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Overview 
Use this job aid as a resource to successfully upload your COVID-19 weekly test results to Workday. Only PCR tests are accepted by Montgomery 
College. Note – if your COVID-19 test result is positive, in addition to following these steps to upload your test results, please contact Public Health 
(PublicHealth@montgomerycollege.edu) and follow the quarantine guidance given by your medical provider. 
 
   

Instructions 

1) Sign into Workday. Type “Add My Workplace Test” in the 
search box at the top of the page. The “Add My Workplace Test” 
task will appear below the search box. Click “Add My 
Workplace Test.” 
 

2) The Add My Workplace pop-up will appear. The box for 
Workplace Test Type is already prefilled with COVID-19 so 
you don’t need to change this. 
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3) For Workplace Test Result, select whether your test result 
was positive or negative. 

**If your test result is positive, please reach out to Public Health 
to notify them.  

 

 

 

4) For Workplace Test Taken Date, select the date the test 
was taken. 

 

 

 

 

 

 

5) Click on check box next to Confirm to agree to the 
Attestation above it and then click Submit.  
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6) A pop-up will appear which tells you that you have submitted 
your answers and what your next step is. Click on Complete 
Questionnaire to answer the additional required questions. 

 

 

 

 

7) Select the option that pertains to you in each section on the 
following page. 

 

 

 

 

8) If you have a pending or approved exception, a submenu will 
appear. Select which one applies to you.  
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9) Select what your next day onsite will be.  

 

 

 

 

 

 

 

 

 

10) Select where your test was administered. 
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11.) Confirm that you took a PCR test. 

 

 

 

 

 

 

12) Upload the file with the weekly test result for the date you 
entered.  
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13) Once your document has successfully uploaded, you can 
click Submit.  

 

 

 

 

 

 

 

 

14) You will know your document went through when you see 
the You have submitted pop-up.  
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15) If you click on View Details and then click on Details and 
Process you will be taken to a screen which shows you the 
status and all the details of the information you submitted.  

 

You can check to see if your entry has been accepted by 
following the instructions on the next page. 
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FINDING YOUR TEST RESULT IN YOUR PROFILE 

All test results that you have submitted are housed in your 
profile in the document section. 
 

1) In Workday click on the last icon to the right, at the top of the 
screen and then click on View Profile. This will take you to 
your profile. 
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2) On the purple panel to the left, scroll down to Personal and 
select it. 
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3) On the right side of the purple panel and below the search 
bar, click on Workplace Tests.  

 

 

4) A list of tests that you have uploaded will be on the page. You 
can click on an individual entry by clicking on the pertaining link 
under the Business Process column. You can see if the entry 
was approved, denied, or sent back by clicking on this link. 

 

5) If an entry is sent back for you to correct, it will appear in the 
Awaiting Your Action section on your Workday home screen 
when you log on.  

You can also find it in your Inbox. You can click on the inbox 
icon located at the top right corner (it is the middle icon).  

 

 

6) Click on item that got sent back. Scroll down and look for the 
comment box. Underneath the comment box, the reason(s) the 
item got sent back will be under View Comments. Review the 
reason(s), make the correction(s), and hit the submit button. 
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7) The questionnaire pop-up comes up again. Complete 
required missing information and click submit.  


