workday@UCHICAGO

Have a nice Workday

Uploading Documents to Workday

Purpose

This document is to help you add documents to your Workday profile.

Steps to Update your contact information in Workday

1. Log in to Workday using your CNet ID and Password.
2. From the Home page, click the Person icon at the top right corner of the screen.
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3. Click the View Profile button underneath your name.
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4. Select Personal from the left menu bar, then click the Documents tab.
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Compensation
Marital Status Single (United States of America)

Benefils

Hispanic or Latine
Pay

Race/Ethnicity Asian (Not Hispanic/Latino) (United States of America) (***)
Time Off

Citizenship Status  Temporary Resident (United States of America) (+7)
Contact
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5. Click the Add button under the banner.
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6. Drag and drop your document into the shaded area, or click the Select files button to choose a document from your
device.

Add Worker Document |:|

Drop files here

or

Select files
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7. Select the appropriate Document Category. For benefit plan documents, such as dependent verifications, select
“Benefits.” If you are uploading your Social Security Card, Select “Social Security Card.” You may enter a
comment further describing the item, but this is not required. When finished, click the OK button.
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Document Category * | Search

() Benefits
Comment -

() Certification
() Company Policy Related
Upload -
() Compensation Dacuments
() Leave of Absence
(0 Performance Documents
() Personal Information
() Social Security Card
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8. Once you have uploading all your desired documents, click the blue Done button at the bottom of the page.
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