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This guide provides step-by-step instructions to help you efficiently use the search function to find tasks, reports,
and other resources. It also provides some tips and tricks to get the most out of your Workday Search.
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Global Search

1. For example, to find an employee locate the Search bar at the top of your Workday homepage.

Q Search

2. To find an employee, enter their name into Search bar, and then press enter.

Q David ®

Simplified Search is Enabled [ @]

[ People (61) H Tasks and Reports (0) H Learning (8) H All categories VI

3. Search result options display across the top of the page as a group of filter buttons. Top results are
returned based on your search terms. Navigate to People to filter the results to only display workers in

your organization.

Q David ®

Simplified Search is Enabled [ @)

Top Results People (61) [ Tasks and Reports (0) Learning (0) ] [ All Categories ~ ]

People

a David Dillweed >
Employee
HR Analyst | Training Organization (Caroline Carrot) | RIT Main Location

David
a >
Employee
| Rochester Institute of Technology

4. Use All Categories to filter your search for more specific results.

o Exact Match - Keep in mind that searches find exact matches. If you misspell the search text,
likely no results will return. Workday Search also favors complete word matches over partial word
matches, so that search results match the term you enter more closely. If you search using partial
names or terms, the results may not display partial matches, depending on data volume. For
example, if you search for “Alex,” the results may not display the name “Alexander.”

e Partial Search - Though complete word matches are favorable; you can also use a partial search
to find your results. For example, if you want to find the Maintain Candidate List Assignment task,
you can use the search string “main can lis”. Though this method is still effective, it may not be

the best practice for all search types where Workday returns multiple results.
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o Prefixes - Search prefixes restrict the search results to a particular type of Workday object.

Search prefixes are lowercase letters, followed by a colon (:). For example, “bp:” returns all
business process definitions. To return a list of all search prefixes available to you, enter a
question mark (?) in the Search box and then press Enter.

e Auto Suggest - Global Search Auto-Suggest displays suggested results as the first type-ahead
result. It also displays loading animations when type-ahead is fetching results. To view all results,

select the View More button on the search results page, as shown in the image below.

Q entime ®

Enter Time Off
Report

Enter Time for Worker
Report

)

Absence Tier Time Off Entry Details
Report

Bonus & One-Time Payment History
Report

Enter My Time
Report

Mass Enter Time
Report

]

Missing Time Entries
Report

VIEW MORE

¢ Recent Searches - Workday saves your recent search results and queries for convenience, as
shown in the image below. The five most recent searches display, helping you access these items
faster. You can clear the results by selecting Clear in the Search box pull-down.

o Search Categories - Workday enables you to use categories to search for specific items and
filter results, reducing the number of out-of-context search results. If a user does not have
security access to a particular category, Workday will not list the category in the Search box pull-
down. Also, the search categories are not configurable. Selecting a category adds the option to
the Search box as a search criterion. This added search criteria filters search results, as shown in

the image on the next page.
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C )

Recent Searches Clear

Create Candidate Pool

©

View Candidate Pool

© O

david delgado

View External Career Site

©

4v) External Career Site Analytics

I'm looking for...

People Tasks and Reports Learning Drive

e Additionally, users can add a search category to the Search box by keying the category name
followed by a colon (:). Workday adds used categories to the Recent Searches result. More
customized search options are available. From the All-Categories filter, select the Edit Categories
Preferences button to configure search category results.

Edit Category Preferences @ °

Use drag and drop to customize your pinned search
categories

People (0)

Tasks and Reports ('I 2) Pinned Categories (minimum of 1)

People
Articles (35)
Tasks and Reports
Learning (47)
Articles

Staffing (0) Learning
Projects (0)
Unpinned Categories

Assets (0) staft
affing

Banking and Settlement (0)

Expenses (0)

8% Edit Category Preferences

Projects

Assets

Banking and Settlement

Expenses
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Workday Search

1. You can quickly find an active worker in global search, reports, and prompts. From the Search box, you

can search for a worker by first name only. Workday sorts the results by relevance, first showing all
workers with a matching first name.
2. After searching for a worker, their photo, business title, supervisory organization, and location display.

This identifying information makes it easy to confirm you have found the correct person, as shown in the
image below.

Q David ®

simplified Search is Enabled @D

[ People (61) H Tasks and Reports (0) H Learning (8) H All Categories V]

People
David Dillweed ~
Employee
HR Analyst | Training Organization (Caroline Carrot) | RIT Main Location
Employee ID Local Time
EMPLOYEE-6-13194 Monday 3:22 AM
Length of Service Manager

0 year(s), 2 month(s), 2 day(s) 2 Caroline Carrot
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Prompt Search

1.  With Prompt Search, you can easily search directly in a prompt, as shown in the image below.

Location X San Francisco - =
[search
. Locations by Location Hierarchy b
Time Type
All Locations by
Worker Type Locations by Country >

2. There are two ways to use this search type:

e Use the hierarchy provided in the prompt until you find what you are looking for.

o Enter a search term and the system searches against the data that is applicable to that selection.
3. To make searches most effective:

e Use specific searches, like global search.

¢ Avoid general terms such as “find” and “work.”

e Search for custom IDs, available to power users, for the quickest results.

o Use the first two letters to jump directly to the results and then press Enter on your keyboard.

Selecting anywhere outside of the prompt deletes the search.
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Search Reports

There are two main use cases for using Search Report: a Filter Use Case and a Search Use Case.

Filter Use Case

Use the filter functionality when you want to find something manually. For example, if you are searching for a
specific inventory item, you can use the filter to narrow the search by manufacturer. Then, filter by part type to
further reduce results, as shown in the image below.

1+ sort Ascending
J Sort Descending

Filter Condition *

contains v ‘

Value *
Filter

Search Use Case

If you only have a general idea of what you are looking for, use Find reports to help you narrow down your search.
For example, if you are looking to fill an open position with someone internally and they need to meet specific
criteria, use the Find Workers report. You can search for employees by city, skillset, cost center, and so on. You
can also use the search field within the report to tailor your search results using different types of search methods.

These include:
e Boolean search — (sales OR marketing) AND manager
e Phrase search — “marketing manager”

e Exact Match — specificmail@workday.com

You can save faceted searches for later use, as shown in the image on the next page.
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search

~ Saved Searches (3)

Manage My Saved Searches

Contigent Worker

Executive Stockhalder

Current Search 10833 Results

Academic Appointment
Identifiers

Academic Appointment
Tenured

» Academic Ranks

» Academic Tenure Statuses

Academic Track Types

From the search results, select a link for more information or initiate an action from the object’s Related Actions.
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