Change My Work Space / Delivery Address Update

Updating Workday Preferences 0 (QQ change my work space
Workday: Type change my work space
1. Select an Effective Date on which to change Change My Work Space sarahMays @3
should begin.
2. Using the drop-down options select a Work
Space by: Effective Date * | 09/08/2021 [}
a. Floor ' :
b. Room Position 00013271 Office Assoc - Sarah Mays
3. Provide any needed Comments
4. Select Submit. Location Administration Building (0400)
Work Space % | x Wooster Campus > o
. o Administration Building
Delivery Address Update on a Requisition: {0400) > Floor 01 =
1. Update delivery address to “OSU Extension Administration Building 0100
— XXX County”

a. The address will need to include a room and floor number.

b. If already attempted to submit with error, changes to the lines will need to be completed,
then in the header.

i. To change the header, click on the “...” button at the bottom of the page and select
“edit address”, then change the deliver to address for the header.

Edit Address

m Save for Later Continue Shopping see

2. Edit Deliver-To address by typing county name.

a. The first address with floor and room number is correct.

Edit Address Deliver-To

Click Apply t the deliver-t d ship-to add th ition head o all i x Wooster Can-lpus ]
Ic pply 1o use € deliver-to and ship-to a ress on € requisrition header and a nes. Adm'nstra‘t'on
Building (0400) =
Deliver-To musk Floor 01 =
Administration
Ship-To Address Search Results Building 0100
. Columbus Campus > 0SU
Extension - Muskingum (1551) =
Use Alternate Address st New address with floor and room #
Muskingum 100
Columbus Campus > OSU
Extension - Muskingum (1551) OId defaUIt address
i

b. Line-item delivery address update. X out the address and search for the new option.
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