enter your comment ”

Save for Later Cancel
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WELCOME TO HR ACADEMY

WE ARE EXCITED YOU’RE HERE! LET’S GET STARTED
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Courses
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DATA-INFORMED CLIENT MANAGING PEOPLE-CENTRIC
DECISION-MAKING EXCELLENCE WORKSTREAMS SOLUTIONS

| @ \ Insert HR Academy link here as well as have the web address for participants

| ———
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DATA INFORMED DECISION MAKING

Without data, you're just another person with an opinion.”

WHAT IS DATA INFORMED DECISION MAKING?

Data-driven decision making is defined as using facts, metrics, and data to
guide strategic business decisions that align with goals, objectives, and
initiatives.

HOW DOES DATA INFORMED DECISION MAKING
APPLY TO HR AT LARGE?

Add information here. TBD

WHY DATA INFORMED DECISION MAKING IS
IMPORTANT IN THE NEW HR.

Add Information TBD
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DATA INFORMED DECISION MAKING

“Without data, you're just another person with an opinion.” - W. Edwards Deming

Y1 uln

=

WHAT IS DATA INFORMED DECISION MAKING?

Data-driven decision making is defined as using facts, metrics, and data to
guide strategic business decisions that align with goals, objectives, and
initiatives.

HOW DOES DATA INFORMED DECISION MAKING
APPLY TO HR AT LARGE?

Add information here. TBD

WHY DATA INFORMED DECISION MAKING IS
IMPORTANT IN THE NEW HR.

Add Information TBD

USC University of
Southern California
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CLIENT EXCELLENCE

“One of the deep secrets of life is that all that is really worth doing is what we do for others.”

WHAT IS CLIENT EXCELLENCE?
TBD

HOW DOES CLIENT EXCELLENCE APPLY TO HR AT
LARGE?

Add information here. TBD

WHY CLIENT EXCELLENCE IS IMPORTANT IN THE
NEW HR.

Add Information TBD
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CLIENT EXCELLENCE

““One of the deep secrets of life is that all that is really worth doing is what we do for others.” -Lewis Carroll, Writer and Mathematician

WHAT IS CLIENT EXCELLENCE?
TBD

HOW DOES CLIENT EXCELLENCE APPLY TO HR AT
LARGE?
Add information here. TBD

WHY CLIENT EXCELLENCE IS IMPORTANT IN THE
NEW HR.
Add Information TBD
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MANAGING WORKSTREAMS

“You don’t have to see the whole staircase. Just take the first step.” - Martin Luther King Jr.

WHAT IS MANAGING WORKSTREAMS?
TBD

HOW MANAGING WORKSTREAMS APPLY TO HR AT
LARGE?

Add information here. TBD

WHY MANAGING WORKSTREAMS IS IMPORTANT IN
THE NEW HR.
Add Information TBD
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MANAGING WORKSTREAMS

““You don’t have to see the whole staircase. Just take the first step.” - Martin Luther King Jr.

WHAT IS MANAGING WORKSTREAMS?
TBD

HOW MANAGING WORKSTREAMS APPLY TO HR AT
LARGE?

Add information here. TBD

WHY MANAGING WORKSTREAMS IS IMPORTANT IN
THE NEW HR.
Add Information TBD

10
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PEOPLE-CENTRIC SOLUTIONS

Every solution created should be in service of people.”

WHAT IS PEOPLE-CENTRIC SOLUTIONS?
TBD

HOW DOES PEOPLE CENTRIC SOLUTIONS APPLY TO
HR AT LARGE?

Add information here. TBD

WHY PEOPLE-CENTRIC SOLUTIONS IS IMPORTANT
IN THE NEW HR.

Add Information TBD
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PEOPLE-CENTRIC SOLUTIONS

“”Every solution created should be in service of people.” - Forbes

WHAT IS PEOPLE-CENTRIC SOLUTIONS?
TBD

HOW DOES PEOPLE CENTRIC SOLUTIONS APPLY TO
HR AT LARGE?

Add information here. TBD

WHY PEOPLE-CENTRIC SOLUTIONS IS IMPORTANT
IN THE NEW HR.

Add Information TBD

12 OO



PRE-COURSE QUESTIONS

a What can you tell me about this
course?

What experience do you have
with this topic?

What do you hope to get out of
this course?

Which skills do you hope to
improve by taking this course?




POST-COURSE QUESTIONS

USC University of

Southern California

How do you think this topic applies to you?

How will you use this info?

What are you looking forward to about
exploring this topic further?

Is it relevant to you?

Do you feel anything was missing? What?

14
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How to change your profile picture in Workday workday.

All staff and affiliates in Workday are required to have a portrait profile picture
within Workday. You can update your profile picture at any time.

To change your profile picture, .[:1 £ I
click the profile icon and View

Profile.

Julie Magee
View Profile

Select Actions, Personal Data, Change my Photo

Change My Home Contact Information

Julie Magee

Change My Work Contact Information
Program Coordinator View My Emergency Contacts

Iml View My Primary Address Changes
Social Networks

Change My Personal Information

Actions

View My Personal Information

Business Process » [ Change My Photo ]
Compensation 3 Change My Legal Mame
Change My Preferred Mame
Job Change >
View My 1D Information
Manage Work >
Payroll 5 Maintain Payment Elections
Personal Data > Delete My Photo

Alternatively, you can type “Change my photo” in the search bar and enter.

SR Search Results 1items
Fllﬂdﬂrs Q change my photo

UNIVERSITY

Tasks and Reports

Change My Photo - Tasl Change My Photo

Page 1

RUTGERS

THE STATE UNIVERSITY
OF NEW JERSEY



How to change your profile picture in Workday workday.

Drag your new profile picture from your data source and drop into the
attachments area. Alternatively click Select file and choose your image.

Change My Photo

Michelle Clinton (eions)

Current

No current photo.
PN

( )
w

Proposed

Attachments *

Drop file here

Select files

@ | enter your comment
[ an )
-

Save for Later Cancel

A circle will appear, move the circle to the desired position to centre your
picture. Click OK.

Change Photo

Page 2

RUTGERS

THE STATE UNIVERSITY
OF NEW JERSEY



How to change your profile picture in Workday workday.

When you are happy with your new profile picture, click submit.

Save for Later Cancel

You can go back at any time to change your picture

An action will be sent to your supervisor for their approval.

Once approved, you will receive a notification in your Workday inbox and
your new profile picture will be in your image icon.

View Event
Photo Change: Julie Magee seions

11 minute(s) ago - Successfully Completed 1? g |

Far Julie Magee

Overall Process Photo Change: Julie Magee

Overall Status Successfully Completed

Due Date 05/02/2020

Calendars InUse  Consecutive Days (Mo Calendars Selected)
Details Process
Current

Mo current photo.

()

Proposed

2

Page 3

RUTGERS

THE STATE UNIVERSITY
OF NEW JERSEY
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STORY TELLING WITH DATA
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HRACADEMY

A little about me...

Trainer for 10 years.
USC for 6 years.
Passionate about
education.

Love to travel.




HRACADEMY

TODAY’S LAB

e Utilize the “5 Step Storytelling with
Data” framework to craft a story
about Polly’s Pineapple Company’s
employee retention issue. You will:
o Work as a group to come up
with a “big idea”

o Map it out using mural

o Put it all together into a story to
communicate to the group




HRACADEMY

STORY TELLING WITH DATA




How have you
influenced
stakeholders in

the past?
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WITH DATA
PROCESS




STEP ONE

Uncover a
Story Worth
Telling




HRACADEMY
STEP ONE

WORTH TELLING

What are you What are your Trying to get buy-
trying to explain? goals? in on a proposal?




HRACADEMY
STEP ONE

UNCOVER ASTORY WORTH TELLING

-
III Y

Look for Draw

Correlations \dentify Comparisons
Trends

10 OO



STEP TWO

Be Aware of

Your Audience




STEP TWO
OF YOUR AUDIENCE

@ Who is my audience?

Is this story relevant to my audience? Does it solve a problem
they care about or provide needed insight?

@ Have they heard this story before?

12



STEP THREE

Build Your

Narrative




STEP THREE

Who are you
talking to?

OF YOUR AUDIENCE

What do you want
your audience to know
or do?

How can you use your
data to make your
point?

14



STEP THREE

OF YOUR AUDIENCE

Context Characters Problem Solution
'
\ s
000 O
’ N\
[
\ 4
What is the situation? Why How can the problem
are you telling the story? Who are the key players? What is the conflict? be solved? Or what key
Look for a hook to engage. insights or actionable

steps should we take?

15
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Directions:

You will be split up into groups of 3 or 4 and you will work with a data set and a scatter plot
of the data that represents the reason that employees are leaving Polly’s Pineapples.

There are two sets of numbers-HR Business Partner Input and Exit Surveys. Your task is to
take this data and create a “story” about what the data shows to tell your fictitious
stakeholders.

You will fill out a “Big Ideas” worksheet to regarding your stakeholders.

Write a few sentences explaining the data on your “Big Ideas” worksheet.

Talk through how you would do so out loud, making assumptions as necessary for the
purpose of this exercise.



STORYBOARD HOW TO:

The numbers show
that pre-construction

there were no issues

.

ity i The employees seem to : :
Productivity is down : kp ; Tl o s U in tardiness/ Escalation numbers for May 2021
in the Call Center SOROTHEIS B 080. OR to why employees haven't productivity. over 85%
efficiiently as they usually been making their Escalation numbers for May 2022
do. escalation numbers. dropped to 65% an </span>

-
A little digging : w
uncovered that not only gg: {% g a

have the employees > oY
been impacted by the 20% increase in calls '

commute and nearby asking when the Wiiataresomme 1. Hybrid working

construction but also constatiomnwill b )
other people in the possible solutions? 2. Earlier or later hours

building. done.

Create your frames (sticky notes in Mural).

Under each frame, write what’s happening that corresponds to that scene. Use visuals and emotions to
explain the narrative.

Refer back to step 3 above and set your context, define your characters, focus on the problem to solve and
then the solution. All in a linear sequence in each of the rectangles.



DEBRIEF QUESTIONS

How much more compelling was the
story when you used a graph, chart,
or other data representation? When

you used storytelling?

\\zz

==

USC University of

Southern California

19



Additional Resources:

I \/\ COURSE
| Excel: Introduction to Charts and
O 56 |

HRACADEMY

Graphs

Excel: Introduction to Charts and Graphs

N
~ COURSE

A' R = Excel Data Visualization: Masteri
' ng 20+ Charts and Graphs

Excel Data Visualization: Mastering Charts and Graphs



https://www.linkedin.com/learning-login/share?account=76870426&forceAccount=false&redirect=https%3A%2F%2Fwww.linkedin.com%2Flearning%2Fexcel-introduction-to-charts-and-graphs%3Ftrk%3Dshare_ent_url%26shareId%3D5Gl9JGtvTw2bXXFQOrgCWg%253D%253D
https://www.linkedin.com/learning-login/share?account=76870426&forceAccount=false&redirect=https%3A%2F%2Fwww.linkedin.com%2Flearning%2Fexcel-data-visualization-mastering-20-plus-charts-and-graphs%3Ftrk%3Dshare_ent_url%26shareId%3DYmlAJDyJS%252BeMG4JWqzULUw%253D%253D

- e ea— - FARPSFAS VIO

.

THANK YOU
& FIGHT ON!

USC University of

Southern California




0ld and New CSR Panel Documentation

Searching for a Customer

01d: In the old environment, searching for a customer could be done by searching the following fields: Last

Name, First Name, Company Name, City, State, Zip, Email or by combining any of these fields. You could also

do a separate search by DAX Account Number.

EJ
Poets Coffee &Tea

PEETNIKS® STORES GROCERY LEARN MY ACCOUNT WHO WE ARE

Get FREE shipping when you spend $40 > Promo Code

Search Results

Search Criteria Search Results
‘Web Order Number
A Mame: First Name:
Comy o
Gty state: zips
i [Selact = state =l
Email:
sEARGH cusTomEns
sEamcH onoERs
DAX Account Number:
Hse!

Merge Customer Records

Link Order To Customer

Peetmks" Save 50% on shipping & get a free pound of Holiday Blend
Sign up for Peet's email news & special offers [EEEKTLELE - Flat Rate Shipping

(800) 999-2132  eCups |Prival Company Info | Customer Sarvica | Carears | Email Us | Pasat's Blog f w

New: In the new system searching for a customer can be done in the [Customers] [Manage Customers] screen.

Similarly, you can search by any of the following fields: Name (first, last, company) Email, Zip, State and DAX
Account Number. Entries are not case-sensitive, and you can combine any of the fields for more selective
filtering. You can also do a “Global Search” for a customer or order containing a customer’s name by typing their
name in the global search box.

& Manage Customers

€ |
Page 1 v of 18727 pages | View |20 E| per page | Total 374533 records found « Exporttor| CSV E
sible | Unselect Visible | 0 items selected Actions El:l
Email Group DAX Account Number Telephone ZIP Country State/Province Customer Since v
E All COLE From: 2
To: &
\limne Anrina@inlahant ~am Fanaeal M 47 90477 0-40-94

= ATAE2D N llinan

Old and New

page # 1



Viewing Customer Orders

01d: In the old environment, after the customer has been located within the Admin panel, clicking My
Orders on the left-hand side of the screen will brought up the order history. Clicking on the Order ID allowed
you to view the screen with the order details.

MY ACCOUNT
Account Overview

My Orders

PEETNIKS®

STORES

GROCERY LEARN MY ACCOUNT

WHO WE ARE

Get FREE shipping when you spend $40 > promo Code

My Orders

view and edit that information.

> Email / Password

PEET’S CARD
rd

Sign up for Peet’s email news & special offers [EIENTEDERE * Flat Rate Shipping a

(800) 999-2132

ORDER HISTORY:

Below are your orders awaiting delivery and your delivery history. Click underlined details to

OrderID O der Type Ship-To Ship Date
W3363583700 Standard Order 08/20/2012
W3352298700 Standard Order Bernie Arias 07/26/2012

Status
Cancelled

shipped

&Cups |Privacy | Company Infa | Customer Service | Carears | Email Us | Paet=Bloa | f  [§F

New: In the new environment, once the customer is located, any orders can be viewed by clicking Orders on
the left-hand side. Double clicking on the row with Order # (similar to the Order ID) will open a screen with the
order details. An alternative method for order lookup, is locating the order under [Sales][Orders].

Customer Information & Crosby Braverman
< Back [@ Delete Customer | Manai  Cart | ¢ I \
Customer View
Store Credit
e Page 1 of 1 pages | View |20 El per page | Total 3 records found ::
Peet's Cards
‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘ Order # Purchase On +  Billto Name Shipped to Name Order Total Bought From
Account Information
Addresses rom; o El
To: g To:
Orders =
Billing Agreements 200000173 Jan 6, 2013 10:00:48 Crosby Braverman Crosby Braverman $36.90 Peets Reorder
PM Peets
Recurring Profiles (beta) Peets
RMA 200000172 Jan 6, 2013 9:56:35 PM  Crosby Braverman  Crosby Braverman $89.90 Peets Reorder
Shopping Cart Peets
Peets
Wishlist
........................................................... 200000171 Jan 6, 2013 9:38:26 PM  Crosby Braverman  Crosby Braverman $103.90 Peets Reorde
Peets
Peets
Old and New page # 2



Editing Customer Payment Methods Information
01d: In the old environment, after the customer has been located within the Admin panel, clicking Payment
Methods on the lefthand side allowed you to add a new credit card and edit an existing credit card.

P!
Peets Coffee &Tea

PEETNIKS® STORES GROCERY LEARN

MY ACCOUNT Payment Methods

Update or add new credit card and/or Peet’s card payment information below.

Please note if you remove a credit card or change your preferred payment designation,
it will NOT be removed or changed in any active Recurring Delivery orders. To change a
payment methed on a specific order, you must do so by clicking on the specific Recurring
Delivery “Order ID” located in “Account Overview" and scrolling down to the Payment
Information section.

New Credit Card

e i (o et

Existing Credit Card(s)

Credit Card Number;=*====ssx=zs 6643

Type of Credit Ca
Name on Credit Card:

Bemadette 5 Ariss

Expiration Date (Month/Year):

e B [z
7 Make preferred “payment”

Type of Credit Card:visa

Name on Credit Card:

Expiration Date (Month/ Year):
Feb -1 2015 =
Sy B save chances

New: In the new environment, editing credit card payment information in the CSR Panel can be done in a
similar way in the customer information form by clicking Credit Cards on the lefthand side. This will allow you

to add a new credit card and edit and existing credit card.

Customer Information & Katniss Everdeen
CEX ) Reset” | Loy O« | Delete Customer | Manage Shopping Cart | @ i
| © Save and Continue Edit |

Customer Credit Cards
L —

Addresses Card Last 4 digits Card type Owner Exp month Expyear Default Created LastUpdated Actions

Tl 5454 MC Katniss Everdeen 6 2016 No L : Car thﬁ”‘kl'li ete Ca I'i
Billing Agreements 1111 Al Katniss Everdeen 1 2018 No |h’x"!. elete €3 !.j

Customer View

Account Information

Recurring Profiles (beta)

Old and New page # 3



Adding Items to an RD Order

01d: In the old environment in the Recurring Delivery Edit Shipment screen, by clicking on Add Items you
would be taken to the area of the website to go shopping to add items to the recurring delivery.

MY ACCOUNT

» Account Overview
My Orders

+ Shipping Add

» Billing Add

» Payment Methods

» Email / Password

PEETNIKS®

CHE There are 0 items in your Cart

SEARCH b oo |

STORES GROCERY

LEARN MY ACCOUNT

Get FREE shipping when you spend $40 > promo code

WHO WE ARE

Recurring Delivery Edit Shipment
Make changes to this particular shipment below.
ORDER #W2888244
SHIPMENT #97 PRODUCT INFORMATION:
Item Description Options Qty. Unit Total
Price
House Blend Im [z 3$12.5/lb. 3$25.00 Remove
CSR Disc: [select a discount reason =] [Discount Type [=] |

New: In the environment, you will login to the CSR Admin Panel, locate the customer and “Login As
Customer” (spoofing). Under their My Subscriptions section, locate the subscription to add an item to and
similar to how you did in the old environment click Add Items to Subscription and go shopping for the items to
be added to the subscription (recurring delivery).

415-222-1212

Payment Method

/] wrEsasaas 4411
Exp: 2/2014

Update Payment

Products in Subscription

French Roast Espresso
Aged Sumatra Commercial Brewer 1

Add Items to Subscription

Description  Grind Qty.
4

Price Total
$14.50 $58.00

$16.95 $16.95

Edit Items in Subscription

Your Next Shipment is on 01/30/2013

Itame in Chinmant

Old and New

page # 4

Shipping to

Manage This Shipment




Updating Shipment Frequency for a Recurring Delivery (Subscription)

01d: In the old environment, in the Recurring Delivery Master Order screen you made frequency choices by
using the drop-down menu under the Future Shipments Frequency & Schedule.

IP)
Peets Coffee & Tea

PEETNIKS® STORES

Recurring Delivery Master Order
Changes to this page will affect ALL future shipments of this recurring delivery order.
B
Payment Metho

Email/ Password Bl viw <oz wisrouy ||l vicw <sn wovs |

ORDER #W2888244

SHIPPING ADDRESS:
FRANK CLARK View All/Edit

7065 N Monon Ave
Chicago, IL 60646-1209

FUTURE SHIPMENTS FREQUENCY & SCHEDULE:

four recurring order will be shipped every [ 14 days SR

Shipment £97 - 12/28/2012
2 of HOU - House Blend(Whole Bean)

MASTER ORDER SHIPPING DETAILS:

[Gromna Comt U.5.(2.€ 5o

days)
Click here to see the shipping rate table

Shipment Method

“#Nota — selacting 2 shipper will shways override tha shipping methad choice.

Shipper: |

Next Shipment Date 12/28/2012 | [FEle] (mm/dd/yyyy)
Order End Date: [t/i/z008 [Ble] (v darvyvn
Shipping label message PLEASE DELIVER AT SIDE DOOR! ~ Edit
[~ On-Hold *

New: In the new environment once logged in as the customer under their My Subscription screen, select Update
the Shipping Date and Frequency. And similarly in this screen you are able to make changes to the shipping
frequency field.

Update the Shipping Date and Frequency for this subscription

Select the next day you would like your next shipment to be sent to you and the frequency of the
following shipments below.

Shipping Date
Next Shipment is on 01/30/2013

Shipping Frequency
Ship this order every 14

Update Shipping Date and Frequency

Old and New page # 5



Changing Next Shipment Date

01d: In the old environment you made changes to the next shipping date in the Recurring Delivery Master
Order screen by clicking on the calendar next to Next Shipment Date.

T

Pee 'D Je 7 |
ts Coffee & fea h Qitems in your Cart
o = —— -]

SEARCH

PEETNIKS® STORES

GROCERY

LEARN

MY e Recurring Delivery Master Order

Changes to this page will affect ALL future shipments of this recurring delivery order.

Biew crancs nisvony | B view cen wovs |

ORDER #W2888244

SHIPPING ADDRESS:

-1 FRANK CLARK View All/Edit
View 7065 N Monon Ave
» Peet's Chicago, IL 60646-1209

FUTURE SHIPMENTS FREQUENCY & SCHEDULE:

rmur recurring order will be shipped every | 14 days =1 [Bd uroate rquency l

Shipment £07 - 12/28/2012
2 of HOU - House Blend(Whole Bean)

MASTER ORDER SHIPPING DETAILS:

[Sreund - Cont. U.s.(2-5 business days) =]

Shipment Method Click here to see the shipping rate table

“*MNote - selecting a shipper will always override the shipping methed choice.

Shipper: =

[| wext shipment pate [zrzerz0iz | [ (mmiddivyvy) |
Order End Date: [i7irzoss — [EIE] (mmvderymy)
Shipping label message: PLEASE DELIVER AT SIDE DOOR!  Edit
= On-Hold =

New: In the new environment once logged in as the customer under their My Subscription screen, select
Update the Shipping Date and Frequency. And similarly in this screen you are able to make a change in the
Next Shipment is on field.

Update the Shipping Date and Frequency for this subscription
Select the next day you would like your next shipment to be sent to you and the frequency of the
following shipments below.

Shipping Date
Next Shipment is on 01/30/2013

Shipping Freque
Ship this orderevery Su Mo Tu We Th Fr Sa

n3456?89

10| 11| 12| 13| 14| 15| 16
17| 18| 19| 20| 21| 22
24|| 25| 26| 27| 28

Old and New page # 6



Talent:  Hiring a Temporary Worker

This job aid outlines the steps required to hire a brand new/external temporary worker.

From the Workday’s home page,
select Your Profile Photo >View Miss Plggy

Profile.
View Profile

Note: Fields with a red asterisk * are mandatory.

o Select Team.

Miss Piggy

Practice Manager

e Under Org Chart, select the unfilled position.

Pearly Whites Family Dental...

Miss Pigay
Practice Manager
Pearly Whites Family Dent

Fozzie Bear John Snow Miss Piggy Kermit The Frog Dental Assistant (Unfilled

Dental Assistant Treatment Coordinator Practice Manager Dental Hygienist

s Family Dent Pearly Whites Family Dent Pearly Whites Family Dent Pearly Whites Family Dent

N\

workd Qy. | dentalcorp Last updated: May 2022 Page 1of 4



Talent:  Hiring a Temporary Worker

e C(lick the related actions button (***) and select Hire from the primary menu and Hire
Employee from the secondary menu.

Dental Assistant (Unfilled) n

Actions . L.
Position Restrictions x:l POF
Position Overview Requisitions In i ieti R
Position Restrictions > Dental Assistant (Unfilled)
Compensation >
Position Overview Hiring Restrictions il 5
Supervisory Organization  Pearly Whites Family Dental Care (Miss Piggy)
Hire Hire Employee
Supervisory Organization Pearly Whites  Job Application >
. P Job Change b3
Effective Job Requisitions JR1086 Dent:
Organization »
Job Posting Title Dental Assist.....
Available For Hire Yes
Hiring Freeze No

|
If you are.. Then ...

Hiring an e Enter their information into the fields Hire Employes  Dental Ascistant (=
existing and click Search to locate the person * Search for Persan
person and then Start Hire.

Country * % Canada

Adding a Frettone

new person . . Middle Name
P e Click Create New Pre-Hire.

Last Name

- ™~
Search

Under Hire Employee complete the following fields and click OK.

Fields Description

Source Select the prompt := to search for Hire Employee

(optional) the source of referral. -

Referred by | Select the prompt := to search for —

o ource X Indeed =

(optional) who the worker was referred by. ) |
Referred by | = |

Comment Add validating comments if Comment ‘

(optional) applicable. 2
Position Dental Assistant (Unfilled)

Allow Check the box to allow for Allow Duplicate Narme

duplicate duplicate names.

name:

(optional)

N

workd Qy. | dentalcorp Last updated: May 2022 Page 2 of 4



Talent:  Hiring a Temporary Worker

Under Legal Name Information, complete the following fields:

Fields Description Legal Name Information Contact Information

Country* Defaults to Canada.
Country * | X Canada =
Prefix If it is a group practice, add -
additional locations.
Prefix ‘ =

First Name* | Choose either employee or

. First Name  * | Bi
contingent worker. °

Middle Name ‘
Middle Click the prompt := and choose
Name the type from the list. Last Name *| Bird
Last Name Choose either Full time or Part
time.
At the pre-hire stage, just an email is necessary.
Legal Name Information Contact Information
e Click Contact Information
e Click Add under Email Email
e Complete the following fields and click Ok. g )
N
. " |
Fields _ Description —
Emall Address* Enter an emall' Email Address # | bigbird989@aol com
| h = Type i‘ * Heme =
Type* Select the prompt :=to .
choose Home or Work. ’
. This will default depending UM: | -
Primary on what type was chosen
Work/Primary Home vP Y O pete
above. Comments ‘
= i
Use For Select t.he prompt =to
Enter either billing or
shipping.
Visibility C'h'ec'k' the box for public
visibility.
Enter comments as
Comments
necessary.

e Review the information in the following screen and click OK.

N

workday. | dentalcorp Last updated: May 2022
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Talent:  Hiring a Temporary Worker

In the next screen of Hire Employee,

complete the following: Hire Date * | 2822-87-25{ [
e Enter the Hire Date* or click the calendar —
. Reason ® Hire Employee » New Hire =
] to select the date of hire.
e Click the prompt i= to select a Reason.
Job Details
In the Job Details section: e
° ReVieW and COﬂﬂrm that a|| required Job Requisition  JR1086 Dental Assistant (Open)
Employee Type * | % Temporary (Fixed Term) EI

information is correct. If you have any

. . Job Profile *| x Dental Assistamt -
questions, please contact your HR Business (ot = [<]
Time Type * | % Fulltime | :I

Partner to make any necessary corrections.

Location # | x Pearly Whites Family Dental

Pay Rate Type X Hourly

e Under Additional Information, confirm End Employment Date N

End Employment Date. If incorrect enter
correct day or click the calendar & and

select the end employment date.

e Submit to send it for approval.

enter your comment

e Save for Later to save the information
entered so that you can finish at another

i <D
time.

MORE INFORMATION

e Once you click Submit, you will receive a confirmation message and the request will be
routed to the HR Business Partner for approval.

N
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Customer Experience Quick Reference Guide
Logging In/Creating an Account: Whether they are a returning customer or a new

customer, direct them to the upper right-hand corner to click Sign In.
Q@ Find Peet's

CRAFT  COFFEE ~ TEA  STORES  COMMUNITY

|
[

Save on fall : Indian Brewing 101: Put your order

EN ) & Peaberry French Press on automatic

If they are a returning customer, they can sign in on the left-hand side of the screen under
Account Logln , using the email that they've signed up with and their password. They will then
be taken to their My Account Page.

If they would like to create a new account, direct them to the right hand side of the screen to
Create An Account.

Account Login Create An Account
Email Address Lon't nave a Peet's account/ [t only takes a minute to register.
CREATE ACCOUNT

Password
Continue As Guest

Forgot Your Password? Don't want to create an account? No problem you can continue with the

checkout.
[] Remember me next time

CONTINUE AS GUEST
LOGIN

Once they click Create Account, the next screen will ask them for First Name, Last Name, Email
Address, Password (let them know the criteria**). They can uncheck the box at the bottom, if they
would like to opt out of emails with news, events and special offers. Tell them to click Submit.

Create an Account

Create a Peet's account to track your orders, man:

First Name

Last Name

Email Address
Confirm Email Address

Password

Password must be at least 6 alphanumeric characiers

Zip Code (optional)

Collecting your zip code helps enhance your shoppng expenence

/ Email me about Peet's news, events and special offers.

Customer Experience Quick Reference page # 1




They will then be directed to their My Accounts page, where they can look at a summary of their
account information. They will be able to check their past and current orders, view their
subscriptions, add payment method (credit card or associate a Peet’s Card), add billing and
shipping address, edit their account settings (Name, Email and Password) and manage their Peet’s
Card. They can either make their selections from the left-hand side of the screen, or within the
sections located in the middle.

: Welcome: Shows the

AP FTEI TA 1Ok COMMUNITY F— 8 | customer what account they

are signed into.

Mame » My A

My Acéount
0

Below Is a summary of your account information, from your Peet's card balance to your
account settings

My orders: view all orders

My Orders Y Al placed on the account
You Prve 00 recont 10w
Poat's .. .
b o My subscriptions: view all
My Subscriptions View Al Slacngtons . . .
recurring deliveries on the
You 30 0 have a0y subac nplom account
Paymant Method Ak omrmant matiad Payment Method: add and
edit a credit card or associate
You have WOt S0 & Paymend muthol ,
You hieve not st & g widemns a Peet’s card.
Shipping Address A 8 theuing addwis Billing/Shipping Address:
view addresses associated
Yo e 60 4#tis) & SHECHE) 433 ok )
with the account.
Account Settings 2] Account Settings: change
S I name, email or password.
o | Y(Bpaets (om
My Peet’s Card: manage
My Peet's Card their Peet’s card

Customer Experience Quick Reference page # 2



Creating a Job Requisition

FIVE STAR

SENIGR LIVING

1. After the approvals of the new position have occurred, navigate back to your supervisory
organization to create a job requisition by typing SUP: and the supervisory organization name in
the Search field. Ex: SUP: Lancaster. This will bring up any supervisory orgs associated with your

community. Select the appropriate choice from the list.

CQ Sup: Lancaster|

ﬂgh Lancaster Healthcare Center (Ron Swanson)
Supervisory Organization

®)

2. Select the Unable to Fill tab and locate the position from the Unavailable list.

Members Details Staffing Unavailable to Fill Roles Organization Assignments

Unavailable to Fill A closed o frozen Position, one where the Availability Date hasn't been met, or one with a future dated Fill. If using Required Job Requisitions, Position is also Not Available until there is an open Job Requisition.

Unavailable 4 items

H=0
Position Restrictions Effective Job Requisitions  Job Profile Location Availability Date Earliest Hire Date  Time Type Worker Type Worker Sub-Type
315206P ED (Unfilled) Executive Director Lancaster Healthcare Center 01/01/2021 01/01/2021 Full time Employee Regular -
315210P ED204 (Unfilled) Executive Director Lancaster Healthcare Center 01/01/2021 01/01/2021 Full time Employee Regular
Certified Nursing Aide - AL Lancaster Healthcare Center 10/06/2021 10/06/2021 Full time Employee Regular
315216P CNA (Unfilled) Certified Nursing Aide - AL Lancaster Healthcare Center 10/06/2021 10/06/2021 Full ime Employee Regular
"

Turn on the new tables view (D)

3. Select the actions #| button next to the position and Job Change from the primary
menu and Create Job Requisition from the sub-menu.




Unavailable to Fill A clost

Unavailable 4 items

Position Restrictions

315206P ED (Unfilled) |
315210P ED204 (Unfilled)
315215P CNA (Unﬂ\led)@

315216P CNA (Unfilled)

Actions . Lo
Position Restrictions

Position Restricti >
osition Restrictions 315215P CNA (Unfilled)
Compensation >
Favorit > . R
avortte Supervisory Organization
Job Application >
| | JobChange Create Job Requisition
Organization >
Payroll >
Roles >

Certified Nursing Aide - AL

Lancaster Healthcare Center (Ron Swanson)

Lancaster Healthcare Center

4. In the Create Job Requisition screen, check that the information is correct and click Ok.

|Create Job Requisition |

Copy Details from Existing Requisition

For Existing Position * 315215P CNA (Unfilled)

Worker Type * | Employee

5. In the Recruiting Information screen, select the pencil - |next to Reason field and
select the reason. *It is recommended that you always choose External and Internal Posting as
the selection.* Enter in the Recruiting Start Date and Target Hire Date and click Next.

Start

Recruiting Information

Recruiting Details

Recruiting Information

Job

Organizations

Compensation

Summary

Reason *

Recruiting > Post - Externally and Internally

Replacement For

Recruiting Start Date *
10/06/2021

Target Hire Date *
[10/06/2021

Target End Date

6. The Job details screen will pre-populate. If you need to make edits to the Scheduled

Weekly hours as this defaults to 40, click into the field and type the number of hours. Click
Next.




= Job
Job Details

Job Posting Title *
CHA
ions:

Job Profile *
Compensation Certified Nursing Aide - AL

Job Families for Job Profiles
Clinical

Licensed Jobs
Worker Sub-Type *

S Raguiar = ‘

Time Type *

* Full time = ‘

Primary Location *

X Lancaster Healthcare Center « = ‘

Scheduled Weekly Hours

(@ |

7. Review the Organizations screen and click Next if everything is correct.

8. On the Compensation screen, select the pencil %J next to the Amount to add the hourly
rate, if that is how the position is paid. Check the frequency and click the check v mark
and Next when complete.

Hourly Plan
Summary

Amount *

[ |

Currency *

X USD

Frequency *

| X Hourly |

> Additional Details

Assignment Details

12.00 USD Hourly




9. Review all the information on the last screen, select the pencil icon next to the entry if
anything needs to be changed. Click Submit when complete.

Create Job Requisition

Start

Details

Supervisory Org

Lancaster Healthcare Center (Ron Swanson)

Position

315215P CNA (Unfilled)
Worker Type

Employee

Recruiting Information Guide Me

Recruiting Details

Reason * 4

Recruiting > Post - Externally and Internally

I Submit Save for Later Cancel




GROCERY
OUTLET

Adding Accounts, Balances and Transactions

Setting Up Your Accounts for the First Time

You will receive your asset list and your loan invoice from GOl accounting approximately 2 weeks after your
store opens. Using the Changeover Report you'll need to update the following 6 fields in the Changeover
Balances screen with the numbers for your store:

Deposits

Cash in Safe
Supplies
Notes Payable
Equipment

P a0 oo

Owner Contribution

2. To get started, Click the Chart of Accounts icon on the home page.
=

(€
P
ofl

i 1,094 14
1010 - Tax Sawngs Account Bank
1020 - Payrol Account Bank 0.00
1050 - Cashn Safe Bank 200000

000 - Accounts Recervable Accounts Recervabile 000
1310 - Credit Card Receivables Other Current Asset 0.00
1320  Debd Card Recenabies Omher Current Asset 000

Grocery Outlet Inc. Revised: 11/3/2016 Page 1



GROCERY
OUTLET

Adding Accounts, Balances and Transactions

4. Double click in the Balance column in the Changeover Balances row.

§ Gowo. & Pt | B Edit Transachon B QuickReport & Setup Sank Feeds

07262016 DEP Changeover Balances 20000
DEP 1000 - Mam Chedang fspi] Cash in safe purchased at changeover

5. Edit the date that you took ownership of the store by either typing the date into the Date field or clicking

the calendar icon ®in the Date field and choosing the effective date.

P rrevos ® Next Elseve . Pimt v | & Peyments @ History | @ Attach

DepositTo  JIEENRT e ~ Dae 07262016 H | Memo Changeover balances

Clck Paymenis io select customer payments That you have received  List any other amounis io deposit below

1050 CashinSafe Cashmn safe .r_-:c"as.-:'i at :r*a';-g-.:;:*m

1700 - Equspment Equpment parchased at changeover N ) |
6700 - Supphes 6750 - Siore Supples Supples purchased at changeover

1700 - Equipment Sales taves pawd on equepment

6200 - Buidng Martenance G240  Mart  pre-pand expenses

2510 - Long-Term Note Payable Loan from GOI

6. Select each number in the Amount field and type the new numbers from the Changeover Report to
replace them. Please note that Cash and Prepaid Expenses are included under one lump sum. You'll need
to separate the Cash in Safe from the Pre-paid Expenses, and record them accordingly in the Cash in Safe
#1050 and Building Maintenance, subaccount # 6240.

OPERATOR CHANGE
# S
Sold by
e = 304
EQUIPMENT LIST Cost 5 G o
Equipeent 3 4622645 Y 2280500 5 48.610.93
Taxable Supoias _ 83310 S — ,: —
Subtotal 47,159.55 48.6 s.?:‘
Seies Tax st (B.0%) Includeac Abova R LeTre 3,388.60
Subtatal 5z,500.59
Cash and Prepais Expenses . ¥ L =,
48 851.14 5 $ 52 509.59
* Collateral (222 roke betow)
- B , 9 A A g % 8151593
“rehase Pice of # -] 21,738867 Ecquipment ] 81 315.3
) Caotateral deficit _ 10,220,682
Toial Debt 3 81,7366*  To'l Debl § 91,135.51
T 1O T (TS g DIaTrerny
wif ba filed by Grocery Gutiet 'ns.

Grocery Outlet Inc. Revised: 11/3/2016 Page 2



GROCERY
OUTLET

Adding Accounts, Balances and Transactions

» Note: Assets are negative numbers and the loan will be entered as a positive number.

7262016 M Memo Changeover balances

Depost To 1000 -ManCh - Date

£S 10 Sedec cusiomes Dayments thal you have recerved List any offes amoures 10 deposit bedow

Cashm safe purchased at changeover
Equpment purchased at changeover

6700  Suppbes 6750  Store Supphes

6200 - Buidng Martenance 6240 - Mart pre-pasd expenses

2510 Long-Term MNote Pavable

7. Click Save & Close once all entries have been updated.

A
41 50
" T

Save & Close s

Entering Personal'Contributions
Personal contributions are expenses related to corporate filings, travel and any other out of pocket expenses
incurred before changeover.

You should also record your personal investment toward your new business. Record it as a deposit. For this
training you'll need to record a $15,000 deposit.

1. Click the Record Deposits icon on the home page.

Grocery Outlet Inc. Revised: 11/3/2016 Page 3



Adding Accounts, Balances and Transactions

= =
Record Reconcile
Deposits
Write Check
Checks Register
) =
Print Enter Credit
Checks Card Charges

GROCERY
OUTLET

2. Select Main Checking Account under Deposit To field. Enter the date 7/16/16 in the Date field. Type
“Owners Contribution #3005" in the FROMACCOUNT field and it will populate the account. Type
Personal Investment in the MEMO field. Enter the $15,000 under the AMOUNT field. Click Save &
Close.

Date 07162096 B Memo Degse 4 I

JepositTo 1000 - ManCh_ ~

Chck Payments 10 Seledt Cusiormes Dayments thal you have recerved LSt any offr @amounts 1o depaslt beiow

3005 - Ownes Couinbubon Personal ivestment

Depost Sublotal 15,000 00

from thes deposit. enter the amount below Indicale the accourt where
ney 1o 9o, such as vour Pely Cash account

Cash back memo Cash back amount

Grocery Outlet Inc.

Revised: 11/3/2016 Page 4



GROCERY
OUTLET

Adding Accounts, Balances and Transactions

Recording Expenses
1. Torecord expenses, click the Chart of Accounts icon on the home page.

==

e

o 2300 - Credit Card - Business Only

Credit Casd 000
=+ 2500 - Note Payable Long Tesm Laabdty 000
» 2510 - Long-Term Note Payabie Long Term Liabekty 91,73661

s 3000

Opening Bal Eguty

Owmer Diraw - Personal

Euaty
» 3030 - Ownes Draw - Federal Taxes Equity 000
» 3040 - Owner Draw - State Taves Equity ).00
= 3000 - Retained Eamings Ecquity
24000 _Salec - - - i oeme

3. Double click on the sample transaction. A pop-up window appears informing you that QuickBooks
automaticallly assigns numbers tojournalentries. Click OK to close the window.

Az Reports | A
¢+* 3 B X ¢ 10
Find New Sae Dese dNerooe Reverse  Prnt | AR=ch
= Fie
or220E B : 1
D AT
630 Taves and License 10000

6630 - Taxes and License 350 00

3005 - Owner Coninbuion

QuickBooks now automabcally assigns numbers i0 joumal ennes. Fhe Entry No

0 field 1 biank. simply enter a number in the fiekd Subsequent joumal entres wil be
numbered automatcaly. To tum off auto-numbenng, choose Preferences from the
Edit menu and then select Accouniing

Do not disply this message in the fulwre

4. Update the date in the DATE field to your business open date.

Grocery Outlet Inc. Revised: 11/3/2016 Page 5



GROCERY
OUTLET

Adding Accounts, Balances and Transactions

State of CA_ Secretary Corporate Filing Fee Cie=1091
State of CA, Secretary o e Expedited Senace Fee Ch1092
5000 State of CA, SOS Corporate Filing Fee ($100AExpedied Senace (S350)

10000

6630 - Taxes and License
35000

6630 - Taxes and License

3005 - Dwner Contribubion

5. To make a change to an amount, select the amount in the Debit column and type the new amount.
» Note: When adding new expenses you need to make sure that the Debits equal the Credits. This balances

your journal entry.

071262016 W
State of CA, Secretary ol State Corporate Filing Fee Ck#1091

6630 - Taxes and License - [200.00
6630 - Taxes and License 350.00 State of CA, Secretary of State Expedited Service Fee Ck#1092
45000 State of CA"SOS Corporate Filing Fee (5100)&Expedited Senace ($350)

3005 - Owner Contribution

6. Next, you'll need to update the CREDIT column to reflect the DEBIT column. Select the amount in the
Credit column and type the new amount. Click Save & Close to save your changes.

T
State of CA Secretaryiol Siate Comporate Filng Fee Cl#1091
Stale of CA, Secretary of State Expedited Serace Fee Cloe 1092

Tl Siste of CA, SOS Comporaie ing Fee ($1004Expedied Serwce (3350)

5530 - Taxes and License
350 00)

5630 - Taxes and License

05 - Ownes Contributson

I Save & Close lm Rever:
——
Page 6
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Adding Accounts, Balances and Transactions

7. A Recording Transaction pop-up window will inform you that you have changed the transaction and asks

“Do you want to record your changes?". Click Yes to continue.

GROCERY
OUTLET

Main Reports

& o

Find New Save

0772672016 W

Recording Transaction

6630 - Taxes and License 2
6630 - Taxes and Lic | g You have changed the transaction. Do you want to record'your

changes?
3005 - Owner Contnbution
Cancel

be Ck#1091

oe Ck#1092
pedited Semvice ($350)

Grocery Outlet Inc. Revised: 11/3/2016
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Changing Compensation

w”

Changing Compensation

After reviewing this material you will be able to change compensation.

> Note: Does not apply to Insurance Agents, Life Insurance Agents or Travel

Counselors.

1. Log-into Workday. Navigate to My Team. Locate the employee that you need to change

compensation for.

Ama-Annan N. Brad Capraro .

Farida Christ.. Genelle Tho..

2. Select the Related Actions ico

Compensation and R

Expenses

Organization
Payment
Payroll

Personal Data

Procurement

Talent

My Team

Time and Leave

Favorite

Security Profile

Evelyn Gunza@

©aaA Northern California, Nevada &
Utah Confidential

== s
) :
-
-
Business Process Birthdays

Cycle Times
ns
Transfer, Promote or Change Job
Terminate
Elizabeth Her.

Christopher ..

George Sum..

Iris Peng (128.

ght of the employee name. Select

[l

quest One-lime Payment
Request Grade Change

View Compensation

View Compensation History

View Compensation Basis Details

View Estimated Compensation for a Period

View Reimbursable Allowance Plan Activity

(® Job

Organization  Elk Grove-Laguna
Manager Will Stallworth (127830)
Location Elk Grove-Laguna

Revised: 04/14

ion Change from the Available Actions menu.

Page 1



Changing Compensation @7

3. The system will default the effective date to the first day of the next available payroll. No

e}

e

other date should be selected without consulting HR. Select the Prompt icon “= from the
Reason field to display the Reason sub menu. Choose a reason from the sub menu and
click OK.

Request Compensation Change

All compensation changes MUST begin as of the next Pay Period begin date.

The next four available NON-EXEMPT Pay Period begin dates are

111212013 Q
11162013

1143002013 Request Compensation Change = »
121412013 Base Salary Change

The next four available EXEMPT Pay Period begin dates are: Request Compensation Change =
11/9/2013 Conversion '
1112312013

127712013 RequestCompensation Change >
122112013 Variable Compensation Change

Please ensure thatthe Effective Date of the requested compensal begin date.

To view the complete 2013 pay schedule, please click here: 2013 B

Effective Date | 04/05/2014 [

Use NextPay Period W

Reason * <=
Employee * | Heidi Kazemi (131018) <=
Cancel

L /4
4. Select the Edit icon G at the end of the'Hourly or Salary row under the proposed column
as appropriate. Only make changes to'this pay rate section.

Total Base Pay 3967 20 USD Annual No Change
Pay Range No Change (7
— — -
+)
+)
Assignment DetaRgEE 14 USGlHoF Flan Nameg) Holirly Flan Effective Date  10/26:201 No Change (#
—— a— — .
+)
O]
\+.'
®

5. Enter the new amount into the Amount field. Or enter amount to be changed into the
Amount Change field, depress the tab key and the system will calculate the new rate
accordingly. Or enter the percent change into the Percent Change field. Click Done when
finished.

©aAA Northern California, Nevada & Revised: 04/14 Page 2
Utah Confidential



Changing Compensation W

Proposed
Compensation Plan
Hourly Plan
Total Base Pay
33,000.00 - 49,600.00 USD Annual
Amount * [ 2024
No Change Amount Change | 4.00
Percent Change | 2448
No Change
Gurrency * [USD
@ Frequency * [Huurly
@ (») Additional Details
Assignment Details
Assignment Details =~ 20.34 USD Hourly
Done
6. Provide details supporting the change in pay in the C t . Click Submit when

finished. Choose Save for Later or Cancel as nee

‘[ | [P— Saweforlater  Cancel

7. A “Process Successfully Completed” ifica displays. Click Done to exit.

You have submitted

Compensation Change: Evelyn Gonzalez (132

Process S@

(» Details and Process

IELLE

)} - Sal e Assoc

©aAA Northern California, Nevada & Revised: 04/14 Page 3
Utah Confidential



(. )
6 Steps of Data-Driven
Decision Making

Step 1 N

Define
Objective —

Step 2
Establish
Hypothesis

o e

Step 3

Collect, Organize
& Validate the Data

A
Step 4
Summarize &
Analyze Information

Step 5 v
Synthesize &
Prioritize Knowledge

Step 6
Decide, Create
Story & Implement

©

@ @

@




o /
>
...by analyzing collected

...guide strategic business data, and drawing insights...
decisions to align with goals,
objectives, and initiatives...

T g

ooo
=RE

...to benefit a business
or organization.

Facts, metrics, and data...

Data-Driven Decision Making
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