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It’s already live!
This update was launched on 

January 25, 2024.

WHEN DID THIS CHANGE TAKE EFFECT?



The location of mass role request submission. 

We enhanced the Finance System Access Request to 
allow users to upload Excel spreadsheets within their 

request instead of an Ask Finance case. 

WHAT’S CHANGING?
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Streamline Processes

Ask Finance cases do not automatically 
capture approvals required to assign 

roles. The process in Workday does this 
and significantly reduces manual work. 

Audit

Auditors cited UVA for not using the 
same process for mass requests as 

standard requests, as well as not clearly 
documenting approvals in Ask Finance 

cases.

WHY ARE WE CHANGING THIS?
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Initiators submit requests through the 
FIN System Access Request 

application within Workday. 

Only the user themselves/their 
manager can submit requests, per 

UVA Governance. 

The standard routing/approval 
rules for access requests still apply. 

Only approved requests will 
receive role assignments.

WHAT’S NOT CHANGING?
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Users that act on the request:
• Initiators 
• Managers
• Data Stewards
• System Administrators:

• Security Administrators
• Business Process Administrators

View only users:
• Auditors 
• Workday Extend Developers
• Workday Finance Support
• User Success Agents (Ask 

Finance)

WHO CAN SEE THE ATTACHMENTS?
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DEMO



• If the initiator selects “Yes” for 
the required question 25 
worktag question, then they 
must upload an attachment

• Files are limited to Excel formats 
• The attachment upload section 

will appear in the lower half of 
the form

REQUIREMENTS FOR INITIATORS
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The template is available on our website: 

https://uvafinance.virginia.edu/resources/workday-finance-system-
access-mass-upload-request 

WHERE CAN YOU GET THE TEMPLATE?
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https://uvafinance.virginia.edu/resources/workday-finance-system-access-mass-upload-request
https://uvafinance.virginia.edu/resources/workday-finance-system-access-mass-upload-request
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QUESTIONS?



If you have any additional feedback, then 
please send your thoughts to 

AskFinance@virginia.edu with the title 
“Feedback for FIN Mass Requests”

FEEDBACK
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mailto:AskFinance@virginia.edu
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FILE UPLOAD 
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SAMPLE TEMPLATE
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