
Completing the COVID-19 Vaccine/Booster Request 
 

1) Search Create Request in the Workday search bar or follow this link to the Create Request task and type in 

COVID, then select the COVID-19 Vaccine/Booster Worker Request. Select OK. 

 

 
 

2) Indicate whether you are submitting your completed vaccine, booster information, or both. 

 

  

https://wd5.myworkday.com/stevens/d/button/c18/42/109.htmld


3) Vaccine Submission: If you are submitting booster information only, skip this section. 

a. If you have taken a 2-dose series of the vaccine, enter the date of your second dose. For single-dose 

vaccines, enter the date of your initial dose. 

b. Select the vaccine manufacturer from the list. 

 

4) Booster Submission: If you are submitting vaccine completion information only, skip this section. 

a. Enter the date you received your booster shot. 

b. Select the booster manufacturer from the list. 

 



5) Upload a picture of your completed COVID-19 Vaccination Card under the attachment section. If you have taken 

a 2-dose series, you must have had your second shot before submitting your documentation. If you have 

completed your vaccination series, upload the document and click submit. 

 

 
 

 

  



Checking Your Vaccination Record 

1) From your Workday homepage, click your profile picture (or the Workday cloud logo) in the top right-hand 

corner and click View Profile. 

 

 
 

2) On your profile page, click the actions button. 

 

 
 

  



3) Scroll down through the options to find Additional Data > View All. 

 

 
 

4) If your vaccine card has been processed, the data will be populated on this page. 

 

 


