
workday user guide for managers

workday user guide for managers provides an essential roadmap for supervisors and
team leaders to efficiently navigate and utilize Workday’s comprehensive human capital
management system. This guide covers the critical functionalities managers need to
oversee their teams, including employee management, performance tracking, time and
absence management, and reporting capabilities. With Workday becoming a vital tool for
organizations to streamline HR, payroll, and talent processes, understanding how to
effectively use the platform is crucial for managerial success. This detailed walkthrough
will explain key features, step-by-step instructions, and best practices to optimize
workflow and decision-making. Managers will gain insights into managing employee data,
approving requests, and leveraging analytics to support talent development. The guide
also addresses common challenges and tips for maximizing productivity within the
Workday environment.

Getting Started with Workday for Managers

Managing Employee Information

Time Tracking and Absence Management

Performance and Talent Management

Approvals and Notifications
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Getting Started with Workday for Managers
Understanding the initial steps in Workday is vital for managers to harness the platform’s
full potential. This section introduces the basic navigation, dashboard overview, and
essential setup procedures that managers need to complete before engaging with
employee-related tasks. Workday’s intuitive interface offers a centralized hub where
managers can access all necessary tools in one place. Familiarity with the home screen,
search functions, and menu options enhances efficiency and reduces time spent on
administrative duties.

Accessing the Manager Dashboard
The manager dashboard serves as the primary control center in Workday, displaying key
widgets and shortcuts tailored to managerial responsibilities. Once logged in, managers
can customize their dashboard to quickly view team member statuses, pending approvals,
and upcoming deadlines. This personalized environment streamlines daily workflows and
ensures critical information is readily accessible.



Setting Up Notifications and Preferences
Configuring notification preferences enables managers to stay informed about important
updates without being overwhelmed by alerts. Workday allows customization of email and
in-app notifications related to approvals, task reminders, and employee submissions.
Establishing these preferences early helps maintain timely responses and enhances
communication within the team.

Managing Employee Information
Accurate and up-to-date employee data is foundational to effective management in
Workday. This section explains how managers can view, update, and maintain employee
records, roles, and organizational assignments. Managing employee profiles ensures that
all personal and job-related information complies with company policies and facilitates
smooth HR operations.

Viewing Employee Profiles
Managers can access detailed employee profiles that include contact information, job
history, compensation details, and organizational relationships. This centralized
information repository supports informed decision-making regarding team development
and resource allocation.

Updating Job and Position Details
When changes occur such as promotions, transfers, or role adjustments, managers have
the ability to initiate or recommend updates to job and position data within Workday.
Accurate job records are crucial for payroll processing, compliance, and performance
management.

Managing Team Structure
Workday provides tools for managers to visualize and manage their team hierarchy.
Modifications to reporting lines, team assignments, and supervisory roles can be reviewed
and adjusted as needed to reflect organizational changes.

Time Tracking and Absence Management
Efficient tracking of employee time and absences directly impacts payroll accuracy and
workforce planning. This section outlines how managers can oversee time entry approvals,
manage leave requests, and monitor attendance patterns within Workday.



Approving Time Entries
Managers receive notifications when employees submit their time for approval. Reviewing
time entries involves verifying accuracy and compliance with company policies before final
approval. This process helps prevent payroll errors and ensures proper labor cost
accounting.

Managing Absence Requests
Workday simplifies leave management by allowing employees to submit absence requests
digitally, which managers can then review and approve. This system supports various
leave types such as vacation, sick leave, and personal days, providing a transparent and
auditable absence tracking mechanism.

Monitoring Attendance and Overtime
Managers can generate reports and dashboards to monitor attendance trends and
overtime usage within their teams. Identifying patterns early aids in workload balancing
and compliance with labor regulations.

Performance and Talent Management
Supporting employee growth and aligning performance with organizational goals are key
managerial responsibilities facilitated by Workday. This section describes how managers
can utilize performance reviews, goal setting, and succession planning features in the
platform.

Conducting Performance Reviews
Workday enables structured performance evaluation processes where managers can
provide feedback, rate competencies, and document development plans. These reviews
help identify strengths and areas for improvement while fostering employee engagement.

Setting and Tracking Goals
Goal management tools within Workday allow managers to set measurable objectives for
their team members, aligning individual contributions with broader company strategies.
Progress tracking promotes accountability and continuous performance improvement.

Succession and Career Planning
Strategic talent management includes identifying potential successors and planning
career paths. Workday offers modules to assess employee readiness and develop talent



pipelines, supporting long-term organizational stability.

Approvals and Notifications
Workday automates many managerial approval workflows, enhancing operational
efficiency. This section covers how managers can manage approval queues, respond to
notifications, and ensure timely processing of requests.

Managing Approval Tasks
Managers receive approval requests for various actions such as time entries, expense
reports, and job changes. Prioritizing and processing these tasks promptly is critical to
maintaining business continuity and employee satisfaction.

Customizing Notification Settings
To avoid notification fatigue, managers can tailor settings to receive alerts only for high-
priority items or specific processes. This customization ensures focus on the most relevant
tasks without unnecessary distractions.

Reporting and Analytics
Data-driven decision-making is empowered by Workday’s robust reporting and analytics
capabilities. Managers have access to real-time insights on workforce metrics, enabling
proactive management and strategic planning.

Generating Standard Reports
Workday offers a variety of pre-built reports covering areas such as headcount, turnover,
compensation, and time management. Managers can run these reports periodically to
monitor key performance indicators and address emerging issues.

Creating Custom Reports
For more specific needs, managers can build custom reports tailored to their team’s
unique metrics. This flexibility supports detailed analysis and targeted interventions.

Utilizing Analytics Dashboards
Interactive dashboards in Workday provide visual representations of workforce data.
Managers can use these tools to quickly identify trends, compare performance across



departments, and make informed decisions.

Familiarize yourself with the manager dashboard and customize it for quick access.

Regularly review and update employee information to maintain data accuracy.

Promptly approve time entries and absence requests to ensure payroll integrity.

Leverage performance management tools to support employee development.

Customize notifications to focus on critical approvals and updates.

Utilize reporting tools to monitor team performance and workforce metrics.

Frequently Asked Questions

What is the Workday User Guide for Managers?
The Workday User Guide for Managers is a comprehensive resource that helps managers
navigate and utilize Workday's features effectively for tasks such as employee
management, performance tracking, and reporting.

How can managers use Workday to approve time off
requests?
Managers can approve time off requests by logging into Workday, navigating to the inbox
or time off section, reviewing the employee's request details, and selecting 'Approve' or
'Deny' based on the company policy.

What steps should managers follow to initiate a
performance review in Workday?
Managers should access the Performance module in Workday, select the relevant
employee, start the review process by completing the evaluation forms, provide feedback,
and submit it for employee review and final approval.

How do managers update employee job information in
Workday?
Managers can update employee job information by going to the employee’s profile in
Workday, selecting the job or position details, making the necessary changes such as title
or department, and submitting the updates according to organizational workflows.



Can managers generate reports in Workday? If so, how?
Yes, managers can generate reports by accessing the Reporting section in Workday,
selecting or customizing report templates relevant to their team or department, and
exporting or reviewing the data as needed.

How do managers manage team members' goals in
Workday?
Managers can manage team goals by navigating to the Goals section, setting new goals for
team members, tracking progress, and providing feedback to ensure alignment with
organizational objectives.

What is the process for managers to request additional
resources or support via Workday?
Managers can submit requests for additional resources or support by using Workday's
requisition or service request features, filling out the required forms, and submitting them
for approval through the workflow.

How can managers track employee time and attendance
using Workday?
Managers can track employee time and attendance by accessing the Time Tracking
module, reviewing submitted timesheets, monitoring attendance records, and addressing
any discrepancies with employees.

Where can managers find training materials and
support within Workday?
Managers can find training materials and support by accessing the Help or Learning
sections within Workday, which offer tutorials, user guides, FAQs, and contact information
for additional assistance.

Additional Resources
1. Mastering Workday: A Manager’s Comprehensive User Guide
This book offers an in-depth walkthrough of Workday’s features tailored specifically for
managers. It covers essential tasks like workforce management, performance tracking,
and reporting tools. Managers will learn how to streamline HR processes and make data-
driven decisions efficiently.

2. Workday for Managers: Navigating Your Role with Confidence
Designed for managers new to Workday, this guide breaks down complex functionalities
into simple, actionable steps. It includes tips on managing employee information,
approving time-off requests, and generating team reports. The book aims to boost
productivity and ease the transition to the Workday system.



3. The Manager’s Handbook to Workday HR and Payroll
Focusing on HR and payroll modules, this handbook helps managers understand payroll
processing, benefits administration, and compliance tracking within Workday. It
emphasizes best practices for maintaining accurate employee records and streamlining
payroll cycles. Readers will gain practical knowledge to support their teams effectively.

4. Workday Performance Management: A Guide for Supervisors and Managers
This guide is dedicated to using Workday’s performance management tools to enhance
employee development. Managers will find strategies for setting goals, conducting
reviews, and providing feedback through the platform. It also covers how to track
progress and recognize achievements to motivate teams.

5. Efficient Workforce Planning with Workday: Manager’s Edition
This book explores how managers can leverage Workday for strategic workforce planning
and scheduling. It details resource allocation, shift planning, and forecasting features that
help optimize team productivity. Managers will learn to balance workloads and anticipate
staffing needs with ease.

6. Workday Time and Absence Management: A Manager’s Practical Guide
Focused on time tracking and absence management, this guide assists managers in
approving time sheets, managing leave requests, and monitoring attendance. It simplifies
compliance with company policies and labor regulations through Workday’s automated
workflows. The book enhances accuracy and accountability in time management.

7. Data-Driven Decision Making in Workday for Managers
This title emphasizes the analytical capabilities of Workday, teaching managers how to
extract and interpret data reports. It covers dashboard customization, key metrics, and
trend analysis to support informed decision-making. Managers will learn to use insights
for improving team performance and operational efficiency.

8. Workday Onboarding and Talent Management: A Manager’s Guide
This guide focuses on the onboarding process and talent management features within
Workday. Managers will find tools to track new hire progress, manage training programs,
and nurture employee growth. The book aims to help managers build strong, engaged
teams from day one.

9. Streamlining Approvals and Workflows in Workday for Managers
This book provides a detailed look into managing approvals and workflows in Workday to
increase operational efficiency. It explains how managers can customize approval chains,
set notifications, and monitor workflow statuses. By mastering these features, managers
can reduce bottlenecks and speed up business processes.
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