
User Information in WorkdayLog into WD

Click on the Profile 
Icon.

Select an Item 
from Left Menu

Contacts Pay

Personal

Select Top Tab

Personal Contact 
Information

Emergency 
Contacts

Edit Information & 
Save

Edit Information & 
Save

Select Top Tab

Pay Withholdings 
(W4)

Pay Elections 
(direct deposit & 
pay distribuiton)

Pay Slips (stubs)

Edit Information & 
Submit for Approval.

What do you 
want to do?

Add Bank

Enter 
Information 
(READ the 
directions)

Save

Split Pay (Pay 
Elections)

Scroll to bottom of 
page.

Click Edit.
Enter 

information.

Save
Select Pay Period

Download 
document

Names
Personal 

Information
IDs Documents

Email & Phone
Edit Information & 

Save

Select Top Tab

Use pencil to 
edit 

information/
add button/

remove button

Save to  Submit for 
Approval

Use pencil to 
edit 

information/
add button/

remove button

Select Licenses 
Tab

READ THE 
DIRECTIONS!!!!!

Select edit, add, or 
remove

Edit 
information

Submit for Approval

Download or view 
documents from 

“Upload 
Document” 

column

Save to Submit for 
Approval

Log into WD
Click on the 
Profile Icon.

Navigate Org Chart Blue = link to view

Log into WD

Click on the inbox icon, or 
expand the “Awaiting 

Your Action” tile on your 
dashboard.

Select a task. Options

Approve

Send Back

Deny

Options

Repeat

End

Options

End

Repeat


