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UCF’s first Workday system update took place Saturday, September 10. Workday releases two 
system updates annually (March and September) to launch new system functionality. All UCF 
employees (including faculty and staff) will notice global navigation menu changes and 
enhancements. 
 

Updates to Global Navigation 
 
At the top of your Workday home page in your global navigation area, you will notice that the left 
side of your navigation bar now contains the word “Menu” beside the menu icon. When you click 
it, you see two tabs: one for your Apps and another for your Shortcuts. 

 
As you navigate between each tab, you can edit the sections by using the Add and Edit buttons 
at the bottom of each section. 
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 View My Cases  
  
Navigate to the Help app and the View My Cases section. In the updated page layout, you can 
view your Help cases in more detail.  

 

 

 

 

 

 

 

 

 

 

 

 

Select any Help Case to view the 
previous chat messages within your 

case. 
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 Workday Learning  
  
Workday Learning now provides users the option to View a Course Again once you have 
completed a course. To view this change, navigate to the Learning app > My Learning > View 
Your Learning History. You can also view this change by completing any course within 
Learning. 
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  Purchase Orders (POs) 

If you have a PO in Workday, you will now be able to view the complete PO description. 

 

 

 New to Workday Mobile 

You now can edit your W-4 withholding elections in the Workday mobile app. For more step-by-
step instructions, please reference the Manage Payroll Options knowledge article. 

 
 

https://www.myworkday.com/ucf/d/inst/8c1f20a7bc8f10132ea5161a933b0000/rel-task/2998$40834.htmld

