
Logging into Workfront

1. To access the login screen, visit 
https://pennstate.my.workfront.com

2. Once on this screen, you will see a login prompt with the Penn 
State logo. Here you can use your regular Penn State credentials 
and enter Workfront through Duo authentication. 

https://pennstate.my.workfront.com/


Submitting a Request in Workfront 

1. Once logged in you will automatically be taken to the Requests page. On this 
screen you can submit new requests and view the status of any request 
previously submitted through Workfront. 

2. To submit a new request, click on “+ New Request” and select a request type 
from the drop-down menu. 

3. Depending on the request type, you may have to make some additional 
selections to reach the correct request form. Once there, you will see various 
fields that need to be completed before submitting your request.

a. Hovering over the selections in the drop-down menus will queue a brief description. 

b. Fields in bold are required in order to submit your request.



How to check on the status of a request 
and/or update/change request 
information

1. On the “My Requests Dashboard” tab 
you can view all open requests. On 
this screen you can quickly see the 
status, planned completion date, and 
who your request is assigned to. 

2. For more details, click on the name of 
the request. This will take you to a 
new screen – the request landing 
page. 

3. On the request landing page you can 
use the following tabs to review, 
update, or monitor your request: 

a. Updates–this is your hub for 
collaborating with the assignee of 
your request. Here you can leave a 
comment or reply to an existing one. 
It’s key to @-tag the user you are 
directing your comment to, so they 
receive a notification. 

b. Documents–this is where you can 
view any items you may have 
attached when submitting the 
request, attach additional items after 
submitting your request, or review 
documents shared with you.

c. Request Details–this is where you can 
see a quick overview of your request 
or review/revise the original custom 
form you filled out when submitting 
the request. 



Workfront Notifications 

1. When something needs your attention in Workfront you will receive notifications in two 
different places: via email and in the gray global navigation bar in Workfront.

2. If accessing your notifications via Workfront, simply click on the item and you will be 
redirected to the page needing your attention. Notifications will appear in the top right 
corner of your screen. 

3. If accessing your notifications via email, you can click on the link provided, which will 
open a web browser and take you to the page needing your attention. Notification emails 
will come from a standard PSU email address, but it is important to note that in order to 
view and reply to a comment, you will need to click on the link and take action within 
Workfront. If you reply to the email, the recipient will not receive your response. 



Profile Settings 

1. You can access your 
profile by clicking the 
main menu icon on the 
far right of the global 
navigation bar and 
selecting your name. 

2. From here you can edit 
your information by 
clicking the three dot 
icon next to your name 
and selecting “Edit”. 
This will take you to the 
“My Info” page where 
you can make any 
changes to your profile, 
including your email 
notifications. 



Reviewing and Approving 
Documents

1. If you have a document that 
needs reviewed and approved 
in Workfront, you will receive a 
notification via email 
containing a link to the 
document needing your 
attention. 

2. If you are asked to approve a 
document, you can view the 
document online in Microsoft 
OneDrive by selecting Preview 
once inside Workfront

1. Once you’ve reviewed the 
document and left any 
comments, you’ll need to 
submit a formal decision. You 
can do this by selecting one of 
the following options in 
Workfront: 

1. Approved (Green Check)

2. Approved with Changes (Yellow 
Arrow)

1. The document does not need 
reviewed again once changes 
are made. 

3. Rejected (Red X)

1. The document does need 
reviewed again once changes 
are made. 



Reviewing and Approving Proofs

1. If you have a proof that needs reviewed and 
approved in Workfront, you will receive a notification 
via email containing a link to the proof needing your 
attention. 

2. If you are asked to approve a proof, you will be taken 
to the Proofing Viewer where you can use markup 
tools, leave comments, and either approve or reject 
the proof. 

3. To leave a comment select Add Comment along the 
top. 

4. Once you’ve reviewed and left any feedback, you will 
need to submit a formal decision. To do so, select 
Make a Decision at the top. 

1. A popup will appear where one of the three options 
should be selected:

1. Approved
2. Approved with Changes – the proof does not need to be 

reviewed again once changes are made
3. Changes Required – the proof does need to be reviewed again 

once changes are made


