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CHANGE MANAGEMENT, COMMUNICATIONS & 
TRAINING ROADMAP



• Workday Defined
• Employees Will
• Video Demo Release

• MiraCostan
• Project Website
• Ambassador Network

Desire Campaign   Nov - Jan

Knowledge Campaign   Jan - Mar   

COMMUNICATIONS

• WIIFM: Current vs. Future
• MiraCostan
• Project Website 



Ability Campaign   Apr - June

Reinforcement Campaign   June – post Go Live

COMMUNICATIONS

• Support Plan
• Go Live comms
• Training Materials 

Online

• MiraCostan
• Project Website
• Ambassador Network

• MCC Videos
• Training Promotion
• Outreach Activities

• Pop Ups, Meetings

• MiraCostan
• Project Website 
• Ambassador Network



 BPs mapped to Functional Area, Audience, and 
Training Topic 

 Grouped by Audience then measured impact and 
timing 

 Courses determined
 Course Catalog created

TRAINING PLAN



COURSE CATALOG



General Workday Navigation
About the Pay Worklet (App)
Withholding Elections
Payment Elections
Payslips
Timesheets
Bonus & One-Time Payment History
My Tax Documents

WORKDAY ESSENTIALS 1 COURSE OUTLINE

Manage Favorites
Error & Alert Messages
My Worker Profile & Related Actions 
Buttons
Add or Change Contact Info
Add or Change Emergency Contacts
Add or Edit Your Preferred Name

Change Your Marital Status
Add or Change Your Photo
View Your Transaction History
Workday Search Function
My Inbox & Delegations
My Org Chart
Workday Mobile

Payroll Setting
About the Pay Worklet (App)
Withholding Elections
Payment Elections
Payslips
Timesheets
Bonus & One-Time Payment History
My Tax Documents

Time Tracking
About the Time Worklet (App)
Request Work Schedule
Hourly Workers Time Entry
Perm. EEs OT or Comp Time Entry
Submit Time
Modify Submitted Time

Absence Procurement Travel Expenses
About the Absence Worklet (App)
Request Absence
Correct Requested Absence
Request LoA
Request Return from LoA

Checking Budgets
Supplier Request
Requisitions
Receipts for punch-out, blankets & 
services
Change Order

About the Expenses Worklet (App)
Create Spend Authorization (Travel 
Request)
View Existing Spend Authorization
Create Expense Report
View Existing Expense Report

All MiraCosta employees 2 Hour Session Classroom & ODE Offerings



DELIVERY SCHEDULE



TASKS
Activity Start Date Owner Due Date

Training Needs Assessment 
Complete Maren 09/15/19

MCC Training Needs Assessment Draft 13

Training Plan
Complete Maren / Ravi 01/31/20

MCC Training Plan, Draft 14
Audience Identification and size Complete Maren / Ravi 01/16/20
Curriculum Outlines In Process Training Team 01/31/20
Identify Trainers for each course Training Team 01/31/20

Materials Development In Process (Job Aids) Training Team
3/1/20 PD Day

4/1/20 Uex
4/15/20 All

Create Training Tenant / Tenant Mgmt. Plan Leslie 04/01/20

Pilot / Train the Trainer Training Team 04/15/20
Logistics and Room Scheduling Training Team 04/15/20
Training Material Packets Complete (roster, job 

aids, instructor overview) Training Team 05/01/20

Posting / Publication of Training Documents Maren 05/01/20
Course Offerings Available in Camtasia Maren 05/15/20
Training Delivery May & June 2020
Evaluation and Feedback Mar – Go Live



DISCUSSION
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