
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

Outside Activity Questionnaire Manager Processing Guide 
 
 

 
 
 



Outside Activity Questionnaire 

 
Please use this guide to process Outside Activity Questionnaire submissions. 

 
 
 

Step 1: Click on the Inbox item shown below.  
 

 
 

 
 
 
 

Step 2: This will bring you to the item in your Inbox. 
 
 

 
 

 
 
 
 



Step 3: Review the information within the Questionnaire.  If the Questionnaire is 
complete, click “Approve”.  If any information was omitted, you may click the “Send 
Back” button and the Questionnaire will go back to the employee’s Workday inbox. 

 
 
 

If you have any questions regarding information entered on the Questionnaire, 
please contact the Ethics Office. 

 
 

 
 
 

 
The request will then go to the Ethics Office for review. 

 


