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Navigate homepage, menu, worker profile

Purpose

This guide helps users navigate the Workday homepage, menu, and worker profile to
access HR Core functions.

Overview

Users will learn how to use the homepage, menu, and worker profile to manage
personal information and HR tasks.

Step-by-Step Instructions

1. After logging in, you will land on the Workday homepage.
2. Click the MENU button in the top-left corner to access all applications, tasks, and
reports.
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Welcome It's Thursday, 9 October 2025
Awaiting Your Action Your Top Apps
You're all caught up on your tasks
Directory
i? Favorites
Timely Suggestions
Here's where you'll get updates on your active items 88 View All Apps
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Menu Shortcuts

{3 Home

g] Organization ~
Jobs Hub
Requests
Directory

&3  People Support A~

Help Dashboard

Help Case Workspace
&  Personal

Help

Expenses Hub

3. Use the Search bar at the top to quickly find employees, reports, tasks, and other
functions.
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Welcome It's Thursday, 9 October 2025
w
Awaiting Your Action Your Top Apps
@ Requisition Compensation Change: JR100317 Housekeeping Employee-1 8 Jobs Hub
My Tasks - 17 hour(s) ago
@ Requisition Compensation Change: JR100316 FO employee-1 Requests

@ My Tasks - 1 day(s) ago

20251008 QRG Navigate homepage, menu, worker profile EN page 2 of 3

Internal - General Use



awy

Y
o . = 11 £ landal
W 0 r k d Oyaa Step by Step GUIde ///,///"\‘\\\\\.\\ Holiday breaks in nature

4. Use the navigation bar for quick access to notifications, inbox, and profile
settings.
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Welcome

It's Thursday, 9 October 2025

Awaiting Your Action

Your Top Apps
@ Requisition Compensation Change: JR100317 Housekeeping Employee-1 g Jobs Hub
My Tasks - 17 hour(s) ago
@ Requisition Compensation Change: JR100316 FO employee-1 Requests
@ My Tasks - 1 day(s) ago
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5. Click the Profile icon to view and update your personal information.
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o A Home 2
Welcome i
& My Account >
Awaiting Your Action Your Top Apps < Favorites
[ Drive
@ Requisition Compensation Change: JR100317 Housekeeping Employee-1 Jobs
My Tasks - 17 hour(s) ago g %:) & MyReports
?  Documentation . -
@ Requisition Compensation Change: JR100316 FO employee-1 S Requt
@ My Tasks - 1 day(s) ago Sign Out
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Note:

The homepage serves as your central dashboard for managing HR-related tasks.
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