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To further standardize the tools used to log in to various County systems, on April 13th, 
2023, an update will be made to how users log in to Workday. For the majority of County 

employees, the process will still consist of logging in with County Credentials and then 
exercising a Multi-Factor Authentication (MFA) step. The aforementioned changes are 

concerning the login process and the MFA options now available. 
 
The only MFA options available going forward for employees with County credentials will 

be the OKTA Verify app or a County-supplied Key-Fob token device. 
 

Important: Email and SMS will no longer be available as MFA options. 
 
Another important change is that the "Single Sign-On" option used by most County 

employees on the initial screen of the Workday login process is being replaced with "Okta 
Login". 

 
 
 

 
 

 
 
 

 
For those employees/retirees that were using the "Workday Account" option as opposed 

to the "Single Sign-On" option, they will continue to use the “Workday Account” option.  
Note: The Key-Fob token device is not available to those employees/retirees that 
use the "Workday Account" login option. 

Important: For those using the "Workday Account" login option they must now use 
an Authentication Application for Multi-Factor Authentication into Workday. The 

Google Authenticator application has been and remains the recommended app for 
this group of people. 

 
1. Once an employee clicks on the Okta Login option they will be presented with the OKTA login 

screen. 

2. Here they will enter their County Email Address and then click the Next button. 
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3. On the next screen, they will enter their County Password and then click the Verify button. 
 
 
 
 
 

 
 
 
 

 
 

 
 
 
 
 
 
 

Note: The password is the same password an employee uses to log into a County computer. 
Note: If the employee has been issued by the County a Key-Fob token device, they should skip 
down to the Key-Fob Users section at this time. 

 
For Okta Verify users: 

4. If this is the first time going through this process the employee will next be presented with a screen 
asking to define the Security Method they wish to use for the MFA portion of the login process. 

 
 
 

 
 
 
 
 
 
 

 
 

 
 
 
 

 
 
Note: The two options are "Enter a code" or "Get a push notification". 
Note: The "Enter a code" option will require that the employee read a six-digit code from the 
Okta Verify app on their mobile device and type it on the device they are logging into 
Workday with. 
Note: The "Get a push notification" option will send a notification to the employee's mobile 

device asking the employee to confirm that they are attempting to log into Workday at this 
time. The employee presses the "Yes" button on their mobile device to confirm. 
Important: The “Enter a Code” option does not require an Internet connection, whereas the 
“Get a push notification” requires a strong Internet connection. 

Note: Once the MFA Security Method is processed, the user will be taken to the Workday 
Home page. 
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5. If the employee has already gone through the Security Method setup process the next screen 
they will encounter will depend on the method they selected. 

 
 
 
 

 
 
 
 

 
 
 

 
 
 
 
 
 
 

  (Figure-1)    (Figure-2) 
 
Note: If the employee selected "Enter a code" (See Figure-1) they will be presented with a 
screen that will allow them to enter the six-digit code that the Okta Verify app displays. 
Note: If the employee selected "Get a push notification" (See Figure-2), a notification will be 

sent to their mobile device asking the employee to confirm that they are attempting to log into 

Workday at this time. The employee presses the "Yes" button on their mobile device to confirm. 
Note: Once the selected MFA Security method is processed, the user will be taken to the 
Workday Home page. 

 
 

For Key-Fob Users: 
4. After entering their County credentials the employee will be presented with a screen titled "Verify 

with C200 Token". 
 

 
 

 
 

 
 
 
 
 

 
 

5. At this time the employee will press the red button on their County issued Key-Fob device. 
Note: This will cause the screen on the Key-Fob to display a unique code. 

6. The employee will read the six-digit code displayed on the token and enter it in the Enter Code 
field provided on the Okta popup screen. 

7. As a final step, the employee will click the Verify button. 
Note: Once the code has been confirmed, the user will be taken to the Workday Home page. 

  

This concludes the instructions on the updated login process for Workday using either the 
Okta Verify app or the County-supplied Key-Fob token device. 


