EMPLOYEE: Mobile Access

Quick Reference Guide

Virtua Works

Access Virtua Works on-the-go using your mobile device!

Two options: Mobile Device Browser or Mobile Device Workday app

Mobile Device Browser (e.g., Safari, Chrome)
1. Go to https://www.myworkday.com/virtua

2. Enter wjhs\username and network password and click Sign In.

(Y @ https:/adfs.virtua.org/ar 1]

Virtua Federation Services

Sign in with your organizational account

wjhs\jdoe

See Entrust Welcome screen

Obtain Entrust PIN or Token, depending on which option you chose when you enrolled.

a. If you chose the Entrust mobile app option, launch Entrust app to generate a Token
b. If you chose the one-time password (OTP) option, obtain your one-time PIN via text

Enter the Token/PIN on Entrust Welcome screen and click Submit

{} & nttps://adfs.virtua.org/a

Virtua Federation Services

Welcome WJHS\WJDOE

For security reasons, we require additional
information 1o verify your account

Entrust IdentityGuard Challenge
Authentication

To establish your identity, please respond to the
following:

Your one-time password has been sent to your
Mobile Phone, =+

Resend OTP

=

For assistance with this page, please contact us at:
support@entrust.com
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Expected outcome: Your personal Virtua Works home page should open:

) & https:/www.myworkday. [1]
W @ Vv

Home

Q Introducing Virtua Works!

Virtua Is pleased to introduce Virtua Works

View More

Favorites Personal
Information

To sign out of Virtua Works, click your name and select Signh Out from menu:

Y & https/www.myworkday. [J
@ Jane Doe (123456)
\ / View Profile

Home

Inbox
Notifications
Favorites
W:Drive
Documentation

My Account

After signing out, you should see:

{t @& https//adfs.virtua.org/a [1]

Virtua Federation Services

Sign out

You have successfully signed out.

I\
Virtua -
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Mobile Device Workday App (i0S or Android) RilelfXeE]
1. Install the Workday App

€ workday 3

"%, Workday
~ Workday, Inc.
® Everyor
3.7+ (10,152 &) * 1 million &

a-mEy

[ worewro |
2. Open the Workday app and click Let’s get started

w

5 NCC

Welcome to Workday

A seamless, single systemn for Finance, HR,

Productivity and Planning.

|

3. Click on the gear icon:

& —

What company do you work for?

Don't know your company 1D?
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4.

Enter the following information:
a. Tenant:virtua

b. Web Address: https://www.myworkday.com

6

Tenant
virtua

Web Address
https://www.myworkday.com

Settings

This is what it should look like.

Your “tenant” is your company's unique identifier

at Workday. If you also access Workday through

a Web browser, it is the word immediately after
https://www.myworkday.com/ in the address bar, up
to but not including the slash

5. Return to previous screen

6.

Enter wjhs\ username and network password and click Sign In.

wjhs\jdoe

signin

& W

Virtua Federation Services

Sign in with your organizational account

7. See Entrust Welcome screen
8. Obtain Entrust PIN or token, depending on which option you chose when you enrolled

a. If you chose the Entrust mobile app option, launch Entrust app to generate a token

b. If you chose the one-time password (OTP) option, Click Use Temporary PIN to obtain a PIN via text

9.

Enter the Token/PIN on Entrust Welcome screen and click Submit

& w

Welcome WJHS\WDOE

following

Mobile Phone. «ssess

Resend OTP

[l

Virtua Federation Services

For security reasons, we require additional
infarmatien to verify your account

Your one-time password has been sent to your

For assistance with this page, please contact us at:
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Expected outcome: Your personal Virtua Works home page should open.

Welcome, Jane

Introducing Virtua Works!
Virtua is pleased to introduce Virtua

VIEW MORE

4

2

Inbox Notifications

- @]
B
B

o Chact

To sign out of Virtua Works, click your name and select Signh Out from menu:

(") Jane Doe (123456)

ﬁ:[ Home

& Inbox
D Notifications
o

W:Drive

S

Edit Home Page
Settings

@ Change Password

O (smou ]

\
‘ -
August 2017 WVirtua s



