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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.  

 

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.  

 

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.  

 
 

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.
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2. Select the Settings (gear) icon. 
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3. Select Login & Security. 
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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. 
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7. Select the Verify New Password field and enter the new password again. 

 

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: 

5 

6 

7 

8 
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1. Select your Profile.  
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2. Select the Settings (gear) icon.  
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3. Select Login & Security.   
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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. 

 

Sign Out for iOS and Android 
From the Home page: 

1. Select your Profile. 

5 

6 
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2. Select the Settings (gear) icon. 

3. Select Sign Out. 


