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Tip sheet:  Change Your Photo 
 
 

From your Workday Inbox: 

 
 Hexcel is a global company with employees across the globe.  To make interactions across distances 

easier, we are asking each employee to upload a photo into Workday. 

 

 Click on the Change My 

Photo action item in your 

inbox. 

 

 Click on the green button to 

open the photo upload 

window.   

 

 Select the paper clip icon to 

attach an image saved on 

your computer. 

 

 Note: Please note the photo 

requirements and 

recommendations on size 

and format. 

 

 

 

 As with the other tasks in 

Workday, scroll to the bottom 

to find the green Submit 

button to finalize this task.   

 

 

 

 

 

 

 

 This will take you to a screen 

notifying you that your picture has 

been sent to your HR office for 

approval.  Click the orange Done 

button to move on to another task. 

 


