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Purpose: This document provides a comprehensive list of Workday reports available for the 
Performance Module.   
 

Steps to view a report:  
 
All roles can search reports as a general search.  

1. From the search field in Workday at the top left  

corner, type in the report name and select enter.  

 
 
 
As a Human Resource Partner and manager, commonly used reports can be pulled from the Team 
Performance application.   

 
 
1. Select the Team Performance application from your Workday Dashboard.  

 
2. Navigate to the View column and select the report.  
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List of Reports: 
 

Report Name Description HR Partner Manager 
RPT - Outstanding 
Performance Review 
Actions 

This report will allow a manager to see all 
outstanding performance reviews by status 
(Completed, In progress, Canceled). 

x x 

My Teams Performance 
Reviews 

This report will show all performance reviews 
that were initiated by your team. It sorts 
information by employee and is able to pull in 
the manager rating if the review has been 
completed. 

x x 

Goals 

This is a comprehensive view of all of your 
team's goals separated by employee. Edits can 
be made from this report so a manager can 
update or add new goals as necessary. 

x x 

RPT Archived Goals 
Shows a comprehensive list of all goals that 
were archived by Supervisory Org. 

x  

RPT - Performance Review 
Status Summary 

Complete overview of your team’s progress, 
related to a certain performance review. Shows 
overall status or process and current stage of 
process.  
IF the review is completed, it pulls in the 
employee's self-evaluation rating and the 
manager’s evaluation rating.    

x x 

Organizational Goal 
Alignment 

Can see which employee have aligned an 
individual goal with an Organizational Goal. 

x x 

Time to Fill 
The time that it takes to fill a position from the time 
it is posted to the time someone is hired 

x  


