
Mobile App Overview Employee
This quick reference guide (QRG) provides instructions on how 
to navigate the Workday mobile app. Note that while most 
tasks and reports can be accessed on the mobile app, not all 
features available on the desktop version will be available on 
the mobile app.

HOME PAGE NAVIGATION
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From the Workday home 
page, you can easily get to 
important announcements 
and apps. Your frequently 
used apps will update 
automatically, based on use. 
Tapping the icon will 
automatically open you to 
the announcement or app 
you selected.

APPS
Tapping Apps will 
display the entire list 
available to you on the 
mobile app.

MY TASKS
Tapping My Tasks will 
display any tasks that 
are awaiting your 
action in Workday. 
Note, not all tasks will 
be accessible from the 
mobile app, but they 
all will be displayed 
here.



Mobile App Overview Employee

Last Updated: April 2025  |  2

SEARCHING IN THE MOBILE APP
Tapping Find will allow you to search for tasks, students, 
or other various things in Workday. Tap the Search box 
and type the name of the report or student. Select the 
appropriate response from the recommended options or 
click search for more options.

PROFILE
Tapping Profile will take you to your Workday profile. From 
this screen you can edit your contact information and view 
additional information.
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