
Accessing and running Workday reports

staff.flinders.edu.au/workday

Within Workday there are a number of reports that are available to your 
position. This user guide will advise how to access and run these reports as 
a supervisor.

1 Select My Team Management.

2 Select Reports I Can Run.

A list of reports you can run will appear including a brief description, source, 
report type and report owner.

My Team Management
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Depending on the report, you will be required to add additional information. 
Shown are some examples.

3 Select Related Actions > Custom Report > Run from the report you wish 
to run. For Workday Delivered Reports Select Related Actions > 
Standard  Report > Run from the report you wish to run. 
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Your report results will appear.

4 Once any required additional information is entered, click OK.

The top right of the report results have the following:

• Export to Excel

• Print

• Select to filter grid data

• Expand/Collapse chart

• Toggle Fullscreen Viewing Mode
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When you choose Export to Excel, a download box will appear in the bottom 
left of the screen. 

To open, click the up arrow and select Open. Select any other options from 
here you wish to use.

Your report will open as an Excel spreadsheet which allows you to filter and 
complete any Excel functions as required.

Export to Excel
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When you click Print, the Print Document pop up window will appear. 

Click to download.

Print

To print, click the up arrow and select Open. Select any other options from 
here you wish to use.

Your report will open in a 
PDF format in which you 
are able to print as you 
require.
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When you Select to filter grid data you are given the Filter option to Add a 
filter. 

Select to filter grid data

The Add Filter pop up window will appear.
Select from the Column list. Note: the filter options are the same as the 
columns of the report.

Complete any Filter Condition you require. Note: filter condition will change 
depending upon the column you request to filter by.

Add a Value to your filter.
Click Filter.

Your report will filter to the parameters you set.
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To remove a filter for grid data, click Select to filter grid data.
Click the x and remove the required filter. Example below is FTE%=100

Select to filter grid data

The report result will the return to results prior to the filter being added.

Expand/Collapse Chart

When Expand/Collapse Chart is selected, the report results will either appear 
or disappear in chart form above report results.
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Choose your required chart style from the list available or configure.

The report chart is able to be amended to different styles. Click on the 
Configure and view chart data icon found at the top right of the chart.

Expand/Collapse Chart

Configure allows you to switch axis and metrics etc. Feel free to explore this.
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Click Toggle Fullscreen viewing mode again to return to normal screen 
functionality.

The Toggle Fullscreen viewing mode when selected will show your report in 
full screen.

Toggle Fullscreen viewing mode

Note: while in full screen mode all the functions for reports mentioned can 
still be completed. 
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You may find there is a report you wish to run which you are unable to 
access, or, there may be a need for a new report to be built for business 
requirements. In this instance, please complete a Service One request to 
People and Culture stating the report you wish to have access to and what 
you expect the data of the required report to tell you.

Access to reports
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As a supervisor, you are able to add to your application on your Workday 
home page the Management Reporting Dashboard.

Management Reporting Dashboard

Outstanding Actions 
for My Direct 
Reports

Organization 
Members (with 
Photo)

Organizational 
Headcount by Location 
by Management Level

Open Job Requisitions 
by Organization -
Indexed

Organizational 
Attrition Within Last 
6 Months
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Outstanding Actions for My Direct Reports

Check any outstanding actions for your team members through this report. 
From the settings you’ll find the ability to show this report as a Chart, 
Download it to Excel or refresh it. If you select View More, the report will 
open in it’s entirety.
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Organization Members (with Photo)

The Organization Members (with Photo) report preview allows you to see 
which team members have their photos as well as their continuous service 
date. From the settings you’ll be able to edit what you see in this report 
through Edit settings, restore back to the default settings, download to excel 
and explore further supervisory organisations you belong to.
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Organizational Headcount by Location by Management Level

The Organizational Headcount by Location by Management Level advises 
your staff’s locations. From the settings you’ll be able to refresh, edit settings, 
restore back to the default settings, download to excel and explore the report 
in full by selecting view more. The chart can be changed through the 
Configure and view chart data icon.
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Open Job Requisitions by Organization - Indexed

The Open Job Requisitions by Organization – Indexed report 

From the settings you are able to edit what you see, restore back the default 
settings, show the report in a chart, download to excel and explore the report 
in full details through view more.
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Organizational Attrition Within Last 6 Months

The Organization Attrition Within Last 6 Months report allows you to track the 
level of attrition in your team. From the settings you are able to refresh, edit 
settings, restore back to the default settings, download to excel and explore 
the report in full by selecting view more. The chart can be changed through 
the Configure and view chart data icon.
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