Workday Mobile App
Audience: Manager

Overview:
This job aid provides an overview of how to access Workday on Mobile Device(s).

Employees can access Workday from their mobile devices. The design of mobile web will
differ from the desktop, but this does not impact the mobile app experience.

There are two ways to access Workday on mobile devices:

e Workday App - View and update individual information, view pay slips and manage
payment elections. However, the App does not offer the full Workday business
process functionality (e.g., create a requisition)

e Mobile Web Browser - Offers employees and people leaders full workday
functionality. For heavy users of workday, People Leaders, HR, and Payroll, it is
recommended to use browser over the app to avoid app limitations.

For security reasons:

e You will be required to login each time
e You should pin lock your device
e The session will fime out after 10 mins

Notes: It is recommended to use Wi-Fi to access Workday whenever possible, to avoid
incurring additional data charges. For more information, adhere to the Company
Mobile Policy. Screen shots may look slightly different if using an Android.

This Job Aid covers:

Set-Up Workday Mobile App (QRL Code)
Set-Up Workday Mobile App (App Store)
Access Workday via App

Access Workday via Browser

Set-Up Workday Mobile App (QRL code)

1. From your work desktop computer, open Workday and click your profile icon.
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2. Select My Account and click Organization ID.

< My Account

£ My Account

Organization 1D

3. You can use your camera app on your phone to scan the QRL code. Tap the page link to
locate the Workday app.

Access Workday on the go

Your Organization |D:mobilecountyal ’

Get the Workday mobile app and use your
Organization ID to connect

v~ Download

GETITON
" Google Play

4. Tap the download icon and once downloaded, tap Open.

Workday
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5. Tap Log In and confirm that the Organization ID matches the ID from your
Workday profile. Tap Connect.
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Welcome to Your Workday

Connect to this organization?

Organization ID
mobilecountyal

Web Address
impl.workday.com

Cancel

6. Enter your Username and Password. Tap Sign In.

Password
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7. You can click the box to Remember this device and Submit or tap Skip.

Remember Device?

Remembering this d e allows you to

sign easily and better protect
your account

me

8. Optional functionality to Use Face ID or Skip.
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Want a faster way to log in?

Turn on Face ID so you can log in with a simple glance instead of
your password

Use Face ID

9. You may be asked to create a four-digit numeric PIN or Skip.
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« App Store

Create a PIN for a fast alternative way to log in

Enter a 4 digit PIN
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10. Welcome to your Workday mobile app homepage.
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« App Store

Let's Get Started
il &S
Dashboards My Reports

View All

That's all for now.

workday.
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Set-Up Workday Mobile App (App Store)

1. Navigate to your smart phone's/tablet’s App or Play Store.

2. Search for and select the Workday Mobile App.
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Q. workday

Q. workday

Q.| workday mobile app
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3. Download and open the Workday app.

12:34 S 12:36

Q, workday mobileapp & Q, workday mobile app

Workday W Workday g

View Request & manage View Request & manage
Make Work payslips time off Make Work payslips time off
Effortless Effortless

4. Tap Log In.
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Welcome to Your Workday
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5. Type in the Organization ID field = mobilecountyal (case sensitive).
Tap the arrow to continue.
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Enter or scan your Organization ID

mobilecountyal

Find Your Organization ID °

6. You are now connected to Workday. Enter your login credentials, tap Sign In.

Usermame

Password
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Access Workday via App

1. Tap the Workday app to launch Workday.

2. Enter your login credentials and tap Sign In.

Password
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3. The Workday homepage displays.
The Search and Profile icons are on the top ribbon. The bottom ribbon includes the
Homepage, Inbox, Notifications, and Apps icons.
Here is an example of the Inbox page and icon.

7115 w D) 9:57 wl T @
< App Store
Inbox
Actions Archive
Newest T¢ Al =
1 Billing Schedules for AW-10000008: Generic
Let's Get Started ADCNR Award 01/01/2023

4 day(s) ago
] O

Dashboards My Reports X .
Request Translation for Create Position: Office

View All Assistant 1
7 day(s) ago

That's all for now.
Supplier Invoice Request :
WAS DESIGN INC on 05/05/2023
‘ 11 day(s) ago

Supplier Invoice Request :
7N\ SOUTH ALABAMA REGIONAL PLANNING
workday. COMMISSION on 05/05/2023

11 day(s) ago

Supplier Invoice Request :
SUNCOAST INFRASTRUCTURE INC on
05/05/2023

11 day(s) ago
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4. Here are examples of the Notifications and Apps pages and icons.

9:57 w T %) 9:57 w TH)
Notifications (0) Apps
Newest TJ' Al =
G
el
Dashboards My Reports

Nothing here

It looks like you're all caught up.

Access Workday via Browser

1. Open a Browser (i.e., Microsoft Edge, Safari, or Chrome)

2. From your device navigate to https://www.myworkday.com/mobilecountyal/login.htmld

<) www.myworkday.com


https://www.myworkday.com/mobilecountyal/login.htmld

Workday Mobile App
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3. The Workday login page appears. Enter your network user ID for your Username
and your Password (network password). Click Sign In.

& myworkday.com

N

workday.

Username

Password

Status

Your system will be unavailable for a maximum of 11 hours during
the next Weekly Service Update and Quarterly Maintenance;

starting on Friday, May 19, 2023 at 11:00 PM PDT (GMT-7) until
Saturday, May 20, 2023 at 10:00 AM PDT (GMT-7).

Forgot Password?

Change Password

© 2023 Workday, Inc.  Privacy

4. The Mobile Workday homepage displays.

= MENU @ Q search Q g a

Good Afternoon It's Tuesday, May 16, 2023
Awaiting Your Action Your Top Apps
@ Time Entry: - 40 hours from 01/07/2023 to 01/13/2023 FIN - FDM Reports
Inbox - 25 day(s) ago

Time Entry: - 40 hours from 01/14/2023 to 01/20/2023 23 View All Apps

&2

Inbox - 25 day(s) ago



