Quick Reference Guide

Log in to Workday

This guide describes the process of logging into Workday as a new employee so you can complete

the tasks necessary to complete your onboarding at Renewi.

Stap 1.

e Assoon asonboarding tasks are ready for you, you will receive two emails from the email
address renewi@myworkday.com to the email address provided by your manager during

the application process.
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New Workday Account

o renewi@rmyworkday.com
Aan

:L‘ s gr problemen Zin met de weergave vam dit bericht, ikt u hier om het in een webbrowser te bekijken
5‘? Bericht vertalen naar het: Nederlands Nooit vertalen vanuit het: Engels  Vertaalvoorkeuren

| External email — be cautious opening links/attachments.
Mew Hirellk
[An account has been created in the Workday system for you, Your password has been sent in a separate email.

LIRL: https://wd3-irnpl.workday. com/renewi preview

Lisername: new.hireuk

This email box is not monitored. Please do not reply to this messaga.

workday.

In both emails you will find a URL to Workday. Click on the URL in one of the emails. Use the
username (in this case new.hireuk) from one email and the password from the other email.

Step 2.

A notification will appear asking you to change your password.



Change Password

Username
Old Password
New Password

Verify New Password

Back to Sign In

e Change your password and make sure you remember your password well and keep it safe.
From now on you can log in with this password. The next screen will pop up.

Remember Device?

Remembering this device allows you to
(2}
sign in more easily and better protect
your account

Remember this device




Select Remember this device and select Submit. Do not select Skip. The next screen will

pop up.

Set Up Email Authentication

Add an email to keep your account secure. Workday
will send passcodes when you log in going forward.

You can skip this step 1 more time, but then you'll
need to provide an email address.

Set Up Now
( Maybe Later )

Select Set up now. The next screen will pop up.

7\
workday.

Enter Verification Code

&

We sent a verification code to
ari****yos@renewi.com. Enter this code to verify
this email address.

Verification Code

Skip For Now



¢ You will then receive the email below.

Workday Login Passcode; 418677
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Dear Mew HireUk,

Enter the passcode below to log inte Workday from your browser:

This passcode is valid far 3 minutes.

e Enter the verification code you received into the appropriate field in Workday and select
Continue.

e Youare now logged in.

The next time you want to log in, the username will remain the same (new.hireuk). The password is
the changed password that you chose yourself. If you want to log in a second or third time, you will
receive a new verification code by email with which you can log in again.

Please note:

You can receive the email below when you log in for the first time with a new device. This is for
your information.



Security Alert: Signon from New Device
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External email — he cawtious opening links/attachments.

Dear New HireUK,

Your Workday Account was just signed in to from a new Windows device. You're getting this email to make sure it was you.

Time: 12/12/2023, 13:05
Device: Edge on Windows

Tenant: renewi_preview

automatisth gedawnlaad.

Once you have actually started working, you can log in with your Renewi email address instead of
your personal email address. As soon as your account has been created, you will receive an email
about this.

Please note: this email may also end up in your unwanted email box.




