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Workday Workbooks

This guide provides step-by-step instructions on how to use Workday to create custom Workbooks. Workbooks
are an Excel like tool where users can create custom groups of reports used for monthly reporting, financial mod-
eling, variance analysis, account reconciliation or other needs that may require a group of employees to collabora-
tively review reports.

0O Q =2 & = MENU
Accessing Workbooks a w
From your homepage:
Y ha A B @

1. Click the Profile icon. Marc Crosby (0125379) _ | Workbook o
2. Click Drive i B3 Folder

Q (& Upload
3. Click New. (R} Home

il A% Shared with Me
4. Click Workbook. By Account ’ _

si¢ Favorites
. Eg Sitemap
5. Give your new Workbook a name. b reves & ® Recent
6. Click Create. O brive o TR
A blank Workbook will display. © My Reports fil Trash
Note: in step 4 users can create Folders that allow ?  Documentation =
them to group Workbooks. Access can then be as- sign out
signed by sharing Folder.
X
New Workbook
6
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Setting up Workbooks

Workbooks are similar to excel and have familiar functionality such as formulas, pivot tables, and the ability to
add tabs at bottom for grouping additional reports. The starting point for workbooks is a published report in
Workday and Workbooks will include live data from Workday.

1. Click Add Live Data.

A list of Reports that can be added to your Workbook will display. This list includes reports from HR, Finance,
Research and Grants, and Supply Chain and will continue to expand as new reports are created.

2. Search for a report or select from the list.

3. Click the Next button.

Implementation - vumc8

= mEenu w Q search O L =B &
E Sample Workbook [SPN Add Live Data
B File Edit View Format Insert Data Help All changes are saved automatically
Roboto visv|B I U|AV|QVvEY| D =viv|)$ % e 2 2 vy z ik o ®
Al fx m
@ A B g D E F G H J K L M N o P aQ R B L
L —
2
e | 3
4
5
6
&
8
9
10
1
12
13
L2 Select Report
15
L6} Q Beareh for reports
17 CR Fin Clinical Enterprise Performance - Patient Days
18 o
o CRFin - Academic Enterprise Clinical Report Type composte
practice Details
20
21
CRFin - Academic Enterprise Clinical
22 Practice Details Trending
23
24 CRFin - Medicine Clinical Practice
25 Results
26
27 CR Fin - Professional Revenue
28 Trending Matrix
29
30 CRFin Clinical Enterprise Performance
31
32 CRFin Clinical Enterprise Performance

33 - Cath, EP & Holding Trending

@ 4+ sheett v CRFin Clinical Enterprise Performance
- Patient Days

CR Fin Clinical Enterprise Performance
- Patient Days Trending

CR Fin Clinical Enterprise Performance
- Patient Hours

CR Fin Clinical Enterprise Performance
- Patient Hours Trending

[ Include reports not enabled for
Worksheets
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5.

6.

7.

Click the Next button.
Select Live Data Area.

Click the Add button.

Setting up Workbooks
4. Enter Required Prompt Values for Company, Organization, and Period.

Note: Users can also narrow data by specific Worktags if desired.

8. Your report populates inside the blue box and cannot be edited.

Note: Users can type in the Workbook outside of the blue box to add a header, add comments or notes. Reports
within the workbook are updated per tab and require each tab to have the periods updated manually.

Compan,

Period *

Worktag:

Organization*

Select Prompt Values CR Fin Clinical Enterprise Performance -

Prompts Reset All to Defaults

Patient Days

 for Organization Reporting * x Vanderbilt University Medical

Center

x Cost Center: CC02057 VHCS
Vanderbilt Home Care Services-
Vh-Admin

[search Period

X FY21-Jun

s

Previous

Select Options CR Fin Clinical Enterprise Performance - Patient Days

Insert report data as: e
© Live Data Area

Maintains a connection to Workday data,

You can refresh the contents of a live data

area on demand.

Highlight live data area

Static Values
Does not maintain a connection to Workday
data. A snapshot of the report data will be

inserted as static values

(] Restrict live data editing and refresh to the owner only (for all live data in the workbook)

[[] Enable Multi-Instance Values

0
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Workbook
EE File Edit View Format Insert Data Help Allchangesare
Roboto vlev|B I U|Av|®=v @A
B
Q17 fx
Q A B © D E
1
2 Ledger Account Total Average
0l 9
4 Key Revenue and
5 Patient Dayé 0 1]
6 Observation and 0 o
7  iEquivalent Patient 0 0
& |50
16 |Operating
17 :Gross Patient 0 o
18 Academic and 0 o
19 _G‘ther Oper_ahng 0 1]
20 iTotalOperating 0 0 e
21 _Dpemling
2?2 !Salaries, Wages, 0 a
23 Supﬂles zind Drugs O 0
24 Services and Other 0 o
25 iFacilities and 0 o
26 E)ep‘rec'\at\‘un and 0 o
27 Interest 0 o
28 ! Total Operating 0 1]
29
@ + Sheet1 ¥
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Sharing Workbooks

1.

2.

3.

Workbooks can be shared with employees to collab-
oratively review data. Visibility to data at the time
the workbook is shared will NOT require a Workday
Security check to ensure employees have purview
over data.

Follow these steps to share a Workbook.

The Share Workbook page will display.

Important Note: If Workbook data is later refreshed
then visibility will be based on Workday security

Click File.

Click Share Workbook.

Enter the employee(s) you want to share the
workbook with in the Share with Individuals
field.

Select Can View, Can Comment or Can Edit Per-

mission.
Click Share.

Who Has Access tab shows list of employees and
their Permission for this workbook.

Employees will receiving an Inbox notification in
Workday when a Workbook is shared.

]
0.

c}

i

Worl k
iew Format

Rename Workbook
Copy Workbook

- Share Workbook
Convert to Template...

Merge Workbook

Rename Sheet

Copy Sheet

Print Sheet ctrl+P

f Download as. >

Versions..

¢
¢
] Settings

E Info

bpemting

Salaries, Wages, 0
Supplies and Drugs 0
Services and Other 0

Total Operating 0

Insert Data

B

oo oo oo

oo oo

SR  Add Live Data

Help Allch

& ®
m

[ D Q R s

I U |A~

Average

Share Workbook

Share

Who Has Access

Share with Individuals

Advanced

» Edith Wear

Can Edit v

Type a message here (optional)

Can View

Can Comment

5
=P

Convert to Template

X
Share Workbook
Share Who Has Access b Advanced
Name Information Permission
£, Marc Crosby (Me) Manager Learning Owner
£ Edith Wear St Learning Consultant | Can Edit v | X
Convert to Template

Notifications a

Viewing: All

Sort By: Newest

From Last 30 Days

Marc Crosby shared the Workbook 'Workbook' with you _
49 minute(s) ago :

Marc Crosby shared the Workbook ‘Workbook' with you

49 minute(s) ago

Marc Crosby shared the Workbook 'Workbook' with you
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Follow these steps to Refresh data in you Workbook.

1. Click Data.

cess).

The Security Message below will display. (See step 4)

access).

4. Click Confirm to Refresh all Live Data

Refreshing Data in Workbooks

Refreshing data in a Workday Workbook will update data and run a security check to validate purview of all
users the Workbook has been shared with. Users can also Schedule Live Data Refreshes in Workday.

2. Click Refresh All Live Data to update data within Workbook (Security Check will run for all users with ac-

3. Users can select to Schedule Live Data Refreshes when needed (Security Check will run for all users with

Workbook 0

EE File Edit View Format Insert m Help  All changes are saved automatically
Roboto v |9 ~ | B I adqLiveData.. P Ev Ay s
P33 fx
@ A B C F
1
2 Ledger Account Total Averz
illa £
4 |KeyRevenueand Refresh All Live Data Alt+F1
5 Patient Days o 0
6 Observationand 0 0 Schedule Live Data Refresh
=§§§ 7 Equivalent Patient 0 0
8
9 IFull Time 0 0 Filter
10 | Traveler FTE 0 0 Sort R
11 iTotalExpenseper 0 0
12 !GrossRevenueper 0 0
13 {FTE per Primary o 0 Define Name...
14 !Total Salary and 1) 0
15 1 N Protect Range.
16 :Operating
17 !Gross Patient 1) 0 Subtotal
Acads d o 0
Loy, -cadon 2 Autosum
19 Other Operating 0 0
20 !Total Operating 1] 0 Goal Seek...
21 !Operating
22 !Salaries, Wages, 0 0 Validation
23 !Suppliesand Drugs 0 0
24 !Services and Other 0 0
25 | Facilities and o 0
Depreciation and o 0
2D Duibet Get External Reference
27 !lnterest 1) 0
28 | Total Operating 0 0
29 Recalculate F9
30
3 Recalculate All - Clrl+Alt+F9
32

@ + Sheet1 ¥
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Refresh all Live Data @

Are you sure you want to refresh all live data?

All live data in this workbook will be refreshed based on
user credentials; this might alter the data if it was last
refreshed by a different user. If data was manually entered
in adjacent columns, it might not stay with the original row
after the refresh
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