
WORKDAY QUICK REFERENCE GUIDE 
Workday Login Instructions 

1) Browse to this URL: https://www.myworkday.com/macombgov/login.htmld
2) Select the populated login name.  If the populated login id is not your own, click Use another account

and enter USERNAME@macombgov.org
3) Enter the same password used to login to your PC.
4) Check the box for “Don’t show this again” and click Yes.
5) The computer will automatically login to Workday based on the account being used to login to the PC

for Macomb County users.  Users not using a Macomb County PC will have to enter their credentials.
The email address displayed with the **** should resemble the email address of the user logging in.
For Macomb County employees, this will be their user@macombgov.org email.  Non-Macomb County
users will have either their personal or other work email.  Click on Send to Email.

6) The next screen will ask for a verification code.  Notice the Continue button is dimmed until the
correct number of digits for the verification code has been entered.  Check your email.

7) Copy the verification code, which is called the passcode in the email from Workday.
8) Paste the code into the verification code field and click continue.
9) Each time a user logs into Workday from a computer, that user will receive an email.  By checking

this box, the system will remember the computer and the user will no longer receive an email that a
user logged in.  This is a security feature.  If an email is ever received that you have logged into
Workday from a computer and you have not, contact the Helpdesk immediately.  586-469-5697

For Macomb County Workday 100 and 200 Trainings, please see the training videos and the 
training presentation Powerpoints and PDFs on the Macomb County Intranet – 
insidemacomb on the Workday Intranet Resource Page, under Training Presentations and 
Videos at: https://it.macombgov.org/it-workday-TrainingPresentationsAndVideos 

Macomb County Workday 100 Training 

Introduction to Workday (p7) 
 How to Login to Workday (p9)
 What will Workday Look Like? (p16)

Updating Your Information  
 Access Your Worker Profile (p27)
 Modify Personal Information (p33)
 Change Notifications (p39)

Workday Resources Available (p51) 
 Find Job Aids (p57)
 Who to Talk to? (p60)

Macomb County Workday 200 Training 

Time Tracking & Absence (p7) 
 Submit Time Off and Leave of Absence

Requests (p9)
 View Time Off and Leave of Absence (p15)
 Correct Time Off Requests (p19)
 View Details of Submitted Time (p27)
 Modify Previously Reported Time as Self

(p31)

Benefits (p45) 
 Open Enrollment (p47)
 View and Edit Benefit Elections (p54)
 Report a Coverage Change Event (p57)
 Review COBRA Eligibility Event (p62)
 Change Beneficiary (p64)
 Change Dependent (p69)

Withholdings (p83) 
 Federal Withholdings Elections (p85)
 State and Local Withholding Elections (p91)

Learning Enrollment (p105) 
 Enroll in a Course (p107)
 Drop Learning Enrollment (p114)


