Getting Started: Set Passwords and Account Preferences

Employee

Set Up Account Preferences

Depending on how your organization configures Workday, you can edit a variety of features on your account,
including languages, search functionality, workflows, and notification preferences.

1. Select your Profile > My Account > Change Preferences.

2. Update any of the field settings on the Change Preferences page that your organization permits, as shown
in the image below.

Change Preferences Imeneil / Logan McNeil

Global Preferences

Default Locale English (United States) - en_US

Preferred Locale | English (United States) - en_US v |

Default Display Language English

Preferred Display Language | English v |

Show Month/Day Names in Preferred Language

Default Timezone GMT-08:00 Pacific Time (Los Angeles)
Default Hour Clock (from Locale) 12 hour
Preferred Hour Clock | select one v

Enable Preferred Currency Reference View

3. Select OK.

Change Your Password

This section will be for those who do not have a KenCrest email (NATIVE). Those with KenCrest emails (SSO) will
contact the system administrator and will not be able to change their password through this method.

workday.

I have a KenCrest email address (S50)
Enter network username and password to sign on.

I do not have a KenCrest email address (Native)
Enter Workday username and password to sign on.

1. Select your Profile > My Account > Change Password, as shown in the image below.

2. Select the Current Password field and enter the current password.
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3. Select the New Password field and enter the new password.

4. Select the Verify New Password field and enter the new password again.

Change Password

Changing your password will end all other Workday sessions. Please ensure you have no unsaved work before proceeding

Password Rules Your new password must not be the same as your current password or user name. Minimum number of characters
required: 8. The following character types must be r characters, uppercase characters,
lowercase characters, Arabic numerals 0 - 9, special characters I"#8%&'()*+-./5=>2@\"_"{|}~

Current Password *

New Password *

Verify New Password *

“ Cancel

5. Select OK.

Note: Depending on how your organization configures Workday, you may need to create one or
more challenge questions when you first sign in. You can modify the challenge questions at any
time.

Manually Change Your Password Challenge Questions

We will NOT be using this feature; this is anticipated to be going away in future updates to WorkDay. You will NOT
be able to access this feature at all.

Change Your Password for iOS (ONLY FOR THOSE WHO DO NOT HAVE
A KENCREST E-MAIL (NATIVE).)

From the Home page:
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1. Select your Profile.

9:39AM Wed Jun 25

Good Morning, John Smith

Most Used Apps View All

% o

Benefits and Pay Org Chart Expenses

Recommended for You

Showcase Your Best Self with Understand Your People Network
Your Profile

Manage Profile View Org Chart

workday.

@ = a aof &
Home Apps My Tasks Find Profile
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2. Select the Settings (gear) icon.

9:39AM Wed Jun 25

@ Location 0 Manager

960a Harvest Drive

Job Details Job N
Job Details, Flexible Work Arrangements, Service Dates, Manager Hist... £

Employee ID

Compensation

Compensation, Total Rewards, Pay Change History
Supervisory Organization

Benefits
Benefits, My Dependents, My Beneficiaries
Position

D @ ] a Q e

Home Apps My Tasks Find Profile
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3. Select Login & Security.
9:39AM Wed Jun 25 = 100% ([E43)
<

Settings
Change Active Consent Preferences
[@ Change Public Profile Preferences
@ Global Preferences
[i Notifications
@  Privacy Permissions
Open Source Licenses

Privacy Statement

Terms and Conditions

5
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4. Select Change Password.
9:39AM Wed Jun 25 = 100% ([E43)
4 Login and Security

Manage the login and security options your organization has made available to you
E.'.i Use Face ID O

Set Up/Change PIN

[21 Change Password

5. Select the Current Password field and enter the current password.

6. Select the New Password field and enter the new password.
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7. Select the Verify New Password field and enter the new password again.
9:39AM Wed Jun 25 = 100% ([E43)
o Change Password

(D Additional Information

Password Rules

Your new password must not be the same as your current password or user name.
Minimum number of characters required: 8. The following character types must be
represented: alphabetic characters, uppercase characters, lowercase characters,
Arabic numerals 0 - 9, special characters "#$%&'()*+,-./;=>?@[\]*_"{|]}~. The password
must not have been us: " asswords: 4.

Current Password *

New Password *

Verify New Password *

s | e

8. Select Done to confirm the change.

Change Your Password for Android (ONLY FOR THOSE WHO DO NOT
HAVE A KENCREST E-MAIL (NATIVE).)

From the Home page:

Workday | EDUCATION Your screens and processes may vary from this document. Confidential ©2025 Workday, Inc. 7



Getting Started: Set Passwords and Account Preferences

Employee
1:38 SR s3]
W v Q°
Here's What's Happening
Most Used Apps View All
Y ey
TrZi:nl:i(eng Org Chart Expenses

Recommended for You

Showcase Your Best Self Understand Y«

with Your Profile Network

Manage Profile View Org Chart
workday.

& )

My Tasks

1. Select your Profile.
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MORE...

Home

2. Select the Settings (gear) icon.

workday | ebucaTion

Job

Job Details, Flexible Work Arrangements, Service ..

Compensation

Compensation, Total Rewards, Pay Change History

28 £9 Q @
Apps My Tasks Find Profile
] ) <
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1:38 & N 7 i €8

é
Settings

Change Active Consent Preferences
[[@ Change Public Profile Preferences
@ Global Preferences

[ Notifications

@ Privacy Permissions

Open Source Licenses >
Privacy Statement >
Terms and Conditions >
~
w
1 @) %

3. Select Login & Security.
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1:38 &
< Login and Security
Manage the login and security options your organization has
made available to you.
|__é, Use Device Biometrics
#  SetUp/Change PIN
€Change Passt
1l O <
4. Select Change Password.
5. Select the Current Password field and enter the current password.
6. Select the New Password field and enter the new password.
7. Select the Verify New Password field and enter the new password again.
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8. Select the checkmark icon to confirm the change.

X  Change Password 8

Password Rules

Your new password must not be the same as your current
password or user name. Minimum number of characters
required: 8. The following character types must be
represented: alphabetic characters, uppercase characters,
lowercase characters, Arabic numerals 0 - 9, special
characters "#8%&'()*+,-./;=>?@[\]*_'{|}~. The password
must not have been used within the following number of last
passwords: 4.

Current Password *

|

New Password *

|

Verify New Password *

|1 O <

Sign Out for iOS and Android

From the Home page:

1. Select your Profile.
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2. Select the Settings (gear) icon.
3. Select Sign Out.
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