	
	Approving items in your inbox within Workday
	Manager



Single approval items:
1. In your inbox you will see exactly how many action items you have.
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2. Once in your inbox choose the drop down to apply filters to your inbox such as One time payments above $2000.00, or job changes only. 
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3. You can now choose the employee and amount you want to approve and approve it. You also have the option to send back with comments.
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Bulk Approving items:

1. Select the right drop down arrow ‘Bulk Approve’
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2. Now you can approve all the one time payments in your inbox OR you you also have the option to only select ceartin OTPs for approval by checking or not checking their box.

[image: ]
Another feature here is you can click on any header and search for only certain keywords to approve such as “safety bonus”. 


One Time Payment Report
1. You also have reports you can run that will pull all of your one time payments and what the approval status is. In the search bar type in WCI In Progress One Time Payments. 
[bookmark: _GoBack] [image: ]


image2.png
Actions 1 Archive

Viewing: All v

Al

Favorites

Overdue |z

All One Time Payments
Job Changes

OTP Over §2000.00
OTP Under §2000.00
Recruiting

Time Off

EditFilters:




image3.png
Actions & e
Viewing: OTP Over§.. ~  Sort By: Newest

One-Time Payment: ([l - Safety Manager
28 day(s) ago - Effective 11/11/2016

one-Time Payment: NI safety Manager
28 day(s) ago - Effective 11/11/2016

One-Time Payment: [l - s=fety Manager
28 day(s) ago - Effective 11/11/2016

28 day(s) ago- Effective 11/11/2016

for S
one-Time Payment: [Jllll- s=ety Manager

InProgress.

Overall Process

Overall Status.

Details to Review
One-Time Payment

Review One-Time Payment._ Safety Manager ==

Emploee
Position Safety Manager
Effective Date 111172016
Employee Vi (empty)
Reason (empty)
Payment Details 1 item
Plan Type Plan Percent Amount  Cumrency  OOVR0e Start
One-Time Payment | Performance Bonus % 250% 395750 USD

SendBack  Deny More




image4.png
W (Q searcn
Actons 1 Archive Time
Viewing: All v | sonByNewest m 12/2¢
Time Entry: -11.283333 hourz T
121267201610 01/01/2017 Retresh

1 hour(s) ago- Effective 01/01/2017. My Delegations ()

Worker

Daily To

Wed, 1




image5.png
Bulk Approve

Showing 6 item(s)

Select All N

Select  Overdue

Title
One-Time Payment: Safety Manager
One-Time Payment: Safety Manager
One-Time Payment: Safety Manager
One-Time Payment: Safety Manager
One-Time Payment: Safety Manager

28 day(s) ago- Effective 11/11/2016

28 day(s) ago- Effective 11/11/2016

28 day(s) ago- Effective 11/11/2016

28 day(s) ago- Effective 11/11/2016

28 day(s) ago- Effective 11/11/2016

Comment

Details

Details

Details

Details

Details

One-Time Payment: Safety Manager

28 day(s) ago- Effective 11/11/2016

Details




image6.png
W Q weionetime @ ‘

WCI_In Progress One-Time Payments &

5items o lEY

Bonus & One-Time Payments - Al tatuses
Employee Employe Location Employee Manager

One Time Payment Resson | One Time Payment Amount | Workfow Status Adational Information
—— 9 5153 Mokimey —— [e— 20000 | nProgress cllcenter bonus fo December
[ 9 5153 Mokimey [ [— 20000 | nProgress cll enter bonus fo December
—— 9 5153 Mokimey [ ] Sonus - Amna 20000 | nProgress cllenter bonus fo December
[ 9 5153 Mokimey [ ] [— 20000 | nProgress cll enter bonus fo December
] 9 5183 Mckinney —— Bonus - Annuel 20000 InProgress call center bonus for December





image1.png
On behalf of: Jason Cr... |
r View Profile
OM!  Home /
o

Inbox
Notifications [2] I
Favorites

W:Drive

Documentation

My Account




