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As a Manager you have many resources available to you in Workday. The purpose of this guide is to provide an overview of these resources and describe how you might use them in your daily work as you manage your team members. You are encouraged to use this resource as a guide for exploring the many features available to you in Workday.
Team
From your Worker Profile in Workday, you can easily view your team and the supervisory organizations for which you are the manager. Click the Team icon and you will see how your direct reports are structured in Workday
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This organization chart is interactive and allows you to drill down to see the direct reports of the managers you supervise and access relevant information you may need. Profile information includes title, link to position description, performance evaluations, salary, contact information, time off balances with links to details, costing allocations.  
My Team Management
From your Workday Home page you have access to the My Team Management worklet. This is essentially a compilation of reports focused on your team members as well as a list of actions you can take.
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Within the My Team Management page you will have access to the following:
Recent Activity
This report will show you any business processes that are currently in progress or have recently completed for any of your direct reports. In the example here you see performance reviews as well as one employee who recently completed the Change Job business process.
My Team
This section of the My Team Management page provides a quick view of all of your direct reports with links to their Worker profiles.
My Team’s Upcoming Time Off
Here is listed any employees who have requested Time Off in the future.
View
This area provides quick access to various reports on your Employees. Click More to see all of your options.
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Example: Organization Directory
This report provides information on your Employees including name, Supervisory Organization, title, contact information, and location. You will need to enter the names of the organization(s) you supervise. There are too many in the list for it to populate choices for you. You can start by entering your name and press enter. This will list all possible organizations.
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Reports
This section of the My Team Management page contains a list of reports you might find useful. They are available by searching for the report name directly in the Workday Search bar.
Job Profile
Job profile (title) information including job duties, education and experience requirements, pay grade.
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You will enter the name of the job profile to see the details. If you are unsure of the full name, you can type in a truncated version and options will populate for you to select.
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The information provided can help when developing a Position Description for an upcoming position for which you may be recruiting. It can also help you to see what the original position description may have been that was used to develop the Position Restrictions for one of your current direct reports where you feel an update is necessary.
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Additional Reports for Managers
Compensation spreadsheet
[bookmark: _Hlk55207094]This report provides an overview of all compensation information for the Organizations you supervise. Employee information including name, UIN, work email, hire date, title/job profile, FTE, annual work period, salary, allowances, years in position are provided.  
Current Worker Detail
This report allows you to view compensation details for all workers with active status in one or more selected organizations that you manage or support and enables you to verify compensation for your active workers. Details include employee name, UIN, work email, hire date, title/job profile, supervisor, most recent compensation changes, FTE, salary, job classifications, and years in position.  
Workday Help
As a Manager you may need resources to guide you through various business processes in Workday for which you are an integral part (e.g. Screening Candidates), approving Time and Time Off etc. The Workday Help site provides Managers many types of resources such as user guides that can provide useful information as you are managing your direct reports.
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This guide is intended to provide a small overview of what resources you have available in Workday. We encourage you to explore further what you may see in Workday that has not been discussed in this guide.
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