Workday Friends & Family

Third Party Account Set-up

Friends & Family

Students at Endicott College can grant access to a Friends &
Family contact within Workday by setting up “Third Party Access.”
The Student will need to grant permissions for their Friends and
Family contact in Workday. Access will vary based on granted
permissions. Permissions include access to View Financial
Statements & Account, Make Payments, View Financial Aid, View
Classes and View Grades.

Please coordinate with your Student to ensure a Friends & Family
contact has been created in Workday and Third Party Permissions
have been granted. If they have only added you as a F&F contact
but did not grant permissions, the emails will not generate. They
can find instructions on how to complete this on the internal
Workday@Endicott website.

The following job aid will outline steps for setting up your Third
Party Account.

Process to Set-up a Third Party Account

1. You will receive your Workday username and password and log-in
URL in two separate emails. The email is autogenerated and will
come from Endicott@myworkday.com.

Example User Name Email:

Endicott Student Third Party Account Setup
endicott@myworkday.com
Papa Gull

An account has been created in the Workday system for you. Your password has been sent in a separate email.

URL: https://www.myworkday. Y. i in.htmld?redirect=n

Username: WWDGenerated_pgull

Workday

This email was intended for wdtestnotify@Endicott.edu

Endicott College - 376 Hale Street Beverly MA 01915

ENDICOTT

COLLEGE

Your username will follow this format:
WDGenerated_firstinitiallastname

Example Password Email:

Endicott Student Third Party Password Setup
endicott@myworkday.com

Papa Gul

Please sign in to Workday with the following temporary password and the usemame you were provided separately. You will be prompted to reset your password.

e htmld?redirect=n

Temporary Password: \c31M5Dz

Workday
This email was intended for wdtestnotify@Endicott.edu
Endicott College + 376 Hale Street Beverly MA 01915

Be sure to check your Spam/Junk folder if you do not receive it.

If you have not logged into your Workday account yet, you will need to
use the username and temporary password emailed.

Log-in to Workday at

https://www.myworkday.com/wday/authgwy/endicott/login.htmld?redir
ect=n

Lo
workday.

You will be prompted to reset your password. Reset your password
and store it for safekeeping.

Add the Endicott College Workday login page to your favorites for
future use.
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Process to Navigate a Third Party Account 11. On the Apps tab, you have the option at the bottom of the menu to
. . Add Apps or Edit. Select Add Apps to add any Applications you do not
7. Log-in to Endicott Workday at have. Examples include:
https.//www.myworkday.com/wday/authgwy/endicott/login.htmid?redir a. Academics for Third Party
ect=n b. Finances for Third Party
Menu X

8. The Workday homepage is unique to each user within Workday. For
Third Party, depending on access you’ve been granted, you will use

the Academics for Third Party and Finances for Third Party under Apps Shortcuts
Your Top Apps.
= MENU Q  search & a8 a Your Saved Order @

[ Academics for Third Party

@; Finances for Third Party
Hello There It's Tuesday, February 11,2025

Awaiting Your Action Your Top Apps

You're all caught up on your tasks. ﬁ Academics for Third Party @ ﬁdd ﬂpps D (f_j Edlt)
Finances for Tird Party 12. Search for the App you wish to add to your menu and select the +
Timely Suggestions — . .
icon to add it to your menu. Then select Back to Menu.
Here's where you'll get updates on your active items. 28 View All Apps. Add Apps
Personalize your menu with useful Apps.
HH H . Q Academic| ®
9. Awaiting Your Action are the top tasks that you need to action on I I
from your Workday My Tasks inbox. You can access the tasks from ) ‘
. . fE Academics for Third Party @

here, select the Go to My Tasks hyperlink or select the Task Inbox in

the top right corner of the browser. NOTE: Only applications that are available to you and not already
on your menu will be search and selectable.

10. On the top left corner of the browser you will see the Workday Menu.
Here you can access applications and shortcuts to commonly used 13. When you’ve completed your edits, select Back to Menu.
reports or tasks.

14. At any time you can select the Endicott College icon in the top left
corner of the browser to return to your homepage.
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15.

16.

17.

In the middle top of the browser, you will see the Workday search
bar. Here you can search for People, Tasks, and Reports.

1 Search

Tip! As you start to type in the Search bar, smart search results will
appear. You only need to add in a few characters to find what you
need. Example:

(Q current

View Current Classes as Third Party
Report

On the top right corner of the browser, you will see 3 icons (left to
right) for your Notifications, My Task Inbox and Profile.

P P 3

Notifications in Workday are alerting you to updates, information or
reports that have been generated and run for you to access.You may

18. The My Task Inbox is where all actions are generated that you need
to do within Workday. As a Third Party user, there will be minimal, if
any, tasks assigned.

=wew  ENDICOIT O search
@ My Tasks - All Items tanems v L7 Crested 07/26/2024
Q  search: Alliten: * Review Documents
[E  Alitems
a8 Review Documents for Student Onboarding: Eloise Bridger
ol Advanced Search 08/28/2024 - Active
() Saved Searches v . 2024 <
’ (“'“‘““' Oukoseiing: Eols Brid s i S auatR T Please review the Acceptable Use Policy and agree to the terms,
B
o
£ Filters ~
Documents
Re o260z ¥y
7 Br - Endcatt Pol
[E  Archive st Document |
®
Signature Statement  Please check the box below confirm
[ Bulkapprove Re | 07/26/2024 1y 1 Agree

a
Bl

a. Most tasks can be actioned directly from your task inbox. You
will be prompted in the far-right window with further details on
the task.

b. You can use advanced search, saved searches or filters to
quickly navigate to important tasks.

c. Additionally, once you’ve submitted or approved a task, you
can access the details of the task in your Archive.

receive upcoming payment notifications in this section. To clear a 19. The Profile icon brings you to options to view your Workday profile.

notification, select the blue empty circle.

Notifications

Viewing: All | SortBy Newest o Change Expected Program Completion Date: Integrated Studies (AS) (

From Last 30 Days
15 day(s) ago

- 6SBU - Gerrish School of

.8.) = 01/23/2022 - Active

= GSBU - Gerrish School of
Business/Undergraduate (B.S.) Plan: Your job
finished

The expected graduation date for this student has been changed:

Details  Change Expected Program Completion Date: Integrated Studies (AS) (05/2024 to 05/2026)

Business/Undergraduate (8.S.) Plan: Your job has finished

4 day(s) ago

ENDICOTT

COLLEGE

Third Party users will not have a robust profile.
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