
How to Run a Pending Offer Approvals Report 

 

• You will want to type in “MED RECRUITING - Offer Business Process Transactions Awaiting 
Approval” in the search bar of Workday and click “enter”  

 

 

• The below screen will come up and you will want to click into the report 

 

 

 

 

 

 



• Once you click into the report, the below will screen will come up 
o You will want to input the “Location” and then press “enter” so the location sticks 

(*Note* - you can input multiple “Locations”)  
o After you have inputted all your locations for the report, you will then want to click “OK” 

 

• After you click “OK” you will see the below screen. You will then want to click on the icon below 
that says “Export to Excel” to receive an excel copy of the report 

o (*Note* - The below report will list every division and department.  You can either drill 
down on the report in Workday to get the information you need or “Export to Excel” to 
manipulate the data)  

o (*Note* - if data is getting sent out, please only send data with the headers, “Action 
Event, Job Req, Candidate, Awaiting Persons, and Days Since Assignment” 

  


