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myworkday Employee

Employees should log into Workday and review the information below for accuracy.’

‘ Personal Information? ‘ Emergency Information ‘ Pay & Benefits

|:| Preferred name | |:| Personal emergency contact & |:| Bank deposit information®

] . N / information*
Marital status - - o < » Federal & state tax
|:| VUMC emergency notification “ |:|

. L .
"] Gender p—N preferences’ withholding information
] Race/ethnicity [ ] Benefits elections®

|:| Veteran's status I:I PTO balances & new
requests®
] Disability

"Access Workday via the icon on a VUMC IT-managed workstation or from any web browser at www.myworkday.com/vumc/login.htmld. Most of this data can
be updated by the employee within Workday. For additional support and questions, contact your department’s Super User or email MyWorkday@vumec.org.

3
D Work phone number 2Refer to the Quick Reference Guide Maintaining Personal Information.

use. To update, follow the steps in Maintaining Personal Information and select “My Work Contact Information.” Update may require manager approval.

3The Work Phone Number is what will be provided to patients/family members upon request when calling the main VUMC phone number. Please ensure it is appropriate for external
dils 110x

d

“Refer to the Quick Reference Guide Updating Emergency Contacts.

*Refer to the Quick Reference Guide Updating Everbridge/AlertVU Emergency Contact.

D Action & in boX items SRefer to the Quick Reference Guide Worker Payment Elections.
’Refer to the Quick Reference Guide Update Employee Tax Elections.

éInaccurate information regarding benefits elections will require a ticket within Workday Help.

°All non-VandyWorks users should request planned/known PTO. VandyWorks users should continue to follow their current process for requesting PTO.
Refer to the Quick Reference Guide Time Off (All Employees) for specific guidance. Inaccurate information regarding PTO balances
will require a ticket within Workday Help. PTO balance data for VandyWorks users will not be available in Workday until Apr. 11.


https://www.myworkday.com/vumc/login.htmld
https://www.vumc.org/myworkday/sites/default/files/public_files/My%20Workday%20Super%20User%20Lookup%20-%20Updated%202.3.23.xlsx
mailto:myworkday@vumc.org
https://d1vy0qa05cdjr5.cloudfront.net/8fb651dc-6f50-4f63-8ea3-82468310aae4/Maintain%20Personal%20Info_QRG_KLA_JG_BD-QAFinal.pdf?799
https://d1vy0qa05cdjr5.cloudfront.net/8fb651dc-6f50-4f63-8ea3-82468310aae4/Maintain%20Personal%20Info_QRG_KLA_JG_BD-QAFinal.pdf?799
https://www.vumc.org/myworkday/sites/default/files/public_files/Training/Emergency_Contacts.pub_.pdf
https://www.vumc.org/myworkday/sites/default/files/public_files/Training/Emergency_AlertVU_Everbridge.pdf
https://d1vy0qa05cdjr5.cloudfront.net/8fb651dc-6f50-4f63-8ea3-82468310aae4/WDHR%20601_Q3_Select%20Worker%20Payments_QRG_RA_FINAL.pdf?257
https://d1vy0qa05cdjr5.cloudfront.net/8fb651dc-6f50-4f63-8ea3-82468310aae4/WDHR%20601_Q2_Update%20Employee%20Tax%20Elections_QRG_RA_FINAL.pdf?260
https://d1vy0qa05cdjr5.cloudfront.net/8fb651dc-6f50-4f63-8ea3-82468310aae4/WDHR%20201_Time%20Off%20in%20Workday%20for%20Employees_QRG_RA_final.pdf

