
 
 
Initial integration process – all users 

You will receive a pop-up notice in Teams that you have been added to a new channel 
named Workday. After opening the new channel, you will receive a welcome message 
and will be prompted to select the Connect to Workday link. 

 

When you select Connect to Workday, you will be taken to your Workday@OK sign-in 
page. Sign in by your normal method. 

 
  



After selecting your sign-in method, the Workday Cloud Platform will request access to 
your Workday@OK account.  

 
  

Next, you will receive a confirmation message that you are connected to Teams. 

 

  



Workday for Teams: What does it look like for you? 

After returning to Teams, the Workday channel will receive a new welcome message 
that includes a summary of common Workday activities. 
 

     



 
            
Within the channel, under the App tab, you will see Quick Actions, such as requesting 
time off, entering your time, viewing your pay slip or time off balances. 

  

  



Additional options can be selected under More. 

  
Important note: Some actions cannot be completed within Workday for Teams. If an 
action requires the use of Workday, a prompt will appear with an option to navigate to 
the corresponding page within Workday@OK. 

 
 

Workday for Teams chat  
In addition to the Workday for Teams channel, you will have an AI chat available for 
Workday; you can access this chat from within the Workday channel tab or the chat 
titled Workday. You can ask the AI questions like how to request time off and access 
the message center. There, you will find the response to your requests. Tip: Pin the 
Workday app in your sidebar to keep it easy to find. 

  

 



Submitting time off 
Requesting time off through the Teams is easy! Using the chat feature, enter a phrase 
related to time off request. The AI chat will guide you through the process. You can 
request a range of dates or a single date. 

 
Next, you will be prompted to select the type of leave you want to submit. You can view 
additional options by selecting the scroll bar. After you have chosen your category, 
select Next.

  

 



Once you have selected your date(s), you will be asked to enter the number of hours of 
leave for the corresponding date(s). To proceed, select either Submit, Edit or add 
details or Cancel your time off request. 
 

 
After submitting your request, AI chat will provide a confirmation of your request, and a 
link to view the status of your request.  

 
You will receive a notification in the Workday Teams chat after your supervisor 
has approved or denied your request. If denied, the notification will include the reason 
your request was denied. 

  



  

If you use the Workday application, you will notice a Workday Assistant chat icon in the 
lower right corner. This chat is the same feature found in Workday for Teams.  

 
Supervisor view 

A supervisor and employee have the same view within the application. However, the 
supervisor has the option to view additional functions from their homepage by selecting 
My Team. 

 
  

After selecting My Team, a supervisor will see a list of employees that report to them 
along with their next scheduled time off. For a more detailed view, select Open Team 
Calendar. 

 



  

The calendar view allows the supervisor to see their team’s schedule by month and 
includes a list of employees with additional information including time off, birthdays and 
work anniversaries. Use the Previous and Next buttons to toggle between months.    
Note: Supervisors are limited to the monthly view only.  

 
  



When employees request time off, the task count found on the supervisor’s homepage 
will increase, and they will receive a chat notification. 
Special note: If a supervisor selects My Tasks from their homepage, Workday for 
Teams will direct them to use the website. However, a supervisor can approve or deny 
requests by selecting the notification that appears in their Workday chat. 
The alert in the supervisor’s Workday chat includes the employee making the request, 
their available leave balance and any other employees on their team with time off. 
Select Approve or Deny. View additional options by selecting the three dots. 

 
If a supervisor denies a request, they must enter the reason before they are allowed to 
submit the response. 

 
  



Quick actions and conversations that can be completed on Teams 
Learning: Continue learning content, view my enrolled content, view my required 
content. 
Pay: View pay slip. 
Recruiting: Find job requisitions. 
Staffing changes: Change job templates, change job profile, change business title, 
change location, change manager/supervisory org. 
Time off: Request time off, correct time off, approve time off, view balance, view 
company holidays. 
Profile: View my ethnicity, legal name, marital status, nationality and citizenship. 
Profile: View my preferred name, sexual and gender identity, anniversary, birthday, 
business unit, email, employee ID, hire date, last promotion date, location, manager, 
phone number, time in position. 
 
Quick actions and conversations that will Navigate into the Workday website. 
Benefits: View dependents. 
Feedback: Get feedback on self, get feedback on worker, view feedback received, view 
feedback requested. 
Goals: Add goals to employees, manage organization goals, view my goals, view my 
organization goals, view my team’s goals. 
Learning: Enroll in content, view all content, view learning home, view my learning 
transcript, view my team’s learning status. 
Pay: View 401(k), direct deposit, total compensation, tax forms, W-4. 
Performance reviews: View performance review (My Reviews, Start My Performance 
Review, My Team’s Performance Review, Start Performance Review for Employee). 
Productivity: Open My Drive. 
Profile: Change my contact information, emergency contact, ethnicity, legal name, 
marital status, nationality and citizenship, personal information, preferred name, profile 
photo, gender and identify. 
Recruiting: Create job requisition, create referral, view a candidate’s status. 
Time tracking: Approve timesheets. 
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