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Logging into 
Your Workday
Account 
Before accessing Workday, you should have received an
email with your credentials (such as a username and
temporary password). Use the credentials to log in under
NEW HIRES / U.S. DAILY HIRES. 

If you are an existing cast member currently ACTIVE in the
company, choose CURRENT EMPLOYEES / NON-
EMPLOYEES and log in with your MyID information. 
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Edit Government IDs

Enter Personal Information

Change Veteran Status

Dependent Information

Change Emergency Contact

Home Contact Information

Review Documents

Costume Policy Agreement

Confidentiality Agreement

Federal Withholding Elections

Manage Payment Election

Hometown Name Tag

Filling OutFilling Out
the Formsthe Forms
The following forms are required to complete
Workday:
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Once you're
logged in...

You will see the candidate inbox on the upper right-hand
corner with a red symbol. Click on the red icon to begin the
paperwork. 

A column of forms will appear under ACTIONS. Begin the
process by going down the forms in order.
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Edit 
Government IDs

For this page, you should see a column with your personal
information already filled out. The only requirement on this
page is to double check the last four digits of your
social is correct. 

If the information is correct, please select Submit to continue
to the next page. 

When you successfully complete a form, the following
message will appear. Please select the X to exit out of the
message window. 
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Enter Personal
Information
The following section will require you to complete your
personal information requested fields below.

NOTE: Only fill out the fields with a red asterisk.

One of the required fields is Citizenship. 

Fill out the information required. 

If the field is already filled in, make sure the information is
correct and up to date. If the information needs to be
corrected, click on the pencil to edit. 

Make sure to choose RECOMMENDED to give you the
drop down list of Citizenship statuses.
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The few examples below showcase the different citizenship
statuses available in the dropdown menu.

Once you have filled out all of the required fields with a red
asterisk, choose SUBMIT. 

Enter Personal
Information
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Change Veteran 
Status Identification

The following page will display information regarding the
Company's policy regarding Veteran status. 

Please read the information carefully, and select your Veteran
Status on the bottom of the page. 

If the information is correct, please select Submit to continue
to the next page. 

A drop down menu will appear. Choose your status and click
Submit.
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Choose the add option to add the information for your first
dependent. 

NOTE: You will be adding ONE dependent at a time.
Once you've completed the information of your first
dependent, you will be prompted to the add page. Click
on ADD again for the next dependent. 

Dependent
Information

In this section, you will submit your dependent information for
Company events and tickets.  
 
A dependent is someone, often a family member, who relies
on you for financial support. 

Once you have added all of your dependents, select the
inbox on the top of the screen to take you back to the
dependent home page.  

Click Submit when you've finished. 
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Click Submit when you've finished. 

Change 
Emergency Contact

For this section, you will be adding the information of
YOUR emergency contact. 

The details added to this form will not be your own, but
rather who you would prefer the Company to reach out to
in case of an emergency. 

Remember, we only work on 
the ones with a red asterisk. 

The rest are optional.

0909



Home Contact
Information

Click Submit when you've finished. 

The following form is the Change my Home Contact
Information page. 

This section will request you to update the information on
your Company personnel record. Your address is used to
send important mailings from the Company.

There will be information filled out, please make sure to
make any changes necessary and verify your email and
phone number are correct. 
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Once you've accepted the 5 checkboxes, click Submit
when you've finished. 

Review Documents

The following page is a checklist of important
documents that correspond to the Company's policies
and other required information. Upon reviewing each
policy, you will be asked to accept the terms and
conditions for each task. 

NOTE: Each of the documents will be available to you
once you are a part of the company. Should you wish to
review this information, it will be available in Workday
after Traditions.  
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The document will be displayed. Make sure to click on the
YELLOW FINISH button on the top to take you directly to
the signature sections. 

E-Sign Documents

Costume Policies
Confidentiality Agreement

The next step will present 2 documents. 

1.
2.

A signature is required for both documents. In order to
sign, please choose the blue eSign button in order to be
redirected to the Docusign link.

Click Submit when you've finished. 

You will do this for BOTH the costume policy AND the
confidentiality agreement.
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Once you have reviewed the information, and confirmed
the requirements, you may click the "I Agree" checkbox. 

Click Submit when you've finished. 

Federal Withholding
Elections
This section of Workday is regarding your tax information
for the W-4 form. 

Please note, the main requirements are identifying the
marital status and accepting the terms and
conditions. 
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If you choose a Paycard, there's no additional information
required. 

If you choose Direct Deposit, you will need your bank
information to fill out the following requirements. See the
next page for more details.

Manage 
Payment Elections

This next section focuses on your payment information
and your preferred payment method. 
There are two methods in total: Paycard and  Direct
Deposit.
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NOTE: If you have your bank's application on your
phone, you may access it to retrieve the information
needed. 

Manage 
Payment Elections

The only sections you need to fill out are the following:

        Routing Transit Number
        Bank Name
        Account Number

Click Submit when you've finished. 

A follow-up recap page will appear on the screen. If all
of the credentials are correct, you may proceed by
choosing Submit again. 
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NOTE: This page will NOT appear unless you have
completed every task prior. If there are no other tasks
available, make sure to REFRESH the page until it
appears.

Hometown for
Name Tags

The final task for Workday is adding the hometown you
would like to display on your nametag. 

Make sure to add the information in the following format.

CITY, STATE ABBREVIATION or CITY, COUNTRY 

Click Submit when you've finished. 
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Need to make a
change?

Now that you've completed
Workday...

Any changes that need to be made will not be available once you
have completed the forms. 

At the end of your Traditions class, you will be provided with your
credentials to MyID, where you will gain access to your personal
company profile, and will be able to make edits such as updating
your W-4, home address and banking information.  


