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Welcome to Workday

We're excited to announce the implementation of Workday, a new application and
human resources system for Merit System employees. Workday will make managing
your personal information easy, convenient, and much faster. Workday is an all in one,
one-stop shop that will make running reports, managing and initiating transactions, and
viewing your agency data more efficient.

This guide is to help you navigate your way through Workday, the newly implemented
human resources information system. We recommend using this guide while listening to
the Workday Webinar.

What does Workday do?

* Apply for jobs and promotions

* Access your application
information and resumes

* Future: performance
management and training
offerings

N\

workday.

Personnel Board

erl. / «[) Irpose. /\[ e



O\

workday.

Log into Workday

You will access Workday from www.Jobsquest.org. You will start at “login” on the left
navigation panel on the landing page of this site that will direct you to Workday.

JOBSQUEST.ORG

A career. A purpose. A life.

Welcome to JobsQuest, your gateway to exciting employment opportunities within

Find Jobs the Personnel Board of Jefferson County Merit System. The Merit System consists of
nearly 8000 positions within a wonderfully diverse set of government agencies,
Login including five county-wide agencies providing critical public services to our
Job Alert communities and 17 city governments, ranging from smaller, community-minded
towns to vibrant, bustling cities, Within these agencies, Merit System employees
FAQs devote their efforts to serving the public in a variety of exciting fields and meaningful
professions. Employment opportunities within the Merit System include careers
About Us ranging from public safety, city management and information technology, to public works, medical services and engineering, just
to name a few. Through these exciting careers our Merit System employees are making a difference in the communities that they
Contact Us JETve;
We welcome you to consider a career in the Merit System. Just click *Find Jobs" in the menu on the left to explore our many
ADA exciting employment opportunities.
Merit Matters

PLEASE NOTE:

JobsQuest has a new look! We have updated our site and application process to make it easier to view and apply for jobs, as
well as monitor your applications, With this upgrade, you will need to create a NEW ACCOUNT to apply for jobs.

A pPpUurpose
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Log into Workday (continued)

After clicking the “Log in” menu button, you will see 3 options. Internal Merit System
employees should only select Option 2 or Option 3, depending on whether you know your
Merit System employee number.

Option 1 - No, I'm an External Applicant

*Current Merit System Employees should always apply as an internal applicant. Clicking
the external applicant option as an internal Merit System applicant may lead to your
application being processed incorrectly.

Option 2 —Yes, but | don’t know my 7 digit Merit System employee number.
If this is your selected option, proceed to page 6.

Option 3 —Yes, and | know my 7 digit Merit System employee number.
If this is your selected option, proceed to page 7.

JOBSQUEST.ORG

A career. A purpose. A life.

Home

Find Jobs

Login

Do you work for any of the cities or organizations below?

Login

Job Alert Bessemer Birmingham Center Point
Fairfield Fultondale Gardendale
FAQs Homewood Hueytown Irondale
Jefferson County Commission Leeds Midfield
Mountain Brook Pleasant Grove Tarrant
About Us Trussville Vestavia Hills Warrior
Department of Health Jefferson County Sheriff Emergency Management
Contact Us Personnel Board of Jefferson County
ADA No, I'm an External Applicant o
Merit Matters 1: 1
Yes, but | don't know my 7 digit Merit System employee number o Step & SeleCt Of the 3
options

Yes, and | know my 7 digit Merit System employee number ’ o

% Personnel Board
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Log into Workday (continued)

Option 2: Yes, but | don’t know my 7 digit Merit System employee number. Please enter
your first name, last name, agency, and date of birth & click search.

JOBSQUEST.ORG

A career. A purpose. A life.

Home

Find Jobs

Job Alert

Employee Number Lookup

First Name

Last Name
FAQs

Agency

Birthdate

About Us

Contact Us

Merit Matters

After you enter your information on the Employee Number Lookup screen and click
search, the new screen will provide your employee number real time. Document your
employee number and click continue. Go to page 7 in this manual.

s JOBSQUEST.ORG

A career. A purpose. A life.

Employee Number Lookup

JOBSQUEST.ORG

a5t Hare
agency A career. A purpose. A life.

Birthdate

Find Jobs

_ Search Results
Your Merit System Employee Number is 1

-

% Personnel Board
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Log into Workday (continued)

Option 3: Yes, | know my 7 digit Merit System employee number. You will receive a
message indicating a temporary Workday password. This password will be used only
during your first login. After your first login, you will use the password you created after
the initial login.

Click “continue.” The next screen will be your Workday login page.

Login

To loginthe Usemame is your emplayes number and your password is: Workday «
st 4 gty of your social security pumber.

Suna

Personnel Board
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Log into Workday (continued)

Once on the Workday login page, you must enter your credentials to enter the system.
Your username will be your 7 digit Merit System employee number. Please note your
Employee Number refers to your 7-digit Merit System employee number. You may have
another number that is issued by your employing agency; using that number will not
work when attempting to login to Workday.

b

Welcome to Personnel Board of Jefferson County Workday!

Next, enter your password. If this is the first time you are logging into Workday, then you
must use the temporary password Workday!Last4SSN (Workday! and the last 4 digits of
your social security number). So, if your SSN ends in 4567, then your temporary password

would be Workday!4567. Then click “sign in.”

Personnel Board
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Log into Workday (continued)

You will be prompted to change your password. Your new password must be a minimum
of 8 characters and contain at least:

e 1 uppercase letter and 1 lowercase letter

e 1 special character (|@#5S%"&* +?)

e 1 number

Please store your password in a secure location.

"/-\\
workday.
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IMPORTANT — READ BEFORE YOU BEGIN - Career Profile

As an internal Merit System employee, you will apply to jobs within the Merit System using
a Career Profile. So, the first thing you must do is set up a Career Profile by

1. Reviewing and updating your contact information

2. Adding your experience (job history), education, and any certifications/licenses.

If you apply to a job before setting up a career profile, then your application will be blank
and you will be deemed not qualified for the job.

The next several pages will outline how to set up a career profile within Workday. In order
to effectively complete your Career Profile, you will need to have the following
information available:

* Your accurate contact information, including personal email, work email, personal
phone, work phone, and home address.

* Your job history including job title, employer, dates of employment, and a listing of
your responsibilities and job duties.

* Your educational information including your school, degree, dates of attendance,
and major area of study.

* Any certifications that you have completed. These would include specific
professional certifications and licenses that you have been issued (e.g., a
Paramedic License, Microsoft Technology Associate certification, or Senior
Professional in Human Resources Certification, among others). You will need the
name of the certification, the issuing agency, the date of issuance, and, if
applicable, the expiration date). You can also supply copies of your certifications
as attachments.

The above information will likely be contained within an up-to-date resume that you may
have, so it will be important to have that at hand when completing your Career Profile.

J} Personnel Board
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Review & Update Contact Information

Once you are logged in, you will be on the Workday Home Screen. The first thing you
should do is review and make any needed changes to your contact information.
Having accurate and up-to-date contact information is essential to ensure that you
receive important information from the Personnel Board and that you are able to be
contacted about potential job opportunities to which you apply. Follow the steps
below to review your contact information and make any necessary changes.

Type “My Contact Information” in the search box to in the top-left corner of the screen
and hit enter:

&« & & https://wd5.myworkday.com/pbjcal/d/home.htmlid
w Q My Contact Information
A career. A purpose. A life.

You should then have an item under your search results titled “My Contact
Information.” Click this to review your contact information.
W Q my contact information

Search Results

Categories Search Results Zitems

I Common Tasks and Reports

Organizations My Contact Information
formation, including addresses, phone numbers, email addresses, instant messenger IDs, and
People web addresses. Enables you to add new contact information, edit existing information, or delete ...

Processes

Change My Contact Information

Personnel Board
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Review & Update Contact Information (continued)

You should notice two sections to your contact information: Home Contact Information

and Work Contact Information. Please review both sections. To edit any of your contact
information click the “Edit” button at the top-left.

My Contact Information

Name (Actions)

Edit

Home Contact Information

1 item

Address Usage Visibility

Private
Birmingham, AL Ml Home (Primary)
United States of America
4

2 items

Phone Number Device Usage

Visib

7 +1(205) onnamE Mobile Home (Primary) Prive

T 41 (205) e Landline

Home Prive

1

2 items

Work Contact Information

1 item

Address Usage Visibi

Business (Primary) Fualh
Birmingham, AL 35203 gt
United States of America
Ll

1 item

Phone Number Device Usage

+1 (205 il Landline

Work (Primary)

1

2 items

Email Address Usage

]
Work (Primary)

Personnel Board

A career. A purpose. A life.
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Review & Update Contact Information (continued)

To make the edit, you must then scroll to section by section and click the pencil icon
on any sections that you wish to update.

After making the update within that section click the checkmark icon to execute
the change and then move on to the next section. NOTE: You cannot edit “Business
Location” within your Contact Information.

Home Contact Information
Primary Address

Address
]

Usage

Visibility

Private

Additional Address

Add

Primary Phone

Phone
+1 (205) W (Mobile)

Additional Phone

Phone
+1 (205) SV (_andline)

After updating all necessary sections, click “Submit” at the bottom of the page and
then click “Done.”

Save for Later Cancel

J> Personnel Board
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Set up Your Career Profile

Now you are ready to set up your career profile. Your career profile is:
e The basis for all of your submitted applications

* Animportant part of what hiring managers will review and use to evaluate

your qualifications for a position

You must set up your career profile before applying to any job. Your career profile will be

saved for all future application submissions.

Start at the “career” icon, which is called a worklet, on the Workday home page.

- phicall

@-

Search

Personnel Board Merit System

A career. A purpose. A life,

Welcome, Gregory Bone

—=7| Announcements Applications
1item 4items
APPLY FOR A JOB (r:[l>‘ﬂ — |
Welcome to the Merit System Internal Career Site! i — A
@ =
Career Inbox Directory
@ Inbox
7N
/ —
/ X

Internal Career Site

o)
d (}h

Processes
Awaiting Me

Personnel Board

A career. A purpose. A life.
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Set up Your Career Profile (continued)

View

Wiew

Personnel Board

A career. A purpose. A life.

You MUST complete the Job History,
Education, and Certification
sections before applying to any
jobs.

Add job history (work experience)
here.

' Add education here.

Add your certifications and
licenses here.

15
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Set up Your Career Profile (continued) - Job History

€ Career

View

My Applications.

Job History
Gregory Bone (==

Personnel Board

A career. A purpose. A life.

To begin, click on the
Job History tab. Job
History is where you list
current & previously
held jobs and
responsibilities.

To add a job that you’ve
held, click the “add”
button on the bottom left
of the Job History page.

16
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Set up Your Career Profile (continued) - Job History

When entering your job history, you should enter your jobs beginning with your current
or most recent and then add past jobs in chronological order from most recent to
farthest in the past.

First, enter the job title and company for the specific job.

*Please note the red asterisks (*) are required fields. The remaining fields are optional &
completed at your discretion. However, failing to provide a detailed description of your
related experience in the Job History section of your application may result in your
disqualification or hiring managers not reviewing your application favorably.

Add Job History

Gregory Bone (==

INSTRUCTIONS - JOB HISTORY (EXPERIENCE)
Please input your job history (i.e., work experience) on this page. You should enter each job you have held and its corresponding job detail. You should begin by ¢l ickinjADD and entering your current (or most recent) jo#nd then adding any
previously held job(s) in order from most recent to oldest, To add each job, click ADD, After entering all of your jobs, click SUBMIT, You may also click SAVE FOR LATE y poInt, it you 7 your profile.

EMPLOYER FIELD: If your employer is not in the list - click the checkbox below and add your EMPLOYER as new.

For detailed step-by-step instructions for entering your job history, click HERE.

Job Title *
Company * =
Create New

Start Date * W/DD/YYYY [

End Date WN/DD/YYYY [

Responsibilities and Achievements

m Save for Later Cancel

Personnel Board

A career. A purpose. A life.
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Set up Your Career Profile (continued) - Job History

Add Job History
Gregory Bone (e
INSTRUCTIONS - JOB HISTORY (EXPERIENCE)

I ¥ page. ! job detail. g ddi
previously held job(s) in oeder from most recent to oldest. To add each job, elick ADD. After entesing all Jobs, elick SUBMIT. You may also ik TER point, i you need 1o l d come b profile.
EMPLOYER FIELD: list - elick th ¥ asnew.

For > ng your job history, click HERE.
Job Title

i Note: You may have to

S - = “Create New” to enter the
Creae New I:li name of the Company if it is
- « W 8 not listed in (Step 4)
EndDate W7oy B
Responsibiliies and Achievements.

Add Job History
Gregory Bone ==

WESTRUGTIGNS = JOB MESTORY (EXFERSENGE]

3 3 curent for
vty b ob{s) in order from ment tecemt o ot To wdd sach job, click ADD. Afler entering allof pour joba, chick SUBMIT, You mary sl clich SAVE FOR LATER at ey pent, # pou reved 10 beivw e coma back b yons praiie.
EMPLOYES FIELE: I pour sspdoyee i £t i the et - clich the cheekivs bk isd add yoass EMPLOYER a3 s,

For datailed voug-by-viap natrustions for sntering pour ol hissory, clok 1IRT

{

Add Job History

INSTRUCTIONS = JOB MISTORY (EXPERENCE)

.t o " ol i " b o thes s sy
v ly b o] onder b st recent to eldeit T add such job, clich A0 ANar estaring ol of pour joba, clhek SUTMIT Vou mory ali elel 14VE 705 LATER ot wmy powst o pau ried 10 leawe and eomw back 1o yous probie
EMPLOVER FIELD W LT e oot EMPLOVER i s

by ey o———
o Tiele
= Copy and paste or
type information
Brtelive here
St e DY 3]
[T oo B
L e ]

D e o

Personnel Board

A career. A purpose. A life.

If your company is not listed,
please click “create new” to
add the company.

Next, select the date by
clicking on the calendar or
typing the month, date, and
year.

Next, add your key duties,
responsibilities, and
achievements. Please be sure
to click “submit” or “save for
later.” If you do not click on
submit or save for later, your
information will not be saved.

18
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Set up Your Career Profile (continued) - Job History

Job Title * | Test
Create New

After you click “Submit”
Camusay.Name o e remember to click “Done” to
Start Date * 08/21/2018 [ move to the next screen
End Date MM/DD/YYYY [

environment. Serves as classroom instructor for assigned IT and/or soft skills training course:
techniques appropriate to adult learners. Establishes and imp di
include developing and ad: ing and other inst

Responsibilities and Achievements

s using varied training
for evaluating training initiatives to
ts to measure training effectiveness. Interacts

with member jurisdictions and co-workers to establish and maintain good cor and work relat i

assess training needs; and, to promote the department's services.

Location Birmingham, AL
Test Reference

205.555.5555

Save for Later Cancel

h
ps; to

-

#~

@

Process Successfully Completed

> Details and Process

Personnel Board

A career. A purpose. A life.

After you click “submit,”
click “done” to move to the
next screen.

A message stating you have
successfully updated your
information will be
displayed. Click “done.”

19
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Set up Your Career Profile (continued) - Job History

Once you have clicked “Done,” then you will see a summary page of the job history
that you have added. To add additional jobs, click “add” button & repeat steps
outlined on pages 18-19. After adding all jobs, click “submit.”

As you add your information, your Job History page will look similar to the example
below. Note: You can edit or remove any entered job history by clicking on the “Edit” or
“Remove” buttons on the right portion of the summary table.

If you have finished entering your work history, click the “W” in the left corner to
return to the Workday home page.

Job History
Gregory Bone (k)

Job History 5 items

b =@
% Contact 2
Job Title Company StartDate  EndDate Location Information Reference Responsibilities and Achievements
Director of Training & Education ProEquities 01/08/2008  08/16/2016  Birmingham, Alsbsma 2052685168  JeffBall Developed and executed training initistives for Edit Remave
120 employees and 1500 field
+ Managed training & education events for the
firm
* Maintained and encouraged internal & external
relationships.
Once compieted your  Responsible for the training & development
& . ” . opportunities within the firm
Job History” page will ey Conteatons |
= g * Lead Practice Management Coaching Program
look like this. Korediin
7 : + Lead focused training & development learning
Note: You will have the etoo duin e ooy
a1, - + Developed on-demand library for all field
ability to Edit the cEnterestative tochodcel Sopacetions
* = « Trained internal departments to use distance
information and/or leaiog o0k o spport ek
« Developed and executed quarterly new advisor
Remove the tanng o o duadngpogm
- £ * Developed and executed 26 step operating
information. procedure for on-boarding of new advisors
+Conducted over 130 webinars a year for the last
dyears
Technical Trainer RealtySouth 05/07/2003  01/08/2008  Birmingham, Alabama 2053252300 Dawn for the t g & 23 Edit Remove
Passas ACn i mmd masnm MUY it
Add

Personnel Board

A career. A purpose. A life.
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Set up Your Career Profile (continued) - Education

Now that you have added your work history, you should proceed with entering your
Education. To do this, from the home page, again click on the “Career” worklet.

® ol

w Q Searsh :
o add your education,
click on the Education tab.

View

02018 Wk o Al ghéa st

(2018 600 pm. POT (G 7) e Sardy. by 7. 201832600 .. POT (6T 7. Ony
1000am

Then click “add” on the
bottom left.

Personnel Board

A career. A purpose. A life.
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Set up Your Career Profile (continued) - Education

sehsl
Hpous
Degree.
Degree Recerved
Fietd of Sty
—
vt Year Attended
ate e
Pense
s
ave for ncel
- MD Clickthis box ifyou
’ are unableto
bl = |
l locatethe school
- you attended
—
-
ass
Save Cancel
St
ot
togm
...........
sy
Savw for ancy

4 Personnel Board

Next, select the school if it is
listed.

*NOTE: High School will have to
be added. High Schools are not
searchable.

If your school is not listed, check
the box and add the school.

Next, enter the degree, degree
received, field of study, first year
attended, last year attended, and
GPA.

Don’t forget to click “submit” or
“save for later”

22
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Set up Your Career Profile (continued) - Education

After you've entered all of your information, your Education screen will look like the
example below. To add additional education, click “add” & repeat steps outlined on page
22. After adding all education, click “submit” and then click “done”.

Again, you have the ability to edit and/or remove any incorrect information by clicking
the corresponding buttons on the right of the table.

After you have finished entering your education, click the “W” in the left corner to
return to the Workday home page.

w Q Search & @
Education B &
_E&mauon Titem B =@,
|

i School Degree Field of Study Year Degree Received Last Year Attended

Alabama A & M University Bachelors Mechanical Engineering 1990 1990 Edit Remove

Add

Personnel Board

A career. A purpose. A life.
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Set up Your Career Profile (continued) — Certifications/Licenses

Now that you have added your work history and your education, you should proceed
with entering any job-relevant certifications and licenses you have obtained. To do
this, from the home page, again click on the “Career” worklet.

To enter a certification or
license, click on the
Certifications tab.

H

Ie]

Q
4]

~~2Z| You can then proceed with
entering your certification/

; license. The
om s Always Click “cannot find cert” certification/license list is not
: pre-populated, so you should

always check the box next to “If
you cannot find the

S certification, check here.”

Then enter the Issuer (i.e., the
agency issuing the certification)
and Name of the certification.

To enter each certification, click
“add.” After entering all of your
certifications/licenses, click
“submit.”

% Personnel Board
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Apply to a Job

Once you have updated your contact information and set up your career profile, you are
ready to look for and apply to any jobs of interest. Please remember, if you do not

complete your career profile prior to applying to a job, then you will likely be deemed
not qualified due to lack of information about your qualifications.

To view jobs available for application, click the “Career” worklet on the Workday home
page.

@ Search § =)
.‘.It,'? { "1“, stem
Personnel Board ot :
A career. A purpose. A life. Internal Career Slte
Welcome, Gregory Bone i
Announcements Applications
1item 4 items
APPLY FOR A JOB | o = A
Welcoma to the Merit System Internal Career S @M OB 810 jO bs &@' E : ﬂ_ﬁh
Career Inbox Directory Processes
Awaiting Me
@ Inbox
/—_\\4
( / \>

Personnel Board

A career. A purpose. A life.
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Apply to a Job (continued)

Click on “PBJC Find Jobs” tab

Q s

View
Click “PBIJC Find Jobs” PO.CERd b
My sophcstion

b bestory

®ao

to search current job
postings.

_| If you see a job for which you
are interested, click the job
title to open the posting and
then click “Apply.” Your Career
Profile will display.

Personnel Board

A career. A purpose. A life.
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Apply to a Job (continued)

If you wish to update to your Career Profile, click “Go To Your Profile.” If you leave the job
posting to go to your profile, you MUST return to the job posting and click “submit.” If you
do not go back to the posting and click “submit” you will NOT be an applicant for the
desired job.

You should also answer any questions presented and, if desired, attach a copy of your
resume prior to clicking “submit.” Attaching a resume is strongly encouraged.

Apply to Job

Internal: Principal Accountant (i)

INSTRUCTIONS

Welcome to As a Meri you poly B this site. 1f you apply through ite y i disqualified.

STEP 1 - Set up your CAREER profile. Before you apply fot your firat job within the Site, ¥ ] ¥ page. Click Job Hist information, CAREER
profile, you can apply for a job.

profile, please click HERE.

STEP2-Click  the FIND JOBS icon to see jobs available for applications.

STEP 3 - Ifyou see & job for which you are i click the jab ing and then clck APPLY. Your isplay. If you wish to update to your Career profile, click GO T YOUR PROFILE. If you leave the job posting to go to your prafle, you MUST return to the b posting and click SUBMIT. i you do not go
back to the posting and chick SUBMIT you will NOT be an applicant f ired j hould als presented and, i desired, attach a copy of your resume prior to clcking SUBMIT.

To.goto your ick the W 1of the sereen.

Job History Need to make changes?

Test Test August2018-Present| Birmingham, AL Go to your profile

Analyzes training needs of Mert System employees through workplace surveys, focus groups, competency assessment and other data collection methods. Plans,
coordinates, training L t ! and memt

Sets nd IT [aboratories,

s operab il f the training
. Serves as classroom instructor for sssigned (T and/or soft skills ied aining teehniques appropr
procedures for g P '] and other instruments to measure
training effectiveness. Interacts with member jurisdict @ ta r

needs. and, to promote the department's services
Education
Alabama A & M University

Bachelors in Architectursl Engineering  From 2004 To 2008

Languages

none entered

m Save for Later Cancel

Personnel Board

A career. A purpose. A life.
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Check on Submitted Applications

You can also check on submitted applications within Workday. After applying to a job,
you are strongly encouraged to check the status to ensure you submitted the application

correctly. To check the status on any submitted applications, first click the “Career”
worklet on the Workday home page.

@ Q Seorch Q &

Personnel Board Merit System _
A career. A purpose. A lfe. Internal Career Site
Welcome, Gregory Bone &

Announcements

1item

Applications
ditems

Check on submitted applications @ﬂ% @ %ﬁ
Career Inbox Directory Processes

Awaiting Me
@ Inbox

//\'\
- )

Then click on the “My Applications” tab to see submitted applications.

~

wW Q0 my comsest infarmation I? Q

Personnel Board
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Check on Submitted Applications (continued)

If an application has been correctly submitted, then it should appear on the “My
Applications” list. Be sure to scroll down to see all submitted applications. If you believe
you have submitted an application and you do not see it listed, then please contact the
Personnel Board at 205.279.3500.

Within the list, you can view the date of application, the job applied to, and the stage
within which the application is in the review process.

W Q my contact information

My Applications

1item

Date Applied Candidate Stage Job Title Job Requisition Department Hiring Manager Location

08/13/2018 Review Internal: Charge Nurse -Birmingham Police ~ R0000010 Charge Nurse -Birmingham Merit System () Merit System
*Detention Facility’ Police *Detention Facility’ (Open)

Personnel Board

A career. A purpose. A life.
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Questions and Assistance (Contact Us)

If you have any questions or need assistance navigating Workday, please contact the
Personnel Board at 205.279.3500.

Questions?

Personnel Board

A career. A purpose. A life.
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