
Period Activity Pay Program Manager Approval 
 

Within Workday, navigate to your tasks by clicking on the icon in the red box  

      

Reference the Employee’s name and position in the red boxes. Clicking the double arrows 
the red arrow is pointing at to expand the Period Activity Pay Information 

 

 

Reference the Period Activity Pay Information, click the Bubble to view the funding/costing 
allocation information for this payment.  



 

Use the scroll bar to see the remaining columns. Multiple funding sources will show in 
additional rows. Hit Done when finished. 

 

Click the Double Arrows to exit out of the Full Screen View  

  

 

Hit Approve or Send Back the task 



 

After Approving, you’ll get a confirmation message  

   

Clicking View Details will show you where the task goes next and what remaining processes 
are open  

 

 

Click on Process and scroll down to see where the task is awaiting action and who the task 
is now with

 

 

 

 

 



 

 


