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This document contains instructions in the following
areas for working with Related Actions:
• Overview and Details



Using Related Actions – a.k.a. shortcuts!!

Overview and Details
Another navigation tool is the Related Actions icon; it basically acts like a shortcut. You will find Related Actions
throughout the Workday system. This icon looks like an ellipsis, and you will see this next to clickable objects.
Using Related Actions can get you to many of the same screens that you get to by using the Landing Page and
your Workday profile screen.

If you need to perform a task, or view a information related to an object, use the Related Actions.
This opens Available Actions and preview information about the object. To use the related actions don't click on
the available action. Instead, hover your mouse over the category title ( ) and this will open a list of tasks
which you can click on.

Always remember the available actions and the tasks are dependent upon your security group and the object
you are viewing.. By using the links, you can move from one object to another related object easily.
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