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Overview: 

This job aid provides step-by-step guidance on how to Run Pay Calculation in 

Workday.  

   

This job aid covers the following: 

 How to Run a Pay Calculation for an Employee  

 

How to Run a Pay Calculation for an Employee 

1. Search for the employee by placing their name in the search bar. 

2. Click on the employee’s name returned with the search results. 

3. Click the Pay option listed on the left side of the page. 

 

4. Go to the magnifying glass under the Payroll Results column and an orange brick will 

appear. You will click on it and a Relations Actions screen will appear.  
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5. From there you will select the Pay Calculations Tab and then select Re-Calculate. 
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6. Once that has been selected, the Re-Calculations Pay Calculation screen will appear 

you will select “OK”. 

 

7. This will calculate any time or absences put into the Timesheet or Absence calendar 

and will update the workers’ pay.  

8. When the Recalculation is complete you will see their new pay details with the 

breakdown of all pay components and deductions components.  


