
 
STAFF/FACULTY 

Create Request for Security 

If you find yourself needing to access reports or completing tasks not available to you in Workday, please utilize this 

request. 

1. Type Create Request in your search bar.  

 

2. Click on the Task, Create Request. 

 

 

 

 



3. Choose from the drop-down list or type in Request for Security. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

4. Click OK. 

5. Fill in the appropriate information for your request, the form can be found on the following pages. 



 

 



 



 

 

6. Click SUBMIT. 

Your request will now be routed for approval. If more information is needed, you will be contacted. Notification 

of approval will be sent to your inbox. 

 


