7\ VUMC

workday. | BUSINEss
EDUCATION

Workday Help: Create Case (All Employees)

Case management in Workday Help provides a personal touch when employees need additional assistance or information. When
employees open a case, they get an experience that immediately supports them by giving them the ability to create a case at the
point of need. From there they can track their case’s progress and communicate with case solvers, keeping them in the loop
throughout the process. Follow the steps below to Create a Case:

Workday Help: Create Case = MENU__ AL

From your Workday homepage:

Case Type

Select the most relevant case type

1. Select Menu.

2. Select Help. Case Title ™ ‘3
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3. Enter Case Type. % ‘ Provide a short title for your case %

Note: Please review ALL Case Types before making : T UV SV NIV

your selection. You may also type in keywords to
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populate selections.
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} Provide as much detail as possible to help speed up resolution
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4. Enter Case Title.
5. Enter Detailed Description. L ¥ou must add required details before creating your case

Note: Please use this space to state your question
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and provide as much detail. 6
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6. Select Add Required Details.

Disability
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7. Enter RequirEd DetaiIS, and then SeleCt OK. Please provide the requested information below. %
Note: Req uired details are based off the Case Type b Are you inquiring about Short-Term or Long-Term Disability? (Required) ?
selection. i () short-Term Disability ;
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é () Long-Term Disability E
8. Select Create Case. b i
? Are you wanting to change your elected plan? (Required) !
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{ @ You successfully added the required details
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Workday Help: Review a Case (All Employees)

Case management in Workday Help provides a personal touch when employees need additional assistance or information. When
employees open a case, they get an experience that immediately supports them by giving them the ability to create a case at the
point of need. From there they can track their case’s progress and communicate with case solvers, keeping them in the loop
throughout the process. Follow the steps below to review a case:

Workday Help: Review a Case

From your Workday homepage: = iE_:'JJJH"M W 3 ;r
1. Select Menu. ;le L@=§ Help g
2. Select Help. ey i
fo !
3. Select a Case under Recent Cases, or select View My Cases for a list ERecent Cases {
. £ }
of all your active cases. q YUME012026 v |
08/09/2023
4. Case information is displayed for you to see any updates that come % ;’
i View My Cases 3
through. | e
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5. You may send additional messages and attach documents regarding
your case here.
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< VUMCO012026: My direct deposit payment is incorrect
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account. | elected to have only 2 certain percentage deposited CASE OVERVIEW
o in one of my accounts and the remainder in another, yet all

. N Assigned to
was deposited into one account. ¢

No assignee (Employee Service Team - Tier
)

Questionnaire answer(s)

What is the paycheck date you are inquiring about?
08/01/2023

Did you receive pay? 9 Sue Shi (0157587)
Direct Deposit

Created by

Is your inquiry about earnings or a deduction(s)? Status

Earnings CEa
Please provide additional information.
Unanswered Case Type
Did the paycheck include over paid hours or missing hours? Payroll

N/A

Are you inquiry about a direct deposit change? Case Created
Yes

08/09/2023, 9:30 PM

Are you inquiry about payroll federal taxes or state taxes? Jump to Oldest +
No -
' £ Case ID

VUMCO012026
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Send a message
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