workday Training
for Managers

2014
workday.

Our Beliefs

Respect

Collaboration
Excellence

Integrity x BOI'QWﬂrIIeI‘

Community



Meeting Guidelines

Stay Engaged
= You will get out of it what you put into it!
= Eliminate Distractions
= Take a break from your phone
= |Laptops—please only reference for live, hands-on activities
=  Timekeeping
= Facilitator will keep us on track
= Stay Focused

IS a global initiative eventually impacting all BorgWarner
employees

= Parking Lot / Action Items
= Review before closing—HR to follow up
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How We Will Spend Our Time Today

= One Hour training for managers:
= Overview / Business Rationale: 5 minutes
* Training Presentation and Demonstrations: 30 minutes

= Hands-on exercise—15 minutes
= Manager Navigation

= Questions: 5 minutes
= Wrap-up: 5 minutes
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What We Will Cover During Training

= Today, you will be shown how to:

= Log in and navigate
= Approve employee changes

= We'll also talk about:

= Key dates and upcoming communication

= Where to go for additional support and resources

= Appendix: Overview of Personal Information, Benefits and
Reporting functionality

= You will leave with:
= Management Resource Guide for detailed information

= Management Quick Reference Job Aid
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workday Training Objectives

= |ntroduce you to

= Understand the reasons for the system
and your role

= Understand what’'s changing and what's
not changing for managers

= Be able to complete key transactions
using
= Know where to go for support
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HRIS = Human Resources Information System

: will be the single, global HRIS for:

Borg Warner of information for all employees
Contract / Temp Employees not paid by BW will be excluded

for BorgWarner provided benefits
Global

Employee and Manager
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Why workday?

Helps us be a
using leading technology

An for accessing
all your personal and benefits-related
Information

when you enter
and manage your own data

through data privacy & security

Provides you
In your current role

for
employee transactions

Simple and intuitive system that

Allows us to be by
minimizing paper traffic
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http://ice01.borgwarner.com/GBL-Communications/Shared Documents/Workday video MOV.mov

BorgWarner Future State-workday HRIS

HR Foundation to

Y
N Support the Business
F)Elyff)“ <:| WOI'kdOy®
Single Global
~N HRIS

Future State Model
Single HR System
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What's NOT Changing and What IS?

What’s NOT Changing

Employee information is secure and
confidential

Employees must make sure their
personal information is up-to-date

You and HR will approve transactions

Timely completion of your role in
employee transactions is key

Employees must provide supporting
documentation to HR for requested
changes to their personal information

3 BorgWarner

What IS Changing

Employees manage their own personal
information

Employees can make changes to their
personal information from anywhere they
can open a browser

The approval flow of transactions

You can approve transactions from
anywhere you can open a web-browser

Documentation will be updated
through workday

9
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What's the Most Significant Change?

Managers Please Note!

= A transaction

In the system

= Hiring, Pay Changes, Job Change Transactions
have a timely response

= You will receive a BorgWarner
that your
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Key Points for Managers

Managers Please Note!

= BorgWarner will adhere to all
laws, policies and guidelines

= The system will host HR related employee
Information in a secure, on-line environment

= The system enhances the efficiency and automation
of employee transactions / approvals

= Please support the advantages of

11 |
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Enhanced Information Security

= Managers Please Note!

Treat all employee information as if it were your own
Lock your computer when leaving your desk

Log out when finished with a session

Use a secure printing location

Do not leave employee related printed information /
reports at the printer or visible on your desk

12 |
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Enhancing your workday for the road ahead

O\

workday.

Logging-In & Navigation
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Logging In to workday

= Access the BorgWarner Site at:

Step 1: Enter your User Name
provided to you by HR

wign In to Workday:

Step 2: Use the
password provided to
you by HR

(case sensitive)

User Mame

Password

Change Pazsword

/7 \

workday.

#® BorgWarner

Welcome to the Workday System!

[fyou have any questions or need assistance, please
contact your local Human Resources department.

Optional: To change your
password after first login,
select “change password”
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https://wd5.myworkday.com/borgwarner/login.flex
https://wd5.myworkday.com/borgwarner/login.flex
https://wd5.myworkday.com/borgwarner/login.flex

Navigating the System

Lost?

Click on the “workday” Your Name:
Search Box: _ logo to get back to the Home | gelect Your Name to change your
The Search box function Home page. password, preferences or challenge Inbox:
works like a Google - : : - NDOX.
- & guestions, view your profile and to Sign Go to vour
Search within Workday Out soloy
Inbox” for all
v pending “Actions
) and Notifications”
_\__“I J
Quicklinks Employee Birthdays
Changes
My Team:
Go to “My Team” for .
all information for your _!_ - - _
direct reports Directory: ,
Go to “Directory” to view
org charts, locations,
Anniversaries Personal Benefits Directory workers, supervisors and
Information more
Self Service Training:
Go to this worklet for ° e,
training videos on oar Custom Reports and Reports:
? ) '
Workday \,_ Go to these worklets to view all
reports
Self Service Custom Reports Reports
Training
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Navigating the System (contd)

Available to all employees; provides your
g e profile, personal information, benefits

data, password, preferences and more

n One-stop shop for manager self service
X and informational needs

My Team

All transactions that require action — this
Mickey Mouse (012285) g'a .
IS your Inbox

Side-by-side view of action items from
your Inbox (actions) and messages to

review (notifications)
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Navigating the System (contd)

Where you can view and change your
personal information

O Where you can view your benefit
elections and monthly costs

I:I -~ Run, download and analyze reports for
your team

Reports Custom Reports
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Enhancing your workday for the road ahead

O\

workday.

Manager
Approval Process
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Approving Employee Transactions

= HR Initiates transaction
= HR manager provides first approval

= At least one-over-one approval required
= Employee’s manager
= Manager's manager
= For Grade 14 and below

= Transactions for higher grade positions

may require additional levels of approval

= Grade 15 and above will require Business Unit
Leadership approval
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Approving Employee Transactions (contd)

= Onboarding/hiring
= Compensation adjustments
= Job changes

» Transfer (department, location, manager, paygroup, shift, correction,
etc.)

= Promotion

= [ateral Move
= Demotion

= Separation

= REMEMBER: A transaction

20
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Approving Employee Transactions (cont’d)

Three options for every approval notification
= Approve

= Deny

= Send back

To deny or send back, you must provide
comments explaining why

Managers...please note!

21 |
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Approvals: Onboarding/Hiring

W@QY» Mickey Mouse (012285) @ S

Actions Notifications
Home

Hire: Daisy Duck - WHQ - Financial .
systems (Mickey Mouse (012285)) Begln any approval

process by selecting

your Inbox
[ | Promotion: Donald Duck (013040)
D &
l——q?'/ View Inbox

——

Quicklinks My Team Employee Birthdays /\
Changes

Select View Inbox

s

Anniversaries Personal

Benefits Directory
Information

[ ]
A
'
Self Service Custom Reports Reporis

Training
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Approvals: Onboarding/Hiring (cont’d)

Inbox
Actions Notifications Archive
v | Viewing: Al - Review v
Hire: Daisy Duck - WHQ - Financial Systems (Mickey Mouse (012285)) /---
Hire: Daisy Duck - WHQ - Financial Faor VWHC - Financial Systems (Mickey Mouse (012285))
Systems (Mickey Mouse (012285)) Overall Process  Hire: Daisy Duck - WHQ - Financial Systems (Mickey Mouse (012285))

Cwerall Status In Progress

Due Date 02/19/2014
Promotion: Donald Duck (013040

Details to Review
Step 1: Look

for “Hire” in The following reflects the specific compensation data that was changed by the transaction. If you would like to see additional
) details about the employee’s compensation click on the More Details button.
your Actions

More Details

Step 2: Select the Hire . Applicant Daisy Duck
action box and the Pasition WHQ - Financial Systems (Mickey Mouse (012285))
details will open on the Effective Date 0211012014
right for your Review _ _
Reason Hire Employee = MNew Hire
and Approval
Job Profile AADS10 - Admin Assistant |
Time Type Full time
Location Auburn Hills WHQ - USA - Corporate
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Approvals: Onboarding/Hiring (cont’d)

Review
Hire: Daisy Duck - WHQ - Financial Systems (Mickey Mouse (012285)) I---

For WHQ - Financial Systems (Mickey Mouse (012285))
Overall Process  Hire: Daisy Duck - WHQ - Financial Systems (Mickey Mouse (012285))

Overall Status In Progress

Due Date 02119/2014

Step 1: Review details;
Click “More Details” to
view more information

Details to Review

The following reflects the specific com uld like to see additional details about the employee’s compensation click on the More Details button.

More Details
Applicant Daisy Duck
Position WHQ - Financial Systems (Mickey Mouse (012285))

Effective Date  02/10/2014

« Reason Hire Employee = New Hire
Job Profile AAD510 - Admin Assistant |
TimeTjpe  Fulltime Step 2: When you select “Approve”
Location Auburn Hills WHQ - USA - Corporate th|s advances the transaction to the

next step in the process.

':./.“5!.-.\.:' —\/ Process History
N
| \pprove | Deny Send Back Cancel
_— P\ \

\

Step 3: If you select “Deny” the Step 4: If you select “Send Back” Step 5: If you select “Cancel” it
entire process is cancelled and you must enter reason comments will stay in your Inbox waiting
you must enter comments in the Reason box for you to take action
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Approvals: Onboarding/Hiring (cont’d)

Inbox

Actions Motifications Archive

v Viewing: All v

Success! Event approved
Hire: Pluto Dog - WHCQ - Financial Systems (Mickey Mouse (012285))

Hire: Pluto Dog - WHQ - Financial Systems

(Mickey Mouse (012285)) \

If you approve, you
receive confirmation of
your approval
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Approvals: Compensation

Step 1: Look for “Compensation
Change” or “One-Time
Payment” in your Inbox

Home

Step 2: Select “Compensation Change”

0O

-
= N/

Quicklinks My Team Employee
Changes
Anniversaries Personal Benefits
Information

E.

Mickey Mouse (012285) §324

Actions Notifications

Compensation Change: Donald Duck
(013040) - Financial Systems Analyst,Sr
]

Hire: Daisy Duck - WHQ - Financial
Systems (Mickey Mouse (012285))

View Inbox

Directory
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Approvals: Compensation (cont’d)

Inbox

Actions Notifications Archive

Viewing: All REViEW o
Compensation Change: Donald Duck (013040) - Financial Systems
Analyst,Sr |l [---

v

Compensation Change: Donald Duck

(013040) - Financial Systems Far Financial Systems AnalystSr 1l - Donald Duck (013040)

Analyst,Sr il . o ) _
Overall Process  Compensation Change: Donald Duck (013040} - Financial Systems Analyst Srll
Overall Status In Progress
Oue Date U Step 1: Review details;

Hire: Daisy Duck - WHQ - Financial . “ ot
Systems (Mickey Mouse (012285)) Click “More Details” to

Details to Review view more information

ike to see additional

The following reflects the specific corn
details about the employee’s con

da
on click on the More Details button.

More Details

Employee Donald Duck {(013040)

Step 2: When you select “Approve”
this advances the transaction to the
next step in the process.

)
(f2) Process History
)

| \pprove | Deny Send Back Cancel
Step 3: If you select “Deny” the Step 4: If you select “Send Back” Step 5: If you select “Cancel” it
entire process is cancelled and you must enter reason comments will stay in your Inbox waiting
you must enter comments in the Reason box for you to take action
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Approvals: Compensation (cont’d)

Actions Motifications Archive Employee Donald Duck (013040)

- | Viewing All - Position Financial Systems Analyst,Srll

Effective Date 03/01/2014

. Reason Base Salary Changg
Compensation Change: Donald Duck
(013040) - Financial Systems Mext Pay Period  03/01/2014 - 03152014 (Se

Analyst,Srll Please add a comment to specify why you
clicked: Deny

Compensation Basis Amount Changes

Current
Compensation Basis Total % Increase Amount
Increase
Total Base Pay 80,000.00 2.50% 2,000.00
+ Total Salary & Allowances 20,000.00 2.50% 2,000.00
Acceptable Comment: —
“Increase amount is 3.00% not 2.50%.”
Plan Assignment Changes
Effective Date Plan Type Plan Hame Curn_ant Propos
Unacceptable Comment: Detals Chang
“Donald Duck does not deserve this 03/01/2014 Salary Salary Plan S aa240
increase; he doesn't talk like a human and ; To send back, you must enter |

a reason in the Reason box

he sounds like a duck quacking.”

/
'ﬁ," V Process History
If you select “Deny“ or “Send I
Back,” you must enter comments [ Approve  BIEERV Send Back Cancel
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Approvals: Compensation (cont’d)

Inbox :
If you approve, you will
) . - receive confirmation of
Actions Motifications Archive your approval
» | Viewing: All 4

Success! Event approved
Compensation Change: Donald Duck (013040) - Financial Systems Analyst,Srll

Compensation Change: Donald Duck

013040) - Financial Systems Analyst.Sr i
( . y y Up Next

?ﬂ Prince Charming (012128) Who is the next

- approver and what is
the next step in this
process

Approval Chain by Manager
Due Date 02/21/2014

(v) Details and Process
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Approvals: Job Changes

Step 1: Look for “Transfer,”
“Promotion,” “Lateral Move” or
Demotion” in your Inbox

Actions

Home

Step 2: Select “Lateral Move”

9
%)

Quicklinks My Team Employee Birthdays
Changes
‘ 9 |
. ~
Anniversaries Personal Benefits Directory
Information

Mickey Mouse (012285) @ o

Notifications

Lateral Move: Donald Duck (013040)

Hire: Daisy Duck - WHQ - Financial
Systems (Mickey Mouse (012285))

View Inbox
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Approvals: Job Changes (cont’d)

Inbox : .
: Step 1: Review details
Actions Motifications Archive ) and Scroll to VIeW more
v | Viewing: All = Review ) ° _
Lateral Move: Donald Duck (013040) |_information

Lateral Move: Donald Duck (013040)

Get Started Current Proposed

Hire: Daisy Duck - WHQ - Financial _

Systems (Mickey Mouse (012285)) eam Who will be the manager after this change? Mo Change

Which team will this person be on afterthis change?

Action Current Proposed

Reaso Why are you making this change? Why are you making this change? Lateral Move - Lateral

When do you want this change to take effect? 02i16/2014

Step 2: When you select “Approve”
this advances the transaction to the Proposed
next step in the process.

)
(f2) Process History
N

| Pl | Deny Send Back Cancel
Step 3: If you select “Deny” the Step 4: If you select “Send Back” Step 5: If you select “Cancel” it
entire process is cancelled and you must enter reason comments will stay in your Inbox waiting
you must enter comments in the Reason box for you to take action
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Approvals: Job Changes (cont’d)

Inbox

Actions Notifications Archive _

Review Please add a comment to specify why you
Lateral Move: Donald Duck (013040) clicked: Deny

- iewing: All -

Lateral Move: Donald Duck {(013040)

Get Started Current Proposed
Team Who will be the manager after this change? Mickey Mouse (012285) Mo Change
Which team will this person be on after this change?  WHQ - Financial Systems (Mickey Mouse (012285))
Action Current Proposed
Reason Why are you making this change? Why are you making this change?  Lateral Move - Lateral

Acceptable Comment:
“Donald’s title iS Financial Effective On When do you want this change to take effect?  02/01/2014
Analyst Senior I, not Senior I.”

Job Current Proposed
) Job Profile JobProfile  FF1220- Financial Systems Analyst.Sril Job Profile  FF1110 - Financial Analyst, Senior|
U n aCC eptab I e CO m m en t Job Title Financial Systems Analyst Srll Job Title Financial Analyst, Senior |
“Donald is stupid for wanting to
join Finance.”
f if ) Process History

I Approve Deny Send Back Close

If you select “Deny* or AN

“Send Back,” you must
enter comments

To send back, you must enter
a reason in the Reason box
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Approvals: Job Changes (cont’d)

Inbox

If you approve, you
Actions Motifications Archive receive confirmation of
your approval

v | Viewing: Al 4 Success! Event approved
Lateral Move: Donald Duck (013040)
Lateral Move: Donald Duck {013040)

Up Next

ﬁ Prince Charming (012126)

- Who is the next
approver and what is
the next step in this
process

Approval Chain by Manager
Due Date 02/21/2014

(») Details and Process
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Approving via your handheld device

7\

Get the mobile app today!
FREE!
Approving transactions made easy!

= Follow the links below or see your local HR representative for detailed instructions:
= iPhone -
= jPad -
= Android -

34

x BOI'gWﬂI‘IIer Copyright © 2014 BorgWarner Inc.



https://itunes.apple.com/app/workday/id316800034
https://itunes.apple.com/app/workday-for-ipad/id448724987
https://itunes.apple.com/app/workday-for-ipad/id448724987
https://itunes.apple.com/app/workday-for-ipad/id448724987
https://itunes.apple.com/app/workday-for-ipad/id448724987
https://itunes.apple.com/app/workday-for-ipad/id448724987
https://itunes.apple.com/app/workday-for-ipad/id448724987
https://play.google.com/store/apps/details?id=com.workday.workdroidapp
https://play.google.com/store/apps/details?id=com.workday.workdroidapp

Enhancing your workday for the road ahead

O\

workday.

“Hands-On” Session

(Navigation through My Team,
Approvals and All About Me)
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“Hands-On" Learning

= We will “Log-In” to the system

= We will navigate through your "My Team”
worklet

= We will visit your “Personal Information”
worklet
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Logging In to workday

= Access the BorgWarner Site at:

2 “Go Live” link—Summer 2014

m % Test Link—Use for Mgr. Training

/7 \

workday.

Step 1: Enter your User Name
provided to you by HR

Wign In to Workday:
#® BorgWarner

User Mame

Step 2: Use the
password provided to
you by HR Welcome to the Workday System!

(case sensitive) Password
[fyou have any questions or need assistance, please

contact your local Human Resources department.

Step 3: Click Sign In ? . _{ Optional: To change your

Change Password password after first login,
select “change password”
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https://wd5.myworkday.com/borgwarner/login.flex
https://wd5-impl.workday.com/borgwarner5/login.flex
https://wd5-impl.workday.com/borgwarner5/login.flex
https://wd5-impl.workday.com/borgwarner5/login.flex
https://wd5-impl.workday.com/borgwarner5/login.flex

Home Page

What do | do if | get “lost” in the system?

Lost?
Click on the “workday” logo to get back
to the Home page.

d
Mickey Mouse (012285) @ 2

U

Quicklinks

Home

b 4
—

My Team Employee
Changes

0

Birthdays

38
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Navigating the System

Search Box:

The Search box function
works like a Google
Search within Workday

Lost?
Click on the “workday’
logo to get back to the
Home page.

wc@ly.

Home

My Team:
Go to “My Team” for

direct reports

all information for your

Self Service Training:
Go to this worklet for
training videos on
Workday

Quicklinks

Anniversaries

Self Service
Training

Your Name:
Select Your Name to change your

Personal
Information

password, preference Inbox:
questions, view your profile Go to your
out “Inbox” for all
w pending “Actions
) and Notifications”
---..I ~/

Birthdays

Employee
Changes

¢ :
o § Directory:
Go to “Directory” to view
org charts, locations,
Benefits Directory workers, supervisors and
more
- TN
Custom Reports and Reports:
Go to these worklets to view all
reports
Reports

39
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Mickey Mouse (012285) @ =2

Home

1'.

Quicklinks My Team Employee

Changes
%

Donald Duck {.

Actions

Direct Reports:
Click on the
employee’s name to
view the employee’s
profile.

Birthdays

View

Wy Qrg Chart
Directory Swirl
Timeline

Headcount
Crganization Directory
My Leadership Roles
Organization
QOrganizations | Belong To
Org Charts

Compare Team

@ More (17)
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My Team cont'd

Manager

View Team ! Wickey Mouse (012285)

Auburn Hills WHQ - USA - Corporate

Job Compensation Contact

Job Details Job History Organizations Management Chain Manager History Worker Histary
Job Details Contact Information - Public
Emplayee ID 013040 Email donaldduck@borgwarner.com
Organization BorgWarner (James R Verrier (010096)) == WHQ -

Financial Systems (Mickey Mouse (012285)) Work Address
Job Financial Systems Analyst Srll 3850 Hamlin Road

Aupurn Hills, M1 43326

Business Title Financial Systems Analyst,Srll United States of America
Job Profile FF1220 - Financial Systems Analystsrll
Employee Type Regular
Management Level 13 Individual Contributor
Time Type Full time
FTE 100.00%
Lacation Auburn Hills WHQ - USA - Corporate
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Home

®
Quicklinks My Team Employee
Changes
Actions
%
View:
Donald Duck {.

Any word in blue fontis a
link. When you click on any
of these items shown under
the “View” column, you will
be able to view reports,
charts, and additional
information and resources.

Mickey Mouse (012285) @ =2

Birthdays

View

Wy Qrg Chart
Directory Swirl
Timeline

Headcount
Crganization Directory
My Leadership Roles
Organization
QOrganizations | Belong To
Org Charts

Compare Team

& More (17)
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Personal Information

wofrl-(?oy. Mickey Mouse (012285) @ =

Home

B 4
|_\_D

Quicklinks

My Team Employee Birthdays
Changes

9 !
an |
L A
Anniversaries Personal Benefits Directory
Information
® - TN
A,
!
Self Service Custom Reports Reports
Training
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Changing Personal Information

= From your Personal Information icon,
you will change your:

= Contact information
= Emergency contacts

- |\/|8.I‘It8l| StatUS Personal

Information
. Legal name Change Wiew
. Contact Information About Me
m You Can aISO VIeW Personal Information Addresses

Emergency Contacts Email Addresses

e Marital Status Address Changes
additional personal | 5o
Phone Numbers

inform atlon Worker Documents
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Enhancing your workday for the road ahead

O\

workday.

Additional Resources
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Training Materials Available To You

= Videos on
= Available on the "Home” page by selecting the “Self Service
Training” icon

= Job aids

= Manager Resource Guide & FAQ's
= Manager Training
= Manager Quick Reference Job Aid

= Local HR support

46 |
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http://workday.borgwarner.com/

Where to Go for Additional Support

* Local HR: [add]

47
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Key Dates To Remember

= June xx-xx: Manager Training Sessions

= June xx-xx: Employee Training Sessions

= Summer 2014 IS livel

= Summer 2014: Continue Employee
Communication

48 |
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Next Steps

= Don’t leave without your Manager Resource Guide / FAQ’s /
and Quick Reference Job Aid

= After the “Go Live” date access and familiarize
yourself with the setup

= Monitor your Inbox and watch your BorgWarner
Outlook E-mail for notifications of transactions that need your
approval

= Watch for upcoming communications — and help keep your
team informed
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Thank You

. “

teel good

about driving
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Enhancing your workday for the road ahead

O\

workday.

Personal Information
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Changing Personal Information

= From your Personal Information icon,
you will change your:

= Contact information
= Emergency contacts

- |\/|8.I‘It8l| StatUS Personal

Information
. Legal name Change Wiew
. Contact Information About Me
m You Can aISO VIeW Personal Information Addresses

Emergency Contacts Email Addresses

e Marital Status Address Changes
additional personal | 5o
Phone Numbers

inform atlon Worker Documents
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Changing Personal Information (contd)

= Contact information

M_y Contact Information Click on the “Edit” button s
Mickey Mouse (012285) (--- to update your contact

Edit | information

Home Contact Information

Address Usage Visibility Shared With Effective Date
231 Main Street Home (Primary) Frivate 021142014
Auburn Hills, MI 48326 ) )
United States of America

Work Contact Information
Address Usage Visibility Effective Date
3850 Hamlin Road Business (Primary) 04/30/2007
Auburn Hills, MI 48328 !
United States of America
Email Address Usage Visibility

mickeymouse@borgwarner.com Work (Primary) Public
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Changing Personal Information (contd)

Contact information

/. Change Contact Information e Step 2: Add or update
@&¥ Donald Duck (013040) oo « | € Information and
: one Deviee select Done when
Please make sure to enter a Primary Home Phone. Completed
Country Phone Code
Review your contact information and enter any changes or additions % United States of Am
Area Code
Home Contact Information
Phone Number * Step 1
Primary Address Address 345 Main Street, Aubum Hills, MI 4 Private Select the (4
Phone Extension pencil icon to
additional Address ) update your
Done information
Primary Phone Phone  +1(210) 334-5173 (Telephone) (4
Additional Phone ‘E': Step 1:
Select + to )
e e @ add your Step 3: Once you've
e el entered your contact Save for Later allows you to keep
data, click “Submit” your changes to come back and

later and complete. These

— changes will NOT be sent to HR.
I@ -:\.'I
¥

: Save for Later meel< Cancel will remove any changes

you have made and keeps the
original information.
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Personal Information

= From your "Home” page, you can view or
change your “Personal Information”

workdoy. Donald Duck (]
Home
Personal
. ‘ Information
e \
Quicklinks Personal Benefits Directory
Information Change WView
Contact Infnrmatign Ahout Me
Personal Information Addreszes
@ Emergency Contacts Email Addresses
' Marital Status Address Changes

Legal Mame

Self Service Custom Reports Reports Q Name

Training

Phone Mumbers
Worlker Documents
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Changing Personal Information (contd)

= Emergency contacts

My Emergency Contacts o &
Donald Duck (013040) ...
Emergency Contacts H
Emergency Contact Relationship Contact Priority Preferred Language Phone Number Email Address
Diasy Duck Spouse +1 55-123-4567 (Mobile) Edit Delete

+1 555-123-4567 (Mobile)

Add Emergency Contact A
/] You can edit or delete
an emergency contact

You can add a

new emergency
contact
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Changing Personal Information (contd)

Edit Emergency Contact

Related to Worker Donald Duck (013040) . .
% Step 1: Select your relationship
Felationship * Spouse

Preferred Language $ig]

Contact Priority Alternate Step 2: Select the contact type
&) Primary

Mone of the above

Country * | United States of America {3 Step 4: Enter the additional
Step 3: Enter the contact’s name

contact information
R\ Prefix £2)

First Mame & | Diasy

Middle Mame
Last Mame *  Duck

Suffix £3)

Cancel
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Enhancing your workday for the road ahead

O\

workday.

Benefits Overview
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Reviewing Your Benefit Elections

To view or change

Donald Duck (013040) @ a

Home

your benefits, select 0
this worklet o )
/
Quicklinks Personal Benefits Directory
Information
hange View Current Cost
To change your Current cost
Beneficiaries Benefit Elections as of Daie
benefits, select EEIEEENE
Benefits : your monthly
To view or To view your benefit costs
change your benefits, select
dependents, one of these
select options
Note: Beneficiaries Dependents
are NOT tracked in
Workday
& -
' L]
Self Service Custom Reports Reports
Training
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Viewing Your Benefit Elections

= When you view your benefits, you will
see your current elections

Benefit Elections: & ¢
Duck 7 actions
Q&0
Benefit Plan Coverage Begin Deduction Begin Coverage Calculated Dependents Beneficiaries Employee Cost Employer Contribution
Date Date Coverage (Monthly) (Monthly)
Medical - Cigna US BuyUp HRA 02/18/2013 02/18/2013 Employee §45.00 $330.00
Only
Dental - Cigna DEN US Dental 0211812013 02/18/2013 Employee $12.00 $33.00
Only
Healthcare FSA - Cigna (1) US Auto-Forward 02/18/2013 02/18/2013 $1,000.00 $95.24
Annual
Basic Life Insurance - MetLife US (Employee) 0211812013 021812013 1 X Salary $49,000.00 $5.29
Long-Term Disability - Cigna US LTD 60% Livonia (Employee)  02/18/2013 02/18/2013 60% of Salary $2,425.00
Long-Term Disability Buy Up - Cigna US LTD 70% (Employee) 02/19/2013 02/19/2013 70% of Salary $2829.17 $0.01
FMLA Leave Service - Cigna US 02/18/2013 02/18/2013 1 $1.80
Short-Term Disability - Cigna US Salary Continuation Service 0211812013 021812013 $2.26
Medical Benefits Abroad - Cigna US 02/18/2013 02/18/2013 54.68
Health Risk Assessment - Cigna (1) US - | have taken the Cigna 02/18/2013 021182013
HRQ online (premium discount applied)
Business Travel Accident - Cigna US 021812013 02182013 5260
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Changing Your Benefits

Change Benefits
Donald Duck (013040) r---

Employees outside the U.5. should contact their Human Resources Partner to make a change to their benefit elections.

Benefit Event Type * v Step 1: To add or change
Benefit Event Date + | 1 BIRTH/ADOPTION/GUARDIANSHI... your benefits, select one
1-DEATH OF DEPENDENT of these options
1-DEATH OF SPOUSE
Enroliment Offering Types | 1-DEPENDENT ATTAINMENT OF EL...

1-DEPENDENT LOSS OF ELIGIBLE...
Attachments 1-DIVORCE/LEGAL SEPARATION

1-EMPLOYEE LOSES OUTSIDE CO

o Attachment B Comment File
1-EMTITLEMEMT TO MEDICARE

\1 Step 2:.Attach  RAGEEL .
supporting

documentation for all |~ GO':"'E :
requested changes [ “"* "™ | Step 3: Submit your
information for approval

A& Cancel will remove any
\é; V changes you have made
and keeps the original

Submit | Save for Later Cancel information

If you select “Saved for Later”
these changes are waiting for
you to take action and Submit 62
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Enhancing your workday for the road ahead

O\

workday.

Reporting Overview
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Reporting Tools

Select Reports or Custom
Reports on the Home Page

7 L
Option 1 — Run Report:

Choose from over 200 ' A {
available reports; select
the report of interest to

run it .
Senvice Custom Reports Reports
Training
Option 2: Schedule a
\View Tools R
eport to occur at a regular
About Me Schedule a Report interval
Active Employees Process Monitor
Active Employees - Basic Background Processes for a Process
Active Employees - Basic By Location Yiew All My Reports
Active Employees - Detail : :
Active Employees - Detail By Location Option 3: View All My
Actual Increase less than Statutory Minimum % Reports you have

scheduled to occur at a
regular interval

Addresses
All Contingent Workers
All Employee Time Off

& More (272)

64

x BOI'gWﬂI‘IIer Copyright © 2014 BorgWarner Inc.




Reporting Tools (contd)

Mickey Mouse {012285) @ =

Birthday List (- Option 4: Download a \ P

Include Subordinate Organizations: Mo Include Managers: Yes report_by SeleCtmg the
Organizations: WHQ - Financial Systems (Mickey Excel icon
Mouse (012285)) =
2ite X3
Next Birthday Name Department Name Supervisory Organization Address Hire Date Job Title Work
09/0312014 Mouse, Mickey &R3-004050 WHQ WHQ - Financial Reporting & 231 Main Street 04/30/2007 Manager, Finance
Caontroller Accounting Shared Serv
(Craig Aaron (012126))
11092014 Duck, Donald ERS-004050 WHOQ WHQ - Financial Systems 02/01/2008 Financial Sys
Controller (Mickey Mouse (012285)) Il

Option 5: Print to PDF by selecting
the printer icon
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