
How to Assign Roles in Workday
This guide explains how to assign roles in Workday and how role inheritance works across your organization's hierarchy. You'll learn to locate a supervisor organization, review which roles are inherited versus manually assigned, and assign a role such as Manager directly to a worker.
Prerequisites
An active Workday account with access to the dashboard.
Permission to view and edit organization roles (via related actions).
Step 1: Access the Workday dashboard
Log in to your Workday account. On the dashboard, locate the Let's Focus on You section, which displays your tasks, announcements, and important dates.
Note the navigation menu on the left and the search bar at the top, which provide quick access to Workday features.
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Workday dashboard showing "Let's Focus on You" with tasks, announcements, and important dates
Step 2: Search for the supervisor organization
Click the search bar at the top of the Workday dashboard. Enter the prefix sup: followed by the organization name (for example, sup:IT Operations).
Review the search results and select the relevant supervisor organization, such as IT Operations.
[image: ]
Workday search bar with "sup:IT Op" entered and supervisor organization search results displayed
Step 3: View organization details
After selecting the supervisor organization, review the organization details page. The page displays tabs for Members, Details, Staffing, Unavailable to Fill, Roles, Security Groups, Organization Assignments, Goals, and Additional Data.
Navigate to the Roles tab to view all roles assigned within the organization. Under Members, review the list of current members along with their positions, contact information, and locations.
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Organization details page with tabs and member list visible, "Roles" tab selected
Step 4: Filter and review assigned roles
In the Roles tab, use the filter option to search for specific roles — for example, type "Manager" in the filter box, then click Filter to display only the relevant roles.
Review the resulting list, which shows who each role is assigned to, the source of the role (such as inherited), the effective date, and whether it is a single assignment.
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Roles tab with filter dropdown open, "Manager" role being filtered, and assignments to Logan McNeil shown as inherited
Review role inheritance from a superior organization
Roles assigned to a superior organization (for example, "Information Tech 2022") are automatically inherited by its child organizations, such as "IT Operations." On the IT Operations organization details page, note the Superior Organization field and the list of subordinate organizations.
In the Roles tab, review the Assignable Role column (such as Manager), the Assigned To column (such as Logan McNeil or JK_Joy Banks), and the Role From column, which shows "Inherited" for roles that cascade from the superior organization. Inherited roles do not require manual assignment at the child organization level.
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Workday IT Operations details page showing inherited Manager roles from Information Tech 2022, with columns for Assignable Role, Assigned To, Role From, Effective Date, and Single Assignment
Step 5: Confirm the organizational hierarchy
Verify that the current organization (for example, IT Operations) is a child of the listed superior organization. This hierarchical relationship is what enables role inheritance, allowing roles assigned at a higher level to cascade down to subordinate organizations.
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Details tab showing superior organization and subordinates, confirming organizational hierarchy and role inheritance
Understand downward inheritance to subordinate organizations
Roles assigned at the current organization level (such as IT Operations) are also inherited by its subordinate organizations. This cascading inheritance ensures consistency in role assignments throughout the organizational hierarchy.
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Workday IT Operations details page with focus on subordinates and inherited roles, showing the hierarchical relationship
Step 6: Navigate to the superior organization for further review
Click the Superior Organization link (for example, "Information Tech 2022") to open its details in a new tab. Review the available tabs, such as Members, Details, Staffing, Roles, Security Groups, Organization Assignments, and Additional Data.
Note that the Members tab may show "No items available" if the organization has no direct members.
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Information Tech 2022 organization details page with Members tab selected and no items available
Step 7: Filter and review Manager role assignments in the superior organization
Switch to the Roles tab in the superior organization. Use the filter box to search for the "Manager" role, select it from the search results, and click Filter to display only relevant assignments.
The filtered list shows the Manager role assigned to Logan McNeil and JK_Joy Banks, both marked as "Inherited."
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Roles tab in Information Tech 2022 with filter dropdown open, "Manager" role selected, and assignments to Logan McNeil shown as inherited
Step 8: Manually assign roles using related actions
If you need to change or assign roles manually, use the organization's related actions menu. Open the related actions menu for the organization (for example, "Information Tech 2022").
In the actions panel, navigate to Roles and select Assign Roles. This lets you override inherited roles or assign new roles directly to the organization.
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Workday related actions menu open for Information Tech 2022, showing options for roles, compensation, hierarchy, and assign roles
Step 9: Open the Assign Roles page
Navigate to the Assign Roles screen for the desired organization (for example, "Information Tech 2022"). Review the instructions at the top of the page: "Assign workers to roles. Your role changes will take effect at the beginning (midnight) of the date in Pacific Time (GMT-8 or, during daylight saving time, GMT-7)."
Note the Effective Date field, which determines when the role assignment becomes active. The Assign Roles section lets you add new role assignments, while the Current Roles section lists all existing role assignments, including columns for Assignable Role, Assigned To, Role From, and Single Assignment.
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Assign Roles page in Workday showing Effective Date, Assign Roles input row, and Current Roles table with existing assignments
Step 10: Select the role to assign
In the Assign Roles section, click the field under Role and begin typing the name of the role you want to assign, such as "Manager." A dropdown list of matching roles appears, including various case variations and related roles.
Select the appropriate "Manager" role from the search results.
[image: ]
Role selection dropdown open with multiple "Manager" options listed in the Assign Roles section
Step 11: Choose the worker to assign the role to
In the Assigned To field, click to open the worker selection dialog. Search for and select the worker you want to assign the chosen role to.
[image: ]
Assign Roles section with "Manager" role selected and cursor over the Assigned To field, prompting to select a worker
Step 12: Review and confirm the assignment
Ensure the correct role and worker are selected in the Assign Roles row. Review the Current Roles table below to verify existing assignments and avoid duplicates.
Click OK to save the new role assignment, or Cancel to discard your changes.
Summary
By following these steps, you can assign roles in Workday and understand how role inheritance works based on organizational hierarchy. This ensures that roles such as Manager, Absence Partner, and HR Partner are properly assigned and inherited throughout your organization, while still giving you the ability to manually assign or override roles when needed to keep assignments accurate and consistent at every level.


Generated with docsie.io
 / 
image2.jpg
i

=

(al 1

Recen Sesches
© Moprstons

© sunpory

o uoha

R ———

D popoiiiace

il Let's Focus on You i
i loakingfr
People | | Tasks andReports | | Leaming | | Drve
P Awaiting Your Action
o FetersConte et et o (Rotrs) (¢:01959)
My Toske-1 ouo g0
Review Candidate for Job Application: Test Referral (Referral) - R-00255 Tester (C-01355)
a8
My Tk 1 outo oo
Complete all manager evaluations before launching calibration step: Calibrate:
B AdiCalib_Prom- z-chat21 learning

My Tasks - how() ag0

 cotony Tasks (5926

Intrested in Attending Live Classes?

 Phone/Whatsapp: +1 5153097846 (USA) / +91 8040900344 (IN) ||

clesr

Announcements. rort ¢

Welcome
Hallo Wolcome to ABC

Important Dates

S0t Anniversary %
[

% Birthday @
9 s Fimericl

: info@zarantech.com





image3.jpg
T
e e

=wo R Q spimop ® o @Pa

IT Operations - 8
8
~ Detalls
® uporior Organization
] . Informatin Tech 2022
Viewhsof  0¢ s bl
Subordinates 5000 S Core Technolop
@ | S InemalSstems
Network & Tlcom
OrganizaionI0 T_Oprations_supere
e & s e Netucrk & Tolcom Silng
* Members  Detals  Saffing  UnmvalsbiewFil  Roles  SecurtyGoups  OrganzstonAssgnments  Goss  AddtonsiDats
L sortsms
st e AansedTo Roriom civedie
s
e Koyt ored
= Logmtehet erted Ve

o ©

Intrested in Attending Live Classes? Phone/Whatsapp: +1 5153097846 (USA) / +91 8040900344 (IN) || : info@zarantech.com





image4.jpg
T
—_ __—————————____________3%

=wo [ Q o ® o PP

IT Operations - &
8
~ Detalls
= vt Organizat
i cOrganizatonIformation Tech 2022
Viwrsof 0 OB O
a P Subordnaes™ 5000 Coe Technaloes
Tree Gl Inermat Sstem
Network & Telcorm
OrganiationD 1_Oparations_suparic
" G Networ & Toleom g
% Membas  Gesls  Sufrg  Unabewril  Ro  SumyGmps  Oganssioodssgmes G Adtersiost
8 sutmiene ag=cs@
e e el e ome -
g
=S Koy eres

@zarantechdotcom m A
o ©

Intrested in Attending Live Classes? Phone/Whatsapp: +1 5153097846 (USA) / +91 8040900344 (IN) || : info@zarantech.com





image5.jpg
T ——
e —————————————————————————————————

e

8
~ Detalls

E
= G e Superior Organization
Q@ e Supernsory s
g O ot sy
3 Members  Detals  Sufing  UnavalabetoRl  Roles
L settosem

pr——

sz

o

Intrested in Attending Live Classes?

Q supiTop

Information Tech 2022
5000 Sudna Core Teshnalogies
Internal Systems

Network & Tolacom

Netwark & Teecom gilng

SecuyGrowps Organzaton Assigorments

P

Phone/Whatsapp: #1

Adaonsioats

53097846 (USA) / +91 8040900344 (IN) ||

o PP

@

ag=- 8@

©

: info@zarantech.com




image6.jpg
=

Information Tech 2022 - &
8
> Detalls
®
Seach e w
(L om— =
L [ar—— Swcrbyare  Opmastomsmes.  Addtont v
oo Supportiaa
oo s i
7 Tom
0] o acaventanr ag !
* [ fee Age Semor Executie Mansge: = e =
Jrus— s
O s sae o e
) waen 5 s e
[ x

e o

Intrested in Attending Live Classes? Phone/Whatsapp: A) / +91 8040900344 (IN) || info@zarantech.com





image7.jpg
e

=

Intrested in Attending Live Classes?

Information Tech 2022

> Detalls

Seach Results

(] ST s
[ -
[apre—
[mEETemTE—
[mETTE——

[0 wanacen

i«

SecutyGrows  Orgonaston ssigments Addtonal Dt

Logmtes
-

Logon et

Phone/Whatsapp:

RolFon

53097846 (USA) / +91 8040900344 (IN) ||

[ci]

ap=c 80

SndeAosrment

info@zarantech.com





image8.jpg
T E— e —
e ——————————————————————————————

=wo [N Q st o PP

Information Tech 2022 & X <]
Actions =
B8 ‘Supervisory Organization a e
~ Detalls >
Sy Ogencsion Information Tech 2022
® Viewhsof o awou >
Q@ ™ Supervsory e > e Sy
Oganiationd  SUPERVISORY.RGAN A
i L Lt Rles Saems
Comperston s Ao Asieeite s
Morbws  Dvsls st || Compmrtoen— e st | Yo
% F T ——
VewComperstonferentmemers 0 Yer
2at 108 Favere ag=c 88
Moo PTorgs. > | Manager Kot Y &
At e Yoy > e rom Socie esgomert
[ nomaysDe 0 Entmated Cuent Hasdecurt 0
— Suporior Infomation Technoogy 2021
ks Suberdnates T Operatons
- pres— it Y

* Novars Dalas

e,
O

Intrested in Attending Live Classes? : Phone/Whatsapp: #1 5153097846 (USA) / +91 8040900344 (IN) || : info@zarantech.com




image9.jpg
ASSIgN KOIES  intormaton lecn 2022 4

Asign workars 1 tcles. Your ol changes il Lak afect o the begianing (midight) f thedate i Pacfic T (GMIT . duting daylght saving time, GMT).

Effsctie Date 0

Assign s em

R Resicted o Sl Assignrert Assionad o St Ansarment

| = 1 X

Search Result

Current Roles.

- RoteFrom S gt
- heted
e -

e : (0}

Intrested in A A) / +91 8040900344 (IN) || info@zarantech.com





image10.jpg
ASSIGN KOIES  intormatin lecn 2022 1

Assign workers 1 rcls. Your ol changes il tak afect atthe begiaing (midnght)of thedate in Pacfic Time (GMIT3 o dutng dalight saving time, GMT).

Effectie Date 0
Assignroes 1 tem @

A Resicted o S Ansigrert Assigoad o St Rnsigment

G

1 Setects Worker

Current Roles.

AasgnedTo BokeFom S hangent
[ [
Logm et [

Intrested in Attending Live Classes? Phone/Whatsapp: +1 5153097846 (USA) / 91 8040900344 (IN) || info@zarantech.com





image1.jpg
SupITOR

T Operations
SpervaPrgsnzstion

1T Operations
Supervsory Organzaton

8

T Operations (Logan el (iharied) Logan Meil (inheried))
Suprsory Organzston

=

L0711 1T Oparation (50r Wesyo)
Supenvaony Organzstion

il Let's Focus on You bt cperons 4
Sapervaen Orgizion
LHD_ T oprstions
2 Awaiting Your Action e oy Announcements. ot ¢
v ose
\ Welcome
R OO Rttt s o ) 3 ol Wolome 0 ABC

My Tasks - 1 hows) sg0

Roview Candidate for Job Application: Test Referral (Referral) - R-00255 Tester (C-01355)
My Tasks 1 hows) 390

Complete il manager evaluatons before launching calibration step: Callbrate: Important Dates
B AdiCalib Prom - z-chat21 leaming

My Tasks - Shoute) a0 i Aoy i
6 hyinie- farems
& ooy Tesks 5530)

i Birthday @

eam Hig o
Intrested in Attending Live Classes? : Phone/Whatsapp: +1 5153097846 (USA) / +91 8040900344 (IN) || : info@zarantech.com









