Forgot Password Self-Serve
Process for Extended Enterprise
Learners

Job Aid Purpose

This job aid provides step-by-step instructions on how to use the
Forgot Password self-serve feature.

Supplemental Resources

The following companion-based resources support this job aid:
e The Extended Enterprise Learner Account job aid

Intended Audience

Individuals with the following Workday Learning roles:
e Extended Enterprise Learners

Revision Date

January 20, 2022. Disregard all previous versions.

Questions and Assistance

https://www.oregon.gov/das/HR/Pages/LearningPartnerAgencyContacts.aspx
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Forgot Password Self-Serve Process:
Extended Enterprise Learners

orgot Password Self-Serve Process
tep 1: Access Workday Oregon

1. Navigate to the Workday Oregon site. Select, Sign in using a

Personal Device.
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Sign in using a State of Oregon Device
For State employees or contingent workers, with a state
account and state provided device.

Sign in using a Personal Device
For allother users (excluding external candidates) NOT
using a state of Oregon provided device.

©2023 Workday, Inc..  Privacy

Revision Date: January 20,2022

Workday Payroll is Here!

Notice

Sign in using a State of Oregon Device:

« EMPLOYEES and CONTINGENT WORKERS (Volunteers and Contractors): You are
now required (as of October 24, 2022) to use this link to sign into Workday if your
agency has implemented Enterprise Muttifactor Authentication (MFA). Please note:
some agencies may elect to launch this early. For assistance, please reach out to
your local IT Department

Sign in using 2 Personal Device:

= EMPLOYEES (enter your OR number, .9 OR######%) and CONTINGENT WORKERS
(Volunteers and Contractors) (enter your CIW number, e g. CW##£####) You are
now required (as of October 24, 2022) to enter your password, using the MFA app
and one-time passcode. For instructions, click here to set up your MFA app on your
device for the first time. For assistance, locate your agency contact using the
Workday Helpdesk Support Page.

EXTERNAL LEARNERS (enter your EEL number, & g EELE####28): You will be
required to enter your password and answer your challenge questions. For
assistance, locate your agency contact using the Leaming Agency Support Page.

External Candidates:

« EXTERNAL APPLICANTS go to www.oregonjobs org to apply for jobs o log inta your
external candidate account

Note: Five unsuccessful login attempts will resultin a 20-minute system lockout

Workday is the official human resource system and record for Oregon state government. The
system government workers

and spplicants. The use kday s limited determined by
applicable policies, nles and laws. Users of the system are prohibited from unauthorized use or
disclosure o the system. the system will not be disclosed

unless required by law.

Status

Your system will be unavailable for a maximum of 3 hours during the next Weekly Service Update;
starting on Friday, February 10,2023 at 11:00 PM PST (GMT-8) until Saturday, February 11, 2023 at
2:00 AM PST (GMT-8).

&
b
»
=}
»

3|Page



Forgot Password Self-Serve Process: @g
Extended Enterprise Learners

Step 2: Enter Your Workday Login Credentials
From the Workday Log In screen,
1. Select Forgot Password.

2. Enter your username and the email that you associated with your
account.

3. Select Submit.

Username

Password

Forgot Password

Username

EELO0D036

Forgot Password?
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Step 3: Reset Your Password

If your email address and username exist within Workday, you will
receive a reset password email. This email contains the Reset Your

Password link. This link is only valid for one-hour.
1. Click Reset Your Password.

Password Reset Request for your Workday account

Workday <oregon@myworkday.com>

Workday recently received a request to reset the password for your Workday account at 5/21/21, 7:56 AM. Please
use the button below to reset it. This password reset is only valid for the next 1 hour.

The email is sent from Oregon@MyWorkday.com. As needed,
check your junk/spam folder for the reset password email.

%

Step 4: Identify New Password

From the Change Password screen,
1. Enter a New Password.
2. Reenter it within the Verify New Password field.

3. Select Submit.

Change Password

New Password

Verify New Password
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Step 5: Workday Sign In

From the Workday Sign In screen ,
1. Enter your username and new password.
2. Select Sign In.
3. Answer your Challenge Questions.
4. Select OK.

wérkdoy

Password Challenge Questions
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