
Checking the Status of a Workday Form 

1. First, find the employee's profile in Workday.

2. Click on "Actions", then click on "View Worker History by 
Category".
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3. A list of the employee's forms will appear. Notice you can see the status of the form. Click on the link of the form (Business Process
column) you are interested in reviewing. The snips below are reviewing the first "In Progress" form from the list.
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StartAdd1t1ona! .Job:- 08/08/202310.52:00AM 09/01/2023 

Start AddlUona' Job. - 03/07/2023 04.13.41 PM 08/01/2023 

Start Additional Job - 07/19/20230,30SSPM 08/01/2023 
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4. Below is the next screen you will see when you click on the form you want to review. Next, click on "Process".

For Health and Human Development -

Overall Process Start Additional Job: 

Overall Status In Progress 

Details Process 

Employee -

Supervisory Organization Health and Human Development -

Effective Date 09/01/2023 

Reason Add Additional Employee Job > Other > Additional Job ,s a Supplemental Job 

Job Details 

Position Health and Human Development 

Employee Type Academic 

Job Profile Research Extension (Supplemental I) 

Time Type Part IJme 

Location ,e, Penn State University Park 

Work Space @ Penn State University Park 

Pay Rate Type Salary 
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6. If you scroll to the bottom of the screen you will be able to see the current status of the form. There is also an option to see the

remaining process steps for the form.
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Add AddJ;onal Jot> Consolldai:ed Approi.•al b>/ Primary Manoger Not Requ ·red 
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Remaining Process 

Cl 'Cil: on the bun on be-low to revJewremalnlng p-ooe.a:J details. 

( Remaining Process ) 




