How to use your Workday inbox workday.

Your Workday inbox is where you can find your People and Culture actions

To navigate to your inbox, select the tray 0 [ |
in the top right-hand side of the system.

Or, navigate from your Inbox on the
bottom left of the home page. @ o B

Select the 3 dots to show a @ .

preview of your inbox on
your home page.

Show Preview

Once you navigate to your inbox, if you have new actions, they will appear
listed by Newest on Top.

A list of your action items will appear on the left of the screen, with the
information of the highlighted action item appearing to the right.

Actions (11) hi . .
e frenive Revise Home Contact Information

Home Contact Change: Jo Austin  cion

Viewing: All W Sort By: Newest W i

. 1 day(s) age - Due 04/02/2020; Effective 02/02/2020
Home Contact Change: Jo Austin

1 day(s) ago - Due 04/02/2020; Effective .
02/02/2020 Change Home Contact Information

Onboarding: Ben Gimenez [C] on 12/02/2020
5 day(s) ago - Effective 12/02/2020 Address

Business Process Definitien Error for Requisition Primary
Compensation " & Yoo added
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How to use your Workday inbox workday.

If you have a larger number of actions, you can adjust what you view by
choosing to View Overdue or Favourite items.

Click on Viewing: and select

Overdue
Actions (D)
Viewing: Overdue v Sort By: Oldest e
All ' Mewest on Top
Favorites | Oldest on Top ‘
| oce | [IEW—_——
Edit Filters

You can also sort your inbox.

Click Sort By: and select Newest on Top, Oldest on Top or Due Soonest on
Top.

If you do not have any new actions, your inbox will clear.

e

Actions (0) Archive

Inbox
Viewing: All ’ Sort By: Newest . wr 0 items

You have no actions at this time.
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How to use your Workday inbox workday.

Any completed/historical Actions can be found under the Archive tab.

Actions (0) Archive

Sort By: Newest v v

From Last 30 Days

Photo Change: Michelle Clinton ~
5 day(s) ago - In Progress: Multiple Parties

Absence Correction: Michelle Clinton
11 day(s) ago - Successfully Completed

Absence Request: Michelle Clinton
11 day(s) ago - Successfully Completed

Absence Request: Michelle Clinton
11 day(s) ago - Canceled

hd

In your Archive inbox tab, you can select Sort By: to change from viewing
Newest on Top or Oldest on Top.

Actions (0) Archive
Sort By: Newest o W
| Newest an Top
Oldest on Top

Additionally, you can select to Refresh or View More Processes. To do so,
select the down arrow at the end of the left field.

Archive

b

View More Processes
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