Workday

Logging In @amD> BASX

Quick Reference Card

There are two methods that can be used to access Workday via your
computer: (A) Single sign on (this is the preferred method if you have a
company email address) or via (B) username and password.

Method 1: Slngle Sign—On single Sign-On ({1

workday.

1. Inyourinternet browser, open Workday.

User Name / Password
—

2. Select Single Sign-On.
3. The Workday home page opens.

Method 2: Username/Password

Note: Using this method requires that the Microsoft Authenticator app be set-up on your smartphone. See the
instructions below to complete this initial one-time set-up.

1. Inyourinternet browser, open Workday.
Username

2. Onthe web page that opens, select User Name / Password. | |

3. Enterthe username and password (this information is provided in e
the email message received from Workday. The subject line of Fazwion]
message reads: Workday Login Information).

Open the Authenticator app on your smartphone.

Using the code under AAON Workday, enter the Security code in the field provided on the screen.

N o o &

Click Submit.

Username/Password Initial Set-Up

1. Inyourinternet browser, open Workday.
2. Onthe web page that opens, select User Name / Password.

3. Enterthe username and password (this information is provided in
the email message received from Workday. The subject line of
message reads: Workday Login Information). You have 3 more signins remaining before a

verification code is required.

Extra Verification Required

4. When prompted to set up Extra Verification, click Set-Up Now. 4

5. Onyour smartphone, open the Authenticator app. Set Up Now

< Maybe Later )

6. Pressthe blue button in the bottom right corner of the screen.
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Authenticator Verified 1Ds
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https://nam02.safelinks.protection.outlook.com/?url=https%3A%2F%2Fwd108.myworkday.com%2Faaon%2Flogin.htmld&data=05%7C02%7CSharon.Plunk%40AAON.COM%7C906d205155264fc9a9b208de4105ca8a%7C9e7bb4db09794efc9a1b0812fdd2cde4%7C0%7C0%7C639019690275497344%7CUnknown%7CTWFpbGZsb3d8eyJFbXB0eU1hcGkiOnRydWUsIlYiOiIwLjAuMDAwMCIsIlAiOiJXaW4zMiIsIkFOIjoiTWFpbCIsIldUIjoyfQ%3D%3D%7C0%7C%7C%7C&sdata=YVFCXBv2GlhSdxW2y3Z9GHtuFfmo7Wooc3m7kM5wOD8%3D&reserved=0
https://nam02.safelinks.protection.outlook.com/?url=https%3A%2F%2Fwd108.myworkday.com%2Faaon%2Flogin.htmld&data=05%7C02%7CSharon.Plunk%40AAON.COM%7C906d205155264fc9a9b208de4105ca8a%7C9e7bb4db09794efc9a1b0812fdd2cde4%7C0%7C0%7C639019690275497344%7CUnknown%7CTWFpbGZsb3d8eyJFbXB0eU1hcGkiOnRydWUsIlYiOiIwLjAuMDAwMCIsIlAiOiJXaW4zMiIsIkFOIjoiTWFpbCIsIldUIjoyfQ%3D%3D%7C0%7C%7C%7C&sdata=YVFCXBv2GlhSdxW2y3Z9GHtuFfmo7Wooc3m7kM5wOD8%3D&reserved=0
https://nam02.safelinks.protection.outlook.com/?url=https%3A%2F%2Fwd108.myworkday.com%2Faaon%2Flogin.htmld&data=05%7C02%7CSharon.Plunk%40AAON.COM%7C906d205155264fc9a9b208de4105ca8a%7C9e7bb4db09794efc9a1b0812fdd2cde4%7C0%7C0%7C639019690275497344%7CUnknown%7CTWFpbGZsb3d8eyJFbXB0eU1hcGkiOnRydWUsIlYiOiIwLjAuMDAwMCIsIlAiOiJXaW4zMiIsIkFOIjoiTWFpbCIsIldUIjoyfQ%3D%3D%7C0%7C%7C%7C&sdata=YVFCXBv2GlhSdxW2y3Z9GHtuFfmo7Wooc3m7kM5wOD8%3D&reserved=0

7. Hold up the camera on the smartphone to the QR code shown on the Set Up Authenticator App
screen.

A security code, supplied by your organization's
approved Authenticator App, is required to sign in to
Workday. Ensure that the app is installed on your
mobile device.

aaon 0 Configure Authenticator
Workday

Simply scan the QR code below OR enter the Secret

369 453 (w-n Key and Account into your authenticator app.

8. AAON Workday is added to the Authenticator app.

9. Click Next on your browser.

10. Enter the Security Code from the Authenticator app (AAON-Workday
key) into the corresponding field on your browser.

11. Click Next.

Account Workday

Confirm Security Code Secret Key

Enter the 6-digit security code from your

authenticator app to continue.

Security Code

( Back )

12. After successfully authenticating, you should receive this message.
Click Done.
Success!
Keep these backup codes somewhere safe but

Note: For more information on the Microsoft Authenticator application, accessible. You can use each backup code once.
please click this link. Backup Codes
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https://aaon.service-now.com/esc?id=kb_article_view&sysparm_article=KB0010419
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