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Job Aid: Logging into Workday

1. SSO Login (for users with an EDSl.com email address)

¢ Gotowww.edsi.com/workday.

e Click on the Workday login box. /\\
workday.

forkday. With Workday, it will be
Benefits. On this webpage, you

1f you are need of any assistance with Workday, please submit a ticket!

e Select SSO Login.

Direct Login (Non-EDSI Email Address)
an in directly to Workday with your username and

assword

SS0 Login (EDSI Email Address)

vin

2|Page


http://www.edsi.com/workday

e Ifyou are not already signed into
your EDSI account, a Microsoft login

window will appear.
e Enter your EDSI email
address.

e Enter your EDSI password.

Trouble with your password? Please contact the EDSI
home office.

€ Sign-in options

e Complete authentication process.
o Click Yes to stay signed in.

Workday will load. dEDs|

awoloszyk@edsi.com
Stay signed in?

Do this to reduce the number of times you are asked
10 sign in

Don't show this again

-

Trouble with your password? Please contact the EDSI
home office.
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2. Direct Login (for users without an EDSl.com email address)

e Gotowww.edsi.com/workday.
e Click onthe Workday login box. /'\\

System) from UKG to Workday. With Workday, it will be
including Expenses and Benefits. On this webpage, you

If you are noed of any assistance with Workday, please submit @ ticket!

e Click Direct Login.

workday

Direct Login (Non-EDSI Emalil Address)
> ) directly to Workday with your username and

password

$S0 Login (EDSI Email Address)

ogin via Microsoft
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http://www.edsi.com/workday

Enter your non-EDSI email
address.

Enter the default Workday
password: MMDDYYYYEdsi!
(Example: 05121950Edsi!)
Click Sign In.

workday

Username

bob smith@captalworkforce. org

Password

07221981Edsi!

If this is your first time logging in,
you will be prompted to create a
new password.

Your new password must include
at least 8 characters including
uppercase and lowercase letters,
a number, and a symbol.

workday

Change Password

Old Password

Back to Sign In
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Set up your authentication
method.

Select Text Message.

Workday will send a security code
to your stored phone number.
Choose United States of America
as your country code.

Click Send SMS.

workday

Setup Multifactor Authentication

Multifactor authentication enhances the security of
your Workday account by using a secondary device
to verify your identity

SMS

Receive a text message containing a one

time passcode

Authenticator App

Enter a one-time passcode using your

authenticator app

Sign Out

workday.

Send Verification Code

We will send a verification code to your phone
number so it can be used to verify your identity
Phone Number

Arvesn2005(Home)
Country Code

United States of America (+1)
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e Averification code was sent to

the phone number.
Enter the code.
e Click Continue.

e You may also setup an

Authenticator App, but for this

example, click Finish.

Workday will load.

workday

Enter Verification Code

&)

We sent a verification code to *******2005(Home)
Enter this code to verify this phone number

Verification Code

133932

Back

Setup Multifactor Authentication

Multifactor authentication enhances the security of
your Workday account by using a secondary device
to verify your identity

SMS

Receive a text message containing a one

v

time passcode

Authenticator App

Enter a one-time passcode using your

authenticator app

7|Page



