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Tip sheet:  Signing In, Password Management and Preference Updating 
 

 

At the Sign In screen: 

 
1. Enter your User Name. This is Hexcel employee number assigned 

when you were hired. If you do not know or remember your 

employee number, contact your local Human Resources 

 
2. Enter your Password. Your initial password will be sent to you 

automatically if you have an e-mail address or it will be generated 

for you by Corporate HR and given to you by your local Human 

Resources.  

 

3. You will be asked to change your password the first time you log 

in. Your new password must be alpha numeric and have a 

minimum of 10 characters. It will need at least one upper case 

letter along with lower case letters, as well as a number.  

 

 Passwords will need to be updated every 90 days.   

 

 
 
 
 
 
 
 
4. Next you will be required to select 

“challenge questions” to aid with password 

recovery should you forget what you 

selected. Use the drop down arrows to 

select your question and provide the 

answer in the space provided underneath. 

You will need to do this three times. 

 

 You should select answers only you will 

know and that are easy to remember. 

These questions will need to be answered 

correctly to aid in password recovery. 
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Forgetting, Changing, and Resetting your Password 

 
 
 If you forget your password click the Forgot Password text 

underneath the orange sign in box.  You will be directed to 

another screen where you will need to enter your User name 

again. 

 

 

 

 

 

 

 

 When you forget your Password you will then be asked provide 

the answers to your three Password Security Questions. 

 

 

 

 

 

 

 

 

 

 Note:  If you answer incorrectly and lock yourself out of Workday you will need to contact the IT 

Response Centre to Reset your password. The number can be found on the Sign In screen. 
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Changing your language interface and other preferences 
 
 
Workday gives you many options to customize your experience by 
changing your preferences for things like language, currency, and time 
zone. 
 
 
From your Home page:  
 

Click on your name in the upper right corner of the screen. This will 
open to a variety of options, including the inbox, favorites, and 
account details. 

 
Select My Account, which will 
give you the option to change 
your password, manage your 
password challenge questions, 
and to change your default 
preferences. 

 
 
 
 
 
Selecting Change Preferences opens another screen with a 

variety of items you can customize. By default, the locale and 

language are for the country you work in. The currency also 

defaults from this. Should you choose, you can modify any of 

these entries. 

 

 

 

 

 

Selecting Manage Password Challenge Questions will 

open a screen where you can update the three challenge 

questions you set up the first time you logged in to Workday. 

This can be done at any time.   

 

When you are finished click the OK button, or cancel to 

leave the values defaulted. 

 


