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SCHEDULING A REPORT 

Managers can run reports within Workday to track and evaluate data. 

A report can also be scheduled to run in the future. 

1. Search for a report from the search bar. This example is using an 

Active Employees Report. 

 

2. Fill in the correct information depending on how or where you 

want the data to pull from. This example chooses to see all the 

active employees under the manager, Barbara Jones. 

 

3. Click OK. 

 

4. The report and details can be seen. Under the Actions button is an 

option to schedule running the report. 

 

 

5. The report frequency can be adjusted. 

 

6. Like the step before, you’ll need to specify the Report Criteria for 

your scheduled report. In this example, Barbara has chosen the 

Direct Supervisor criteria to ensure she gets the correct 

information. 
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7. Note: Be sure to review the other two tabs, Schedule and 

Output, to be sure the information is correct. 
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8. Add the correct information under the Schedule tab. The red 

asterisks are required fields. Be sure your Start Date is sometime 

in the future or you will receive an error message. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

9. The Output tab will give options on what file type to use for 

exporting. When the report runs, you’ll receive a notification in 

Workday. In this example, you would have 5 days to download 

that report until it’s deleted. 

 

 


