SERVICE

A STEP BY STEP GUIDE TO $sKLAHOMA
OUTSTANDING WAGE

BENEFICIARIES IN WORKDAY

This step by step guide will walk you through the process of requesting and
completing an Outstanding Wage Beneficiary Designation form in Workday,
including two options to initiate the request.

Option 1: Create Request

STEP 1 STEP 2
Enter “create request” in the search bar Click on the “Request Type”
and select the “Create Request” Task. dropdown menu.

Under “All”, select “Outstanding Wage
Beneficiary Designation Form”

Option 2: Task Inbox
STEP 1 click “Create Request”. STEP 2

Click on the “Request Type”dropdown
menu. Under “All”, select “Outstanding
Wage Beneficiary Designation Form”




Completing the Form

STEP 1 Enterthe Legal Name, Date of Birth, Address, and Social Security
Number of each beneficiary and click “Submit”.

Note: Be sure the percentages for each beneficiary add up to a total of 100%.

STEP 2 Go to your Workday Task Inbox. A task should appear to sign the form.
Click on this task and complete the E-sign by Adobe Sign.

STEP 3 The image below is what is should look like once a signature is entered.
Click “Submit”.

STEP 4 Go backto your Workday Task Inbox. Click “Done” in the “Resolution
box” and then “Submit”.

Note: If you received the “Success” pop-up box, you are finished.



STEP 5 Gotoyour profile, click “Personal” in the blue ribbon, and click on
“Request History”.

STEP 6 Under Request, click “Request: Outstanding Wage Beneficiary
Designation Form link”.

STEP 7 Inthetop right-hand corner, click on the PDF. Save or print your copy.




