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• Overview and Methods for Changing Your

Workday Password

• Password Basics/Requirements

• Changing Your Password at the Workday Sign

In Screen

• Reset a Forgotten Workday Password

• Change Password within Workday

• Change Password on Mobile

• Reset Password Via Wayne Sanderson

Benefits Center

System Basic Requirements

Purpose:

Approvals:
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Password 

Basics/Requirements
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• Minimum Length = 14 characters

• Must Contain at least 1 of each: number, upper & lower case characters

• Failed Sign-on Attempts Before activation of 30 minute Lockout before you can 
attempt again = 5

• Number of Failed Password Reset Attempts Allowed = 3

Password Rules
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Changing Your 

Password at the 

Workday Sign In 

Screen
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Step 1:

From the Workday login 
screen, click on Change 
Password located below 
login box

Step 2:

Enter your Workday user name, old 
(current) password, your new 
password, and verify your new 
password. 

Click “Submit”. You will then be signed 
into Workday with your new password. 

Change Password from Workday Login Screen
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Reset a Forgotten 

Workday 

Password
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Step 1:

From the Workday login 
screen, click on “Forgot 
Password” located below 
login box

Step 2:

Enter your Workday user name
Click “Continue”. 

Reset Forgotten Workday Password
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Step 3:

Answer the 3 security 
questions you created 
upon initial login to 
Workday (these are case 
sensitive)

Step 4:

Create new password (be sure to follow 
password requirements)
Click “Continue”. 

Reset Forgotten Workday Password
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Changing Your 

Password Within 

Workday
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Step 1:

From your home page, click on 
the person icon, or your photo 
is on has been loaded.
Click on My Account

Step  2 :

Click on Change Password

Changing Workday Password via My Account in Workday
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Step 3:

Enter your current Password, New 
Password and Verify New Password

Step 4:

Click Ok

Changing Workday Password via My Account in Workday

REMINDER:  Minimum Length = 14 characters

Must Contain at least 1 of each: number, upper & lower case 

characters
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Changing Your 

Password on 

Mobile
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Step 1:

Click on the Profile Icon located 
on the bottom right of screen.

Changing Password on Mobile

Step 2:

Click on the Settings button on 
top right of screen.

Note: Screens could 
look slightly different 
depending on iOS vs. 
Android
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Step 3:

Click on the Login.

Changing Password on Mobile

Step 4:

Click on Change Password
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Step 5:

Enter your current Password, New 
Password and Verify New 
Password

Changing Password on Mobile

Step 6:

Click OK
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Reset Forgotten 

Workday Password 

via Benefits Service 

Center
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Step 1:

If you forgot your password and the answers to your questions, please 
call The Wayne-Sanderson Farms Benefits Service Center at 1-855-929-
6355 (1-855-WAYNE-55) Monday – Friday 7am-7pm CT. You will be 
required to provide your date of birth, address and/or SSN to verify your 
identity.

Reset Forgotten Workday Password via Benefits Service Center

Step 2:

After verifying your information, the Representative will give you a 
“Temporary Password”
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Step 3:

Go back to the Workday 
login screen. Login using 
the “Temporary Password” 
given.

Step 4:

You will be required to change you 
temporary password. Enter your 
Workday user name, old (Temporary) 
password, your new password, and 
verify your new password. 

Click “Submit”. You will then be signed 
into Workday with your new password. 

Change Password from Workday Login Screen
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Complete


