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Introduction to Workday

Mobile App * Desktop/Laptop

On your desktop, 
go to 

MFB_Shortcuts 
and select the 

Workday 
quicklink.

https://wd12.myworkday.com/maryfreebed

* Quick Tip: 

Initial login - Click SSO. When 
prompted, enter your MFB email 
and password. Next time SSO will 
take you straight in.

Company Code: Mary Free Bed

Click Single Sign-On * 

https://wd12.myworkday.com/maryfreebed/d/home.htmld


Workday Homepage Overview

Key Navigation Features: Worklets
• Worklets: Boxes on the home screen (your 

preference) that provide information or 
links to shortcuts.

• Awaiting your action: approvals, follow-
ups, and to-do’s. Ex. Time off Requests

• Announcements: HR Announcements and 
link to Policy Tech.

• Your Top Apps: Quicklinks to your most 
frequently used actions or areas.



Workday Homepage Overview

Key Navigation Features: Taskbar
1. Home – Mary Free Bed Logo

2. Notifications: Updates and FYI (KNOW)

3. Inbox: Action items management: details, 
history, delegations. (DO)

4. Profile Icon: Access personal profile, 
preferences, favorites, and logout. 

o Language Preference – How to

5. Menu: Apps to help you navigate quickly 
to functional areas: Time & Absence, Team 
Management, Reporting, Jobs, etc.

6. Search Bar: ? Type in any keyword to 
find reports, employees, or processes 
quickly.
• Add Tasks and Reports to Saved Categories
• “Job” Related Action (twinkie), save as favorite.
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Employee Profile and Actions

• Employee Profile (Open to ALL)
• Highlights (Photo, Job, Actions, Email, Team+

• Employee Summary

• Job Summary

• Actions 
• Frequently Used Actions/Views

• Enter My Time, My Schedule

• My Documents

• All Actions
• Benefits

• Job Change

• Payroll

• Personal Data

• Time & Absence

• Worker History



Menu - APPS

• Jobs

• Time

• Absence

• Pay

• Custom Reports

• On-boarding

Workday - Mary Free Bed Rehabilitation Hospital

https://www.maryfreebed.com/workday/


Time – Time Clock

Quick Tip:
When Scanning in at the clock, 
Choose TRANSFER IN/OUT rather 
than Clock in to choose a Time Type, 
Different Department or Position.



Enter Time – This Week



Absence



Pay 
Employee = Pay APP



Questions?

Where can I get help?

• Workday - Mary Free Bed Rehabilitation Hospital

• HRWorkday@maryfreebed.com

• Who to Contact in HR

• Drop into HR – POB3

• Workday Training Calendar email/HR Newsletter

https://www.maryfreebed.com/workday/
mailto:HRWorkday@maryfreebed.com
https://maryfreebed.sharepoint.com/:x:/r/sites/CS-HR/_layouts/15/Doc.aspx?sourcedoc=%7bA4B37E83-D086-4C15-99DD-3185EAC8554E%7d&file=HR%20Topics%20A-Z.xlsx&action=default&mobileredirect=true
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