Accessing and running Workday reports 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.

My Team Management

1 Select My Team Management.

My Team
Management

2 Select Reports | Can Run.

IE] Actions

Reports | Can Run

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

Reports | Can Run G

11 of 594 items

Report Brief Description Report Source Report Type

Check Total FTE View workers who have a full-time equivalency greater Custom Advanced
than a specified ameunt. Details include the worker's
last name, first name, ID, worker type, and total FTE
percentage. FTE value is based on Scheduled Weekly
Hours. You can also see each job held, the supervisory
organization, the job's percentage towards the total FTE,
scheduled weekly hours, and time type.

Required prompt: Include Workers with Total FTE
Greater Than
Optional prompt: View as of

All Worker Time Off View all the approved, pending, and denied time off Workday delivered Advanced
requests for your werkers to track the histery and status
of all time off requests. Leave one or both dates blank
to perform an open-ended search. The report lists
worker time off for one or more organizations where the
worker's Time Off Date falls on or within the specified
date range. Additional details include time off type,
dates entered and approved, date off, and hours
Enables you to perform related actions to manage time
off and leave for individual workers.

Required prompt: Organizations
Optional prompts: Include Subordinate Organizations,
Start Date, End Date

Approved Time Off View the approved time off requests for your workers, Workday delivered Advanced
for example to help you maintain adequate staff levels.
R . .
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Accessing and running Workday reports workday.

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.

| Report
|_ =
-
[ Customn Report b ] [I Run]
Reports 5 Schedule
Test
Web Service 3
All Worker Time Off (£ »
Standard Report 5 Run
Web Service 3 Schedule

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

Check Total FTE

All Worker Time Off

Worker

Organizations *

Include Subordinate Organizations

Flinders FTE Audit Report [Erame-.
Start Date DD/ MM /YYYY [

Instructions ~ FTE value is based on Scheduled Weekly Hours.  End Date DD/ MM/YYYY [

Effective as of Date DD/ MM /YYYY [

Include Workers with Total FTE Greater Than #* 0
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4 Once any required additional information is entered, click OK.

Your report results will appear.

< Flinders FTE Audit Report Gaios)

KME = olla

- e =g
Last Name First Name. D Worker Type - Text o AlFestiens e
Supervisory Organization Job FTE%  Scheduled Weekly Hours Time Type
Employee 100 100 3675 Fulltime
Employee 100 100 3675 Fulltime
‘ Employee 100 100 3675 Fulltime
I Contingent Worker 100 100 375 Fulltime
‘ Employee 100 100 3675 Fulltime
Employee 100 100 3675 Fulltime
‘ Employee 100 100 19 Parttime
I

The top right of the report results have the following:

« Export to Excel
*  Print
» Select to filter grid data =
« Expand/Collapse chart 0o |

* Toggle Fullscreen Viewing Mode ﬂ
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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.

Cpen
Always open files of this type

Show in folder

Cancel

B3 Flinders FTE Audit.dse A .

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

Michelle Clint

File Insert  Page Layout  Formulas View  Help  ContentManager  Acrobat
(i) PROTECTED VIEW Be careful—fies from the Interet can contain viruses. Unless you need to edi t's safer to stay in Protected View,
AL ~ L3
A [ B | c | D | E | F | G | H | | | J
1] 1 All Positions [ Jobs
Last Name First Name D Worker Type - Text  Total FTE % for Multi Job Supervisory Job FTE% Scheduled Weekly Hours Time Type

2] Organizatior

Employee 100 100 36.75 Full time
37

Employee 100 100 36.75 Full time
A7

Employee 100 100 36.75 Full time
57

Contingent Waorker 100 100 36.75 Full time
8

Employee 100 100 36.76 Full time
77

Employee 100 100 36.75 Full time

Employee 100 100 19 Part time
9_
0
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Print W&

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

Click to download.

| x

Print Document

Click to download

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

Always open with system viewer

Flinders_FTE_Audit..pdf A Show in folder

Cancel

Flinders_FTE_Audit_Report (1).pdf - Adobe Acrobat Pro DC

Your report will openin a Fle. Edt View Window Hel

PDF format in which you Home Tools Flindlers_FTE_Audit_... %
are able to print as you @B RQO®O© 11| AM owe -
require.
g @
N
@ ] . Flinders FTE Audit Report pzazem
W Flinders -

Effactive as of Dew:

Includn Workers with Total FTE Gramtor Than: 0.25

H‘?‘ Al Positions | Jobs
Workar Typa -
Lasttame | Finthame | 0 Tod™ | o | suparvmory Saduod | 1o
s ob e7e %[ “Wosky
Job Orgarnization Houms Type
Empioyes 100 100 26,75 Full
e
Empioyen 100 100 3673 Ful
sme
Emplopes 100 100 3675 Ful
e
‘Contingent 100 100 3675 Full
e
100 100 3673 Ful
Empiayes ful
100 00 3675 Ful
Emplayes il
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Select to filter grid data = |

When you Select to filter grid data you are given the Filter option to Add a
filter.

=

Filter

Add

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.

Add Filter
[Column * | select one

“ Cancel

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

Add Filter
Column * | First Name v |
ﬂ Cancel
Add a Value to your filter.
Click Filter.

[\l’alue * 100

= -

Your report will filter to the parameters you set.
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Select to filter grid data =|

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

o)
Filter

: FTE%=‘IEID

Add

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

Expand/Collapse Chart 0lla |

When Expand/Collapse Chart is selected, the report results will either appear
or disappear in chart form above report results.

¢ Flinders FTE Audit Report Gazions)

Effective sz of Date 30/03/2020  Include Workers with Total FTE Greater Than 025
100
%
w0
n
6
S
0
0
»
10
3
Total FTE % for MuitiJob [l FTE% (1] Scheduled Weeky Hours

7htems

w
8 =[]
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Expand/Collapse Chart lla |

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.

ald
191

Choose your required chart style from the list available or configure.

ald
-1}
- -'fe'
Donut Line Bubble
e
I ili ili
Clusterad Stacked 100% Column
Column Column
| - .
= - .
Clustered Bar Stacked Bar 100% Bar
d o4 =
Overlaid Area Stacked Area 100% Area
Configure

Configure allows you to switch axis and metrics etc. Feel free to explore this.

100
Lol il
90
80
wd 4 H=
70
Variables
Horizontal Axis 60
Last Name v
50
Legend
Metrics v A,
rics to Include 30
otal for... 20
%
10
0
> Advanced
Total FTE % for Multi Job . FTE% Scheduled Weekly Hours
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Toggle Fullscreen viewing mode g

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

oD

All Positions / Jobs

Total FTE %
i Job. = FTE%  Scheduled Weekly Hours Time Type

eeeeeeee

100 100 3675 Fulltime
100 100 3675 Fulltime

100 100 19 Parttime

Click Toggle Fullscreen viewing mode again to return to normal screen
functionality.

[ 4
A

Note: while in full screen mode all the functions for reports mentioned can
still be completed.
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Access to reports

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.
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Management Reporting Dashboard

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

el

Management
Reporting
Dashboard

Outstanding Actions
for My Direct
Reports

< Management Re¢ porting Dashboard

utstanding Actions for My Direct Reports bl
‘Outstanding Business Process Events
. usi
umber
of Days P g, H
anage o Do: Submit

[ Open Job Requisitions by Organization - Indexed

Organization
Members (with

N 30/03/2020

01/01/2019 Administration

09/02/2004 Administration
e

22/09/2014 Administration -
E

h | 20/03/2020 Administration

24/01/2020 Administration

D 09/01/2017 Administration
) Pr

View More.

New Supervisor

|
Open Job Requisitions

by Organization -
Indexed

> g
N
g
= = = = = = = op
F | @ v;%% PTEE FTEFE PTSE FTFP FT5S BTES Eé)
J

Organizational
Headcount by Location
by Management Level

Wzalional Headcount by Location by Management Leve%

Individual Contributor

Management Level Australia Count

Individual Contributor 7 i

Total
View More

7

Organizational Attrition Within Last 6 Months ji ) l
1
1

[
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.

Outstanding Actions for My Direct Reports 5 G
Outstanding Business Process Events
: Refresh
Worker Numb Business Process
et Business Process Step Awaiting Awaiting Persons Stat .
of Days Action Show Chart
59 = Manage To Do: Submit fim Download to Excel
Education: Proof of Educatio i
n/Qualification View More
(On 21 | Absence Request: Request Leave of - ——

Leave) (On Absence L
Leave)

21  Absence Request: Approval by }

(On Manager i
Leave)

21 | Absence Request: Request Leave of <

(On Absence L
Leave)

21 | Absence Request: | Approval by ¥

(On Manager 4

38

Leave)

Absence Request:
(On
Leave)

Manage Business
Processes for
Worker, To De:
Review User-
Based Security
Group
Assignments

staff.flinders.edu.au/workday




Accessing and running Workday reports workday.

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.

Organization Members (with Photo) | o
Worker Photo CDnt.inunus Job Profile Job Family Sup
Service Date Org
Edit Settings
A, | 30/03/2020 Administration - Dat .
) P Wo Restore Default Settings
E
ger: Download to Excel
AWy, | 01/01/2019 Administration - Dai | View More .
L\ ) Professional Wo
. 4 (En
Be:
09/02/2004 Administration - Dad
Professional Wol
(En
Bet
22/09/2014 Administration - Dat
Professional Wol
(En
Bet
o 20/03/2020 Administration - Dat
Professional Wo
(En
Bes:
/'-_h 24/01/2020 Administration - Dai
k ) Professional Wol
- (En
Bet
AT, | 09/01/2017 Administration - Dat
t\ ) Professional Wol
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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.

Organizational Headcount by Location by Management Level i & ala
[L-]] '{ﬁ}'
Edit Settings
Restore Default Settings
Download to Excel
View More
/ it
Count
Donut Line Bubble
Cl u.:s;eli'ed Stacked 1 DD%: C;(;Ium n
Column Column
Clust:;ed Bar Stac“;.ed Bar 18;;‘ JBar
Individual Contributor »ed o4 if:;-i-?
Overlaid Area Stacked Area 100% Area
Management Level Australia Coul
Configure
Individual Contributor 7 7
Total 7 7
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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.

Open Job Requisitions by Organization - Indexed 05
S Mew : - Supervisory Days
Job Requisition Position Location Recruiter Oianii i o Edit Settin gs
Restore Default Settings
R-0000000032 Data Yes Bedford .
Migration (Open) Park 5 Show Chart
6
Download to Excel
R-D000000040 Data Yes Bedford =) View More ..
Migration (Open) Park 5
3
R-0000000049 Data Tester Bedford .
(Open) Park 5
3
R-0000000062 Data Bedford .
Migration Developer (Open) Park 5
0
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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.

Organizational Attrition Within Last 6 Months
1
1

1

2020-01

Count 1

Term Quarter Involuntary
2020-01 1
Total 1

dld
s T 4G
Refresh
Edit Settings
Restore Default Settings
Download to Excel
View More ...
]
i
\ *
Donut Line Eubble
[
th ili il
Clustered Stacked 100% Column
Column Column
Clustered Bar Stacked Bar 100% Bar
xd o =
Overlaid Area Stacked Area 100% Area
Count
1 Configure

-

1
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