EXECUTIVE: TRANSACTION APPROVAL

WORKDAY REFERENCE

Staff changes awaiting your review and approval, such as hire actions, promotions, or salary changes, will
be listed in your Workday Workfeed. Follow the steps below to review and approve transactions in

Workday.

1. On the All About Me screen, move your cursor over an action item on the Actions tab of your
Workfeed list and click the Review button to display summary information:
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3. If the action is ok, click the Approve button to continue:

Review:
Hire: Jerry Seinfeld - Temp On Call #

For TempoOncCall #
Overall Process  Hire: Jerry Seinfeld-Temp On Call - #
Overall Status I Progress

Propesed Organization  Mark Cook  #
Proposed Position  Temp On Call (Unfiled) ¢
Hire Date  12/01/2013
Hire Reason  Hire = New Position
Employee Type  Staff Temporary (Fixed Term)
Job Profile  TempOncCall 4
Location ¥ Undergraduate Campus 7
FTE 10000%

More Details

The following reflects the specific compensation data that was changed by the transaction. If you would like to see additional details about the employes’s compensation click on the More Details button.

More Details

Applicant  Jerry Seinfeld
Position TempOncCall ¢
Effective Date  12/01/2013
Reason  Hire = New Paosition
JobProfile  TempOncCall #
Time Type  Parttime
Location @ Undergraduate Campus i

View Comments (3}  Process History
=) Aaron John Mulkey says, “s

If any changes are needed, you can return the action item for revision.

= Send Back: Use if a change to the item is needed. The recipient will be required to make a change
and re-submit for approval. Click Send Back and enter your comments in the pop-up window. The
recipient will receive notification with your comments.

Send Back
To * |Aaron John Mulkey - Revise Employee Hire

Reason * Enter your question/ the reason you are returning the action here.

Send Back Close

= Deny: Deny will cancel the action item. Use the Send Back option to request corrections.

4. Next steps in the workflow will be indicated on the screen. Click the Close button to return to your
Workfeed and approve remaining action items per the steps above:
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