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Request Workday/Aurion Access

Please note. Inactivity for 5 minutes will result in Workday automatically logging out. Ensure you are
connected to the UQ network when accessing Workday remotely.

Use this guide for instructions on how to request access to Workday / Aurion

A Manager identifies the need to request access for one of their Employee’s and consults with HR / the relevant team
for guidance and / or approval.

W Navigate to the Menu button on the top left side of = menu UQ
the page.
Click gt
X
@
olla Apps Shortcuts
w Your Saved Order @
&
[ETE My Personal Information
Select =
& My Requests
&3 My Talent & Performance
@]@ My Team Management
@% Team Performance
I?E Learning Trainer
@ -
j Recruiting
A=
r&i Learning Admin
i
a 2 Birthdays
@ A max of 20 Apps can be displayed here.
Edit your Apps to customize menu.
If you cannot see this option — click at
the bottom on this Menu and select < ® Add Apps > ( =7 Edit >
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Actions

and select

Create Request

Create Request

x Request Workday/Aurion
security role assignment

Request Type *

Cancel

Enter employee’s name in “On Behalf Of” field. Enter justification for employee requiring system access.

W Create Request - Workday X+

&« C @ wd-implworkday com/ug2/d/task/295
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Request Workday/Aurion security role assignment 1

b3

Submit this request for a new Security Assignment in Warkday and/ar Aurian, or to change to an existing security assignment {Including remaval of access). This request will forward to a HR Executive staff members for approval befare action by the Workday Security Administrator

To view existing security assignments, indniiduals can search in Warkday for My Suppo

ting Roles’, or the Security Administrator can provide a report

In the section 'On Behalf Of, please zelact the security assignee that this request is for. If you are raizing this request for yourself, you can leave this section empty.

On Behalf Of

Why are you requesting this security assignment? {Requirad)

Enter effective date for access to be granted and end date if applicable.
Please keep in mind a reasonable turnaround time for access to be provided.

Security assignment Effective Date:
(Required)

DD/MMIYYYY ()

Security assignment End Date {If this

DD/MMAYYYY £

Security Assignee Full Name
(Required)

s a temporary assignment)
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Enter in your details for Security Assignee Full Name, Security Assignee UQ User Name,
Security Assignee Position Title and if your employee already access to other systems.

(¥ Creste Request - Workday x  + - - 8 X

&« c & wd3-impl.workday.com/uq2/d/task/2997$12683. htmld?refresh=true8iraf=%2Fuq2%2Finst%2F11526%24429%2Frel-task%2F2998%2442508%2Ehtm|d&refresh =true8iref=%2Fuq2%2Finst%2F 11526%24429%2F rel-task%2F2998%2442508%2Ehtmid [ - ¢ o a

Security Assignee Full Name:
(Required)

‘ 4

Seourity Assignee UQ User Name (ID)
(Required)

‘ 4

Security Assignee Position Title
(Required)

‘. g

What Security Roles does this individual already hold?

Select the appropriate Workday Administrator / Workday and/or Aurion Security Role/s to assign

Workday Administrator Security Role/s To Assign Workday Administrator Security Role/s To Assign

Workday Administrator Security Role/s To Assign Search = Search =

UL QI USIIT e gun a
-

D Absence Administrator
D Learning Administrator
D Academic Faculty Administrator

Workday Security Role/s To Assign

Aurion Security Role/s to Assign D Committee Administrator

Learning Content Creator

D Benefits Administrator

Learning Instructor

D Business Process Administrator
Payroll Administrator

Payroll Auditor

D Compensation Administrator

Recruiting Administrator
D HR Administrator
Report Administrator

Oo00Oo0oOoo0o0oono

[ HR Auditor

Report Writer
D HR Org Administrator

Se
[] integration Administrator ions Workday Security Role/s To Assign

T Se Aurion Security Role/s to Assign

D Job and Position Configurator o Search =

se - Search =

Learning Administrat:

D arning Aeministrater Ta D Absence Partner

1. _ e s D Talent Acquisition (HR View)

D Academic Faculty Partner

[ AskHR (HR View)
\:‘ Benefits Partner 19
HR Client Partnering (HR View) 2
D Costing Allocation Officer
Employee Services Unit (HR Edit)

\:‘ Compensation Partner Employee Services Unit (HR Edit +

[ ] Executive Dean Approver)

Finance

Data Warehouse Manager
\:‘ Global Maobility Partner

Payroll
D HDR Partner

Employee Benefits
D Head of School

HCMS Support

UJ
U
U
[] General Manager i O
u
UJ
U
U

D HR Client Services

D HR Executive

WD Do
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Enter in appropriate Supervisory Organisations and upload any required supporting
document as applicable.

Click to complete.

Which Workday/ Aurion Supervisary Qrganisations are required for this access?
Example: Faculty of Business, Economics & Law

Please upload evidence of Workday or Aurion Training completion required for this assignment, or evidence of registration if future dated

Drop files here

or

Select files

(smetorize ) (e )
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