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Set/change language preferences and delegation

Purpose

This guide helps users to set or change their language preferences and manage
delegation in Workday.

Overview

Users will learn how to update language settings and delegate tasks to peers or
superiors.

Step-by-Step Instructions

1. Go to your profile and select Action > Preferences > Edit Preferences
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2. Change your language preference from Preferred Display Language drop-down
and click OK to apply.
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3. To set up delegation, go to Action > Business Process > My Delegations.

o M

e
= MENU =l = landal Q search
o8 . Location Manager
i
“ Hilda Hebert @ e Sarah Meijer

Local Recruiter

Fiequeuy useu

| change My Photo
Contact

View All

Email &
S Maintain Worker Docu hildashere@landal com

Change Emergency Co. Work Address

Job Details

EmployeeiD

@;zmzmm

a

E100225

Treining Demo Top Level Hierarchy
Employer Branding (Sarah Meijer)

Local Recriter
Lecal Recruiter
Recruitment Specialist

Regular Permanent

. A Empl
g Benefits > © Grevenhout 213888 NR Nieuw Milligen Gelderland Netherlands e mployee
Full
Al Business Process I I iy Delegations I ull ime
Compensation > ~ Job 1op.00%
Expenses b @ Rabbit Hill
Organization  Talent Aquisition & Employer Branding (Sarah Meijer)
Help 01/01/1330
Business Title Local Recruiter
Personal Data d ite 01/01/1990
Cominuous Service Date  01/01/1930

2L

> Talent Aguisition &

4. Click Manage Delegations and Select a peer or superior to delegate tasks to.

5. Confirm and submi

t your delegation settings.
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Note:

Delegation is mostly handy for managers and can only be set to peers or superiors
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