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The Workday Inbox is being overhauled and renamed to My Tasks. With My Tasks, Workday has reimagined the

Inbox to allow for a more streamlined experience for users who tend to have large amounts of action items by

introducing a new search feature. To access My Tasks, click on the existing box icon in the upper-right corner of

Workday. A new collapsible navigation panel provides additional space for viewing tasks on the page and traditional

Inbox features remain, such as custom filtering and sorting. The Inbox for delegates is also being changed to My

Tasks. My Tasks will be available in the Workday system on Friday, February 16.
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Supplier Invoice: SI-0000696976, National Football League on 01/04/2024 for $53.47  [+++
w & Lt
Created: 02/07/2024 | Due: 01/06/2024 | Effective: 01/04/2024

For Supplier Invoice: SI-0000696976

Overall Process  Supplier Invoice: $I-0000696976, National Football League on 01/04/2024 for $53.47

Overall Status In Progress

Due Date 01/06/2024

Details to Review

Supplier Invoice ~ Q Invoice Number ~ SI-0000696976  Status In Progress

Match Status  Matched ~ Payment Status ~ Unpaid

v Invoice Information

e Welcome to My Tasks!: New users to My Tasks will be presented with a guided product tour which introduces

new features and functionality. If skipped, the tour will not reappear until the next day. Complete the tour or click

X on the popup to dismiss the tour permanently.

Welcome to My Tasks!

help you find and complete tasks more efficiently

Start the tour

Skip for now

Welcome to the new My Tasks experience. Inside you'll find a new look and feel,
enhanced search capabilities, and improved organizational features. Our #1 goal is to
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e All Items: Displays all tasks awaiting the user that require action, including any delegated tasks. Click on any

task to view additional details. The selected task will be highlighted blue. Once action is taken, the tasks list will

automatically refresh, move the completed task to the Archive section, and add any new tasks found.

Tasks that are associated with a warning or validation will be highlighted yellow with a caution sign to the

left of the task name.

e Sort/View: Click the up/down arrows icon to the right of the search bar for

enhanced sorting and viewing options. A new simple display density ¢ Search Results
option hides excess information that can clutter the list, such as due date Q  Expense Report x| N
and effective date. 4t Advanced Search
e Search: The new search feature allows users to find important tasks more Expense Report: ER-0000518694,  02/06/2024 Yy
. . . . Taylor Swift (00079597) on
quickly through basic and advanced search options, which can be saved 01/30/2024 for $9.50

for easy access in the future under the Saved Searches section. The A Expense Report:ER-0000518488, 02062024 Yy

Brocky Purdy (ECM) on

search feature is available in the All Items, Filters, and Archive sections of 01/30/2024 for $1,041.00
My Tasks. Expense Report: ER-0000519504, 02/02/2024 ¢
o Basic Search: The search bar within My Tasks allows users to S——————
search for keywords in a task name (e.g., business process Advanced Search X
name, worker name, date). The search bar will not find results Parameters
based on details within a task, such as words in the expense Assignment | select one %

report memo field.

Type

o Advanced Search: The advanced search feature supports

Step

searching for tasks using various task and date range

Date Range
parameters. The assignment parameter enables users to search | —
Date Type =
for tasks assigned only to the user, assigned to multiple users,
Start ‘ MM/DD/YYYY [£]
or delegated to the user. The task type parameter will only e —
End M/DD/YYYY [
display task types that are currently awaiting the user. —
Reset All
<>
e Saved Searches: View saved searches by clicking the Saved R
. %18 Edit Saved Search
Searches drop down menu. Saved searches can be edited or A
deleted by clicking the related actions (...) icon next to the e Seaes ~ | exwense Report: ER-0000515:
George Kittle (00068187) on
search name Delegated Expense Reports -« 02/02/2024 for $1,152.53
’ ;If of Brandon Aiyuk (On |
@ Filters @ T /04/2024 | Effective: 02/(
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o Filters: View filters by clicking on the Filters

(2 saved Searches v Expense Report: ER-0000518694, 02/06/2024 Y
drop down menu. If users currently have Taylor Swift (00079597) on
01/30/2024 for $9.50

custom filters created, the existing filters will

£  Filters A
. . . . Requisition: RQ-0000265387, 02/02/2024
St|“ be aVa”a ble n My TaSkS. CUStom fl|terS Manage Filters Requester: Christian McCaffrey x
i Favorites > (00077224), Date: 02/02/2024,
can be created, deleted, and edited by Amount: $559.29
Overdue
clicking on Manage Filters. T S
Archive: Displays tasks worked on by the user in the View MoFe Processes »

past 90 days. To view tasks greater than 90 days old,

. . , Start Date MM/DD/YYYY
type View More Processes in Workday’s global search 75‘

EndDate | MM/DD/YYYY [£]
bar. 7‘

Cancel “

o Bulk Approve: Allows users to review all inbox approvals that are eligible for bulk approval, select the appropriate
processes, and submit multiple approvals at once from one pop up screen. Users can leave comments or click

into the task details to review before submitting for bulk approval.

Bulk Approve

Viewing: 6items | 2 selected =[S
[ Title Due Date Overdue  Submitted Date Has Exceptions  Comment Details
Supplier Invoice: SI0000696976, 01/06/2024 4hour(s) ago - Due 01/06/2024; Details
National Football League on Effective 01/04/2024

01/04/2024 for $53.47

[]  ExpenseReport ER0000518694, 02/08/2024 1 day(s) ago - Due 02/08/2024 Details

Taylor Swift (00079597) on Effective 01/30/2024
01/30/2024 for $9.50
xpense Report: -4 S , 21 day(s) ago - Due 202

[]  ExpenseReport ER-0000518488 02/08/2024 1 day(s) ago - Due 02/08/2024; Details
Brocky Purdy (ECM) on 01/30/2024 for Effective 01/30/2024
$1,041.00

M Journal: JE- 101 on 2024 4 day(s) ago - Due 02/04/2024;

0O £-000059210 02/04/202 y(s) ago - Due 02/04/202 Details
02/01/2024 for $877.10 by Travis Kelce Effective 02/01/2024
(00053345)

Requisition: RQ-0000265387, 02/04/2024 4 day(s) ago - Due 02/04/2024 Details

Requester: Christian McCaffrey
(00077224), Date: 02/02/2024,
Amount: $559.29

[]  Spend Authorization: SA-0000109905,  02/04/2024 4 day(s) ago - Due 02/04/2024 Details
Deebo Samuel (ECM) on 02/06/2024
for 0.01USD

“ Cancel

o Manage Delegations: Allows users quick access to the My Delegations report, which displays the user’s current

delegation settings.

Workday is in the process of updating wording in the system from Inbox to My Tasks. Users may notice

the word Inbox used in various parts of the system in the interim.
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