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Notifications

¢:CcHOC



How to Check Workday Inbox ...

Step by Step Instructions

¢ cHoC

Table of Contents



How to Check Workday Inbox for
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Click on the inbox
icon in the upper

Step 1: Log in to Workday. right-hand corner.

o P 2P s

Let's Get Started It's Thursday, February 15, 2024

Awaiting Your Action Quick Tasks

|j:/ My Payslips T)

Benefit Change - Hire/Re-Hire : Choco Bear (123456) on 02/14/2024 p.

Inbox - 18 hour(s) ago —
( Time off Balance )

g 4
2 Go to All inbox Items (1) _

( My Goals )

Or click on the task
Awaltl ng \{Our ACUOn . Timely Suggestions

88 View All Apps

Keep Your Work Contact Information Updated

1 Hi Choco Bear! % I'm Workday
E We would like you to review your Contact Information and ensure it's Update Contact Info natat
up to date Announcements

| can help you find information, navigate
Workday, and get things done.

2023 W-2 Tax Documents

_ Available
W2 We are happy to announce that
your 2023 W-2 tax documents are

DAannamman And fav Van mM Introducina the Jobs Hub! ¥
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Step 2:
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Find the benefits task you wish to complete.

=wmewv  C:CHOC

Inbox
Actions Archive
Viewing: All v Sort By: Newest v

Benefit Change - Return from Leave : Choco Bear (On
Leave) (123456) on 02/12/2024

1 day(s) ago - Effective 02/12/2024

Meal Period Waiver Election: Choco Bear (On Leave)
(123456)

1 day(s) ago - Effective 02/04/2024

Q Ssearch

Change Benefit Elections

1 day(s) ago - Effective 02/12/2024

Initiated On 02/08/2024

Submit Elections By  03/16/2024

-

Click “Let’s Get Started”
to enroll in benefits.



Congratulations!

JJ

You now know how to check
your Workday inbox for
benefit tasks and
notifications.
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Have Questions or Need Help?
Submit a Workday- Benefit
Elections Help Case
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