Making a One-Time Payment on Workday
Quick Reference Guide (QRG)
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Mickey Mouse (101960)

Worker

Tinker Bell (101962)

) Contact
Work Address

( ViewTeam

123 Any Street Remote, NY 99

v Job

Organization  Mickey Mouse (101960)

Business Title Tech - Body - Comm/Piece

Manager Mickey Mouse (101960

Location & Remote New York

Time in Position 0 year(s), 3

this), 29 day(s)

Q Search

@ ‘ocation
" Remote New York

39 United States of America

Job Details

Employee 1D

962

Supervisory Organization  Desier Tire LLC > Mickey Mosse (101950)

Position Tech - Body - Comm/Piece

Business Title

Tech - Body - CommPiace

Job Profile DW Tech - B Commiason/Piece
Job Family W Tachnicien » DW Tech - Paint
Employee Type Reguler

Management Level ndiad:

Time Type Full time

FTE 00.00%

Location

Hire Date

Original Hire Date

Continuous Service Date

Langth of Service 0 ywari(s). 3 monta(s) 29 day(s

Time in Position

Time in Job Profile

Pre-Launch 2022
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Welcome to Workday!

This guide provides information on how to Make a One-Time Payment to a Team

member using Workday.

Make a One-Time Payment to a Team Member

Select a Team Member to —
go to their Profile. wy g char

Select the Actions button.

Job Details

From the Actions Menu,
select Compensation and
then select Request One-
Time Payment.

w o
8
&
a
8
B
a
8
®

Workday Manage Pay: Managers

3| Page




Select the date you want
the payment to be
effective and then select
OK.

Request One-Time Payment

[ SEIE

Employes # | u Greew Whine (101983} - =

Select the Add button.

One-Time Payment Summary

Surnmary

Effective ate &
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Ermployes Wesility Dane
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Feason

| u Specal Bt = Becagation
Batus

Total Amount Requested

0.oG =D

One-Time Payment

Select a One-Time Payment
Plan option.

Organizational Assignments & v

Cost Censer TX213 Central TX kMK Locason Remone Missou

Locanion: Remote Mgscout Feghont COLA- Mot Agplcale
Regon: COLA - Not Appiicatie
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Enfer an Amount and select
a Currency.

Optionally, enter Additional
Information.

When complete, select the
Submit button.

You'll receive a
Confirmation message.

Your Manager must review
and approve this before it is
submitted to payroll.

One-Time Payments must
be approved by both you
and your Manager by
Monday of the pay week to
be included in your Team
Member's upcoming
paycheck.

You have submitted
Up Next: Mickey Mouse | IT Ticket

View Details

The One-Time Payment has
been made.

You can find it in the Team
Member’'s Compensation
History on the One-Time
Payments tab.
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