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How do | request a reference in Workday

In the Search bar type ' Reference Request'

4 Q request ref

Search Results

Categories Search Results 1items

| Commeon Tasks and Reports

Organizations
¢ Request Reference Letter
People

Select the Reference type you require and click Submit.

Reference Letter # =
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Description :
Rental or Mortgage in
Visa/Renta M Yoo ’
nt Referer

Go to your Workday Inbox and your reference request will appear. You
can open, print or save the document from here.

Employment Reference e

Please save your reference letter affline as it willnot available ance you select submit
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How do | request a reference on the Workday mobile app

From your homepage click on your picture/the cloud in the top right
corner

Welcome, Emma

It |  Announcements

Welcome to Workday!
w1't forget to complete the activities belo
- View More

Click View Profile
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M My Account

" Emma
‘ View Profile

Settings

%  General

1 Login and Security

] Push Notifications



How do | request a reference on the Workday mobile app

Click on the three dots (actions)

Profile

Emma

People Technology Analyst

R B4 &t

Email

@ Location

Putney Office

£~ Manager

Scroll down to Worker Request

Worker History

Favorite

Reporting

Security Profile

Worker Request




How do | request a reference on the Workday mobile app

Select Request Reference Letter

1)
.
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< 1A Worker Request

Request Reference Letter

Click on the box under reference letter
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Cancel

Request Reference Letter

Reference Letter *

Description

Attachments

@

Add Attachments




How do | request a reference on the Workday mobile app

Select Reference Letter
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Close Reference Letter

Reference Letter

Select which type of reference you would like
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< Reference Letter Done

(O Employment Reference

(O Rental or Mortgage including Comp
and Bonus

(O Visa/Rental or Mortgage/Bank Account
Reference Letter



Click Submit
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Request Reference Letter

Reference Letter *

Employment Reference

Description
Employment Reference

Attachments
Add Attachments
Submission Comments

‘ ‘ Comment




How do | request a reference on the Workday mobile app

The document is now ready to view in your inbox

You have a new Task: Request Reference Letter
I &2 R . al % - I
X

Success

In Progress

Up Next

@ Review Documents

Navigate to your workday homepage and click on the inbox

EZP Frequently Used
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Pay Org Chart People Time Off

View Apps

-

No recent payslips

View Payslips

e o@ 88




How do | request a reference on the Workday mobile app

Open the inbox item
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Inbox
Actions (1) Archive
Newest 1‘¢ Al =

Request Reference Letter Emma Pogson - Pe...
17 second(s) ago - Due 16/05/2020

Save or print the document. Once you click submit the document will
disappear so make sure to save or you will have to request it again.
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A Tof1 f{ Submit

Print Generated Document

Review Documents for Request Reference Letter. Emma
Pogson - People Technology Analyst - Employment Refer...

@ Additional Information

Documents

Document
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