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INDIVIDUAL PROVIDERS

When an Individual Provider receives a corrective action, they will receive an email notification from CDWA indicating that they have
a task in their Workday inbox. There will be a direct link in the email that will take the Individual Provider to the task, or the Individual
Provider may log into Workday and access the task through their inbox.

Access Your Tasks in Workday

1. Log in to CDWA's DirectMyCare web portal.

2. From the My Dashboard screen, click the Workday button to go to your Workday homepage.
*If you reach a log in page, enter the same username and password as used to log into the DirectMyCare web portal.

3. When you reach your Workday Dashboard you may select the task in the Awaiting Your Action section. You can also select your
inbox in the top right corner of the screen. (Fig. 01)

Fig. 01
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https://directmycare.com/#/login

From Your Inbox

Start by finding the task in your Workday inbox.

Click the View Printable Employee Review button. (Fig. 02)

Select the Corrective Action Notice from the dropdown and select
0K. (Fig. 03)

Select OK to exit the page.
(Fig. 04)

Return to the task and click
Submit to remove the task from
your inbox.

From Your Profile

To view the current or previous disciplinary actions, select
your profile picture or icon in the top right corner, then
select View Profile. (Fig. 05)

From your profile page, select performance. (Fig. 06)
In the performance section of your profile, you will be able

to view any disciplinary actions that are in progress or completed.
Select the document name (blue link) to view.

To download a copy of your Corrective Action, select Create new PDF.
(Fig. 07)
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