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FLSA VERIFICATION GUIDE FOR AGENCIES IN 
WORKDAY 

Use this guide to locate and verify FLSA‑related information in Workday. The 
DAS CHRO team used the report BGT Position Management Detail Report 
during their review. 

Definitions  
• Overtime Eligible (Employee Data): This appears on the worker’s Position screen.  
• Position Overtime Eligibility (Position Restrictions): This appears on the Position 

Restrictions screen.  
• Position Job Profile: Found in Position Restrictions.  
• Worker Job Profile: Found on the worker’s main Profile page. 

 

Step 1: Search for Workday Position  
1. Log into Workday. 
2. Use the search bar to enter the Workday Position ID. 
3. Under the Staffing menu, you will see two links: 

• Position 
• Position Restrictions 
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Step 2: Verify Employee OT Eligibility  
1. Select the Position link to open the worker’s position screen.  

 

2. Scroll to the Additional Job Classifications section under Additional Information. 
3. Review the Overtime Eligible field (Yes/No). 

 

Step 3: Verify Position Restrictions OT Eligibility  
1. Return to the main screen for the position. 
2. Select the Position Restriction link.
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3. Open the Additional Data tab.

 
4. Scroll to the Position Job Classification Group section to confirm overtime eligibility 

settings.

 
 

Step 4. Verify Worker Job Profile  
1. You can find the worker’s job profile in two places: 

• The worker’s main Profile page. 
• The Job Details section on the worker’s Position screen. 
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Step 5; Verify 
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Step 5: Verify Position Job Profile  
1. From the Position Restrictions page, open the Hiring Restrictions tab.

 
2. Review of the Position Job Profile for accuracy. 
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