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     How to Create a Case in OneRF 

1. Log in to Workday using your ID and Password.

2. In the search bar  in Figure 1, type in cases.

3. After you enter cases, click in the search space, and the Tasks and Reports  screen will
appear as shown in Figure 2 below. You can choose Case History , View a Case ,
Create a Case , and View My Cases . To create a case, click Create Case 
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4. After clicking Create Case , in Figure 2, on Page 1, the Create Case screen will appear as 

shown in Figure 3 below. Click on Case Type , and a down-menu will open and select the 
Case Type from the list as shown in Figure 4. Provide a Case Title , provide a Detailed 
Description  and attach documentation by clicking on the Paper Clip        and then click on 
Create Case .  
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5. Figure 5 below is a sample of a case form created. After completing the case form,  
click Create Case .  
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 

 
 

6. After clicking Create Case  in Figure 5 above, a new pop-up box will appear, as  
shown in Figure 7 below, stating that the Case Created. You can choose  
My Cases  to view all your cases or View Case  to view the case just entered. 
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If you click on View Case  in Figure 6, on Page 3, Figure 7 will appear below.  
You have Case Details , Case Overview , and you can Send a Message . 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
7. Next, we will review the Case History  from Figure 2, on Page 1. When you click  

Case History, the Case History pop-up box will appear as shown in Figure 8 below.  
Click on the drop-down menu        will open Figure 9.  
Choose your case and click OK  in Figure 8. 
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8. After clicking OK  in Figure 8, Page 4, the Case History screen will appear as shown 
below in Figure 10. This is the audit trail. If you click on the Case Hyperlink , the View 
Case screen for the case you're reviewing will appear as shown in Figure 11.  

 
 
 
 
 
 
 
 
 
9. After clicking on the Case Hyperlink , in Figure 10 above, the View Case screen will appear as  

shown below in Figure 11. You can view Case Details , Audit Trail , Case Overview ,  
Complete a Survey  and Create a New Case  if required. 
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10. Next, we will review the View Case  from Figure 2, on Page 1. When you click  
View Case, the Case History pop-up box will appear as shown in Figure 12 below.  
Click on the drop-down menu        will open Figure 13. Choose your case and  
click OK  in Figure 13.  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

11. After clicking on a Case , in Figure 13 above, the View Case screen will appear  
as shown below in Figure 14. You can view Case Details , Audit Trail ,  
Case Overview , Complete a Survey  and Create a New Case  if required. 
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12. Next, we will review View My Case  from Figure 2, on Page 1. When you click View My 
Cases, the View My Case screen will appear as shown in Figure 15 below. On this screen, 
you can view the Case, Detailed Messages, Case Type, Case Creation Type, Assigned to, 
and Case Status. If you click on a case in the Blue Hyperlink , View Case screen will 
appear as shown in Figure 14 on Page 6. If you click on View Help Center  in Blue the 
Help Center screen will appear as shown in Figure 16 below. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

13. After clicking on the View Help Center  in Figure 15, above the Help Center screen will 
appear as shown in Figure 16 below. You can view Recent Cases , View My Cases or 
Create a Case . 
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