
Made with Scribe - https://scribehow.com 1

Workday - Navigation Basics

1 Workday Home page. Clicking the company logo will always take you back to this
page.



Made with Scribe - https://scribehow.com 2

2 Click the inbox icon in the top right corner to access your Workday Inbox Tasks.
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3   • Workday Inbox Tasks are items that you need to take action on.

  • Pink box: Saved Searches: You can set up saved searches to assist you with searches you
perform frequently.

  • Blue box: Filters allows a user to

  • Green box: Archive folder will show all of the Inbox Tasks you have previously taken action
on.
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4 Search Bar allows you to look for People, Tasks & Reports. Begin typing
something and potential search result matches will appear
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5 Clicking the Menu button will allow the worker to see the Apps available to the
worker.

  • My Employee Dashboard: displays information related to "My Career" & "My HR Data"

  • Benefits & Pay: shows information regarding a worker's Benefits, Pay and Compensation.
Note: paystubs will not display until Workday Payroll goes live October 2025

  • Jobs Hub: allows a worker to browse available job opportunities within the Company

  • Absence: future enhancement to request time off

  • Personal Information: provides the opportunity to change or view a worker's information
(updating personal information, emergency contacts, etc)
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6 A useful Workday App is Benefits and Pay. A worker can click in to Tasks and
Reports to dig deeper in to a specific area. Note: paystubs will not display until
Workday Payroll goes live October 2025


