
RECREATION AND PARKS
WORKDAY TRANSITION TRAINING MATERIALS AND RESOURCES

LINKS HIGHLIGHTED IN YELLOW ARE THE MOST IMPORTANT FOR SUBMITTING TIME

YOUTUBE VIDEOS (Learn ‘How-to’ in 5 minutes or less)
Video 1: Navigating the Workday Application (4:13) - https://www.youtube.com/watch?v=UIET68dnE3Y&t=1s

Video 2: Enter My Time (5:12) - https://www.youtube.com/watch?v=G0aCdhrJgaY&t=13s

Video 3: Request Time Off (3:38) - https://www.youtube.com/watch?v=UyH-_ZCaCt0&t=1s

Video 4: Workday Time and Time Off Approvals (4:53) -
http://www.youtube.com/watch?v=DEKXjvXtVi8&list=PL762INx7tUBxvmLDG3kMh1CJlQ7B7b9tl&index=4

ONE-PAGERS (Just the Nuts & Bolts)
RAP One-Pager: Time Entry- All Employees and Timekeepers

RAP WORKDAY ENTER TIME ONE-PAGER

RAP One-Pager: Request Time Off - All Employees and Timekeepers
RAP WORKDAY REQUEST TIME OFF ONE-PAGER

RAP One-Pager: Workday Time and Time-Off Approval - Timekeeper Approvers and Managers
RAP WORKDAY TIME AND TIME OFF APPROVAL ONE-PAGER

CHEAT SHEETS (I Need Help!)
RAP Cheat Sheet: Key Functions Workday - RAP Workday Cheat Sheets

RAP Cheat Sheet: Mileage - RAP Mileage Cheat Sheet
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https://docs.google.com/document/d/1lcPvED6AgWREM1rc5Kx2qXIvWmJKmEuvvj6Y1Zp59xA/edit
https://docs.google.com/document/d/12_2tZbBzXWKCaSenAugpn_JsBPQSUJ1yEjhOPxpQpaM/edit
https://docs.google.com/document/d/1QPnSMB69qKP6OlW2vYi2_wJ5P3Zg62MOC2BOptBXSdA/edit
https://docs.google.com/presentation/d/1pK4mBthiPIfRF6ctUBWnSqPbWS4o9lLgE2IF9hDylXE/edit#slide=id.g2abbf5667df_0_0
https://docs.google.com/presentation/d/1kxHpzdPJAE9cAQzipOZXryqCzmNdLPEIkdPFsXt6HyM/edit#slide=id.g2b8ee8442d6_0_1712
https://www.youtube.com/watch?v=UIET68dnE3Y&t=1s
https://www.youtube.com/watch?v=G0aCdhrJgaY&t=13s
https://www.youtube.com/watch?v=UyH-_ZCaCt0&t=1s
http://www.youtube.com/watch?v=DEKXjvXtVi8&list=PL762INx7tUBxvmLDG3kMh1CJlQ7B7b9tl&index=4


RAP WORKDAY TRAINING RESOURCES INTRANET (only available on City network)
https://rapintra.ci.la.ca.us/workday

FIND YOUR TIMEKEEPER/TIMEKEEPER APPROVER
RAP WD Timekeepers.pdf

WORK ORDER TASK SUBTASK CROSSWALK (Find Your Work Orders)
Use the [Ctrl] + [F] keys to open a search window. Search last name or EID to find your information.

CROSSWALK REPORT - WOTS by Employee Name.NoDup.pdf

WORKDAY PAYROLL SUBMISSION CALENDAR (When is Workday Payroll Due?)
RAP Workday Payroll Submission Calendar - FY2024-25 (Modified*)

Add the GOOGLE RAP Workday Payroll Calendar for bi-weekly reminders

REQUEST A GOOGLE ID (You must request a Google ID to access Workday if you do not have a city gmail)
https://forms.gle/3skcDA13fjtL5yEJ7

WORKDAY SYSTEM LINKS
WORKDAY TRAINING ENVIRONMENT (LACITY8)

WORKDAY DRESS REHEARSAL ENVIRONMENT (LACITY5)

WORKDAY LIVE

RECURSOS EN ESPAÑOL
RAP WORKDAY RECURSOS EN ESPAÑOL
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https://drive.google.com/file/d/1d02VX4ieEZ-tn0mWwyC5evex5Jtx1aGF/view?usp=sharing
https://drive.google.com/file/d/1v5Y-UYrIDX79vwN8ci78j1ANeMordILW/view?usp=sharing
https://docs.google.com/document/d/1iQmvgps2abv7UoQ3PXv4KGPVNGF1qQZMmvJ9supCRgA/edit?usp=sharing
https://rapintra.ci.la.ca.us/workday
https://drive.google.com/file/d/1zsbpzCrePR_E32zU0c0NwUbIYJURY2iv/view?usp=sharing
https://calendar.google.com/calendar/u/0?cid=Y180NmFjYzVlNzc4MWY2YzRmODJkYThkMzhjNzhlMWQ0YWRhZTI3ZjIyNzJkOTc1MWYxZTY1NGYzMTA4NDA4YTBlQGdyb3VwLmNhbGVuZGFyLmdvb2dsZS5jb20
https://forms.gle/3skcDA13fjtL5yEJ7
https://impl.workday.com/wday/authgwy/lacity8/login.htmld
https://impl.workday.com/wday/authgwy/lacity5/login.htmld
https://www.myworkday.com/wday/authgwy/lacity/login.htmld


ADDITIONAL ITA/HRP RESOURCES
ITA HRP RESOURCES AND TRAINING MATERIALS

Employees, Managers, Timekeepers, HR, & DPL - Instructional Resources
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https://cityoflaprod.service-now.com/csr?id=kb_view2&kb_id=2af6d7b7877e8150c86fa82e0ebb354d
https://docs.google.com/spreadsheets/d/15rWVvNIEoozO1cu8AauZbiCGwLajRvh2/edit#gid=1052441910

