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Install and Use Workday Digital Assist Overview

This Quick Reference Guide (QRG) is designed to walk All Users through installing and using
Workday Digital Assist. Workday Digital Assist is an add-on extension that allows you to access
up-to-date Quick Reference Guides and helpful Workday process tips. By the end of this QRG, you
will be able to determine if you already have the Workday Digital Assist extension, install the
Workday Digital Assist extension if you do not already have it, and utilize the Workday Digital
Assist assistance features.
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Procedure: Determine if the Workday Digital Assist extension is installed
On the Workday Home screen:

1. Look to see if you have the blue Need Help? icon on your Workday home screen. If the Need
Help? icon is present, the Workday Digital Assist extension is already installed on your
computer. If it is not present, follow the next procedure to install the extension onto your
computer.

Hello There It's Monday, April 1, 2024

Awaiting Your Action 88 View All Apps
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Procedure: Install the Workday Digital Assist extension

1. In a separate browser, go to the UVA HR website.
2. Click on magnifying glass in the upper right portion of the screen.
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3. Type Workday Digital Assist into the Search field.
4. Select Workday Digital Assist from the Search results.
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ENTER YOUR KEYWORDS

workday digital assist

Search results
I Workday Digital Assist I

Workday Digital Assist .. innovative tools to meet the needs of our organization, Workday Digital Assist (WDA) is now
available broadly

HTTPS://HR VIRGINIA.EDU/WORKDAY-CENTRAL /WORKDAY-DIGITAL-ASSIST

5. Click on Download & Install WDA (Netbadge Required) in the Quick Actions section on the
right.
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+ step-by-step assistance in real time

: os (@ COMPLETE THE WDA REQUEST FORM
ef and

* no need for instructions from external job aids

QUICK ACTIONS
You'll find that conducting many routine and non-routine business processes are now simpler, more intuitive, and faster.

o 2o DOWNLOAD & INSTALL WDA
Furthermore, WDA reduces your need for outside training tools. (] (NETBADGE REQUIRED)

© REQUEST A WDA ENHANCEMENT

6. Follow the instructions on the WalkMe Extension screen:
e Click Download Extension

© Download Extension
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e Click “+Add to Chrome”
"= WalkMe Extension ‘

LAt A Erodt

OVERVIEW REVIEWS RELATED 8

WalkMe enables your business to

simplify the online experience and
eliminate user confusion. Think of it

like a GPS, but instead.

e Click Add

Confirm New Extension

Add "WalkMe Extension"? udk

It can:

+ Read and modify all your data on the websites
you visit

Add ‘ Cancel ‘

L3

7. Return to your Workday screen and refresh the screen. The Need Help? icon should appear.
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Procedure: Utilize the Workday Digital Assist features

Quick Reference Guides

1. Click on the Need Help? icon. The Workday Digital Assist menu will appear.

WORKDAY DIGITAL ASSIST
TASKS

How can we help you? Q

My Workday
Workday Finance

Website Connections

All Help

e My Workday will give you access to UVA HR functionality Quick Reference Guides.
e Workday Finance will give you access to Workday Finance Quick Reference Guides.
WORKDAY DIGITAL ASSIST
TASKS

How can we help you? Q

My Workday

Workday Finance

9]

Account Certification

Accounting Journals & Adjustments
Ad Hoc Bank Transactions
Budgei/Adaptive

Customer Accounts

Expense Reports

Gift Creation

Grants Management

Internal Service Delivery

Supplier Invoice Requests
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Purchase Orders
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2. Click on an individual topic area to see available Quick Reference Guides, for example,
Expense Reports:

Expense Reports

Click the links below to access Expense Reports Quick
Reference Guides:

> Create Expense Reports

> Create Expense Reports in Workday Mobile Application
> Create Spend Authorization

> Download and Print Expense Reports

> Expense Item Descriptions

Workday Process Tips

e The Workday Digital Assist extension also gives you access to the helpful quick tip icons
that have been put in place on various Workday task screens. Clicking on the ? icons
will provide you with a helpful tip on that field.
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