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Tip Sheet: Manager Direct Access — Navigating Workday as a Manager

Following is a quick overview to take you through several areas of Workday to help you access
information on your employees and manage your team.

Manager Worklets

The My Team Management worklet is a central area for visibility to

your team. It provides real-time executable reporting, direct access \ <l 4
to your employees’ profiles, links to tasks you can initiate, and w
helpful external links. A
For more detailed information on how to use the features of these worklets, My Team
please refer to the Tip Sheets available on the worklets or through Workday Management
Help
Team Team Time Off Recruiting
Performance
The Team The Team Time Off The Recruiting worklet
Performance worklet worklet is for U.S. is where managers can
is where you can view Managers who have see information about
performance related salaried employees who their open job
information for track time off in requisitions. You can
employees that Workday. You can view view requisitions and
complete goals and you team’s time off candidates that have
participate in the annual calendar and other time applied and run reports
performance review off related tasks and to see requisitions in the
process in Workday. information. approval process.
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Workday Inbox
The Inbox is the central location for finding tasks that require a

manager’s attention. To view your inbox click your profile picture next
to your name, in the upper right hand corner of the screen.

On behalf of: Director, Dan (703073) ?

4 \"‘I On behalf of: Director, ...
/ View Profile

. H
When you have Tasks to complete, the number of tasks will appear o
in red. inbox 3]
Notifications
Favorites
There are two tabs in the inbox: Actions and Archive. Actions show
. . W:Drive
current open tasks for completion and Archive shows past completed
actions. Each tab gives you the ability to filter and sort tasks. Help
My Account
| Actions 3 | Archive
Viewing: All R Sort By: Newest LY N
Worker Profile
i i X HX My Direct Reports
To access detailed information on your employee(s) h
navigate to their Worker Profile. You can access a T Worker b Profile Conimious | Tmein
ervice Date 'osition
profile from the My Team Management worklet or by
Associate, Anna 1647 - Packaging 01/02/2018 0.08

Associate

typing in a name in the top left search bar.

58

(703074)

ﬁ l () Anna Associate| l

A ([ Q Amasssociate

Associate, Anna (703074)

Packaging Associate

Team

Summary

Job

Compensation

Time off

Contact

Location
Buriington

Job Details

Employee ID

Organization

Position
Business Title

Job Profile
Employee Type
Management Level
Time Type

FTE

Location

Work Shift

Hire Date

703074
Hexcel (Stanage, Nick (8845)) > Plant
Operations (Director, Dan
(703073))
Packaging Associate
Packaging Associate
1647 - Packaging Associate
Regular
Blue Collar / Hourly
Full time
100.00%
Burlington
BURD1 (United States of America)

01/02/2018

workday.

g Manager
¥ Director, Dan (703073)

Contact Information - Public
Work Address

15062 Steele Rd Burlington, WA 98233 United States of
America
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Associate, Anna (703074) - Employee

From the worker profile panel
you can access different
pages with tabs of information

on an employee.
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On Mobile
You will find the worklets similar to the desktop. Your Team
worklet lets you access your team. Q &
Inbox Notifications Team
Please note that not all Workday desktop features are available Y .@.
on Mobile at this time. @ > |
Poyfrey
People Org Chart Notebooks

A @
¢ 2
Time Off Payslips Recruiting
m O
Dashboards Careers W.Drive
To navigate to a member on your team, type From the worker profile panel you can access
in the name in the Search bar located at the different pages of information on an employee.

upper left.

| () anna associate

2 Associate, Anna (703074)
/" Packaging Associate
C} Compensation
Compensation, Estimated Annual C

Time Off

Time Off Balance

Results

Associate, Anna (703074]
i Packaging Associate

This item is empty.

Contact
Job Details %
Contact

Employee 10
703074 Personal
Documents
Organizatio
» Hexcel e. Nick (8345)) >> Plant X
27 rector, Dan (703073)) Performance
Individual Goals, Performance Revie
Position
Packaging Associate Career
Education, Job History, Languages,
Business Title
Packaging Associate
b Al ’ 4% Overview
¥ Employee History
Job Profile
1647 - Packaging Assoclate
Education
Employee Type
Regular

Management Level
Blue Collar / Hourly
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