Lsu Workday Student

Isu.edu/workdaystudent

Workday Student

Reference Guide

LSU is working to modernize the software that supports our daily transactions. This
reference guide provides step-by-step instructions on how to view your bill, make a
payment, enroll in a payment plan, and more!
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View BIll

View account details and the outstanding student balance/bill.

1. On the Workday home page, navigate
to Your Top Apps and click the Your Top Apps
Financials Hub icon.

Financials Hub

<
&0

2. In the navigation menu under

Financials, click View Account
Activity f=== Academics Hub

28 View All Apps

= MENU w Q Ssearch 0 é a
Financials le Financials Overview

<)  Overview Due Now Recent Payments
The sum of past and current charges due Alist of your most recently received student
S View Account Activity before or within 30 days payments
21 View Financial Aid 0 00 LSUAM | Housing First - Online [ J—
. Payment

B StatemensandDoc.. This amount includes anticipated payments 10/25/2025
I SIIAM | Student Online Pavment - J—
Make a Payment View Account Activity

View Account Activity

Hel pful H i nt: Account Summary

- - - Student

Click View Statement if you need to .

Institution LSUAM - LSU Baton Rouge

view or download term-specific
charges (e.g., Fall 2024 bill).

Date last updated: 12/19/2024
If information needs to be updated, please email workdaystudent@Isu.edu.
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View Bill (continued)

3. The table contains charges to your account. The table includes:

« Academic Period: The term the charge is billed for.

Transaction Date: Date the charge was posted to your account.

Due Date: Date the charge is due to be paid.

Description: The description of the charge.

Amount: The amount of the charge.

~—— Student View Account Activity
23 Finandsals Hub...
Account Summary
<) Overview Sdine
E3  View Account Activity
23 View Financial Aid
Due Now 4279.00
[  Statements and Doc
m (" Viewsutement )
&  Suggested Links A
Transaction Summary
2]
£ ol
Academic Period Transaction Date Due Date Description ~ Amoumt
g Semester 2024 (01
Spring Semester 2024 (01
Spring Semester 2024 (01,
pring Semester 2024 (01
0 Semester 2024 (01
Spring Semester 2024 (01

Helpful Hint:

Add filters to the list of charges by clicking on the column headers in the
transaction history table displayed above.

Date last updated: 12/19/2024
If information needs to be updated, please email workdaystudent@Isu.edu. 3
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Pay Bill

Make a payment towards the outstanding student bill. Payments are processed
immediately.

1. On the Workday home page, navigate
to Your Top Apps and click the Your Top Apps

Financials Hub icon.
[ Illili_ Financials Hub
L0

55’ Academics Hub

2. In the center of Financials Overview,
click Make a Payment.

88 View All Apps

= MENU w Q search Q é a
Financials le ﬂinancials Overview
| &) Overview Due Now Recent Payments
The sum of past and current charges due A list of your most recently received student
before or within 30 days payments

E3  View Account Activity

21 View Financial Aid SO 00 i:‘:’:lln\.Huusmg First - Online - —

[ Statements and Doc. o This amount includes anticipated payments

+ Online Davment R

\ Make a Payment / View Account Activity

3. Click OK in the Make a Payment pop-

up window to be redirected to Make a Payment
Transact.
Total Account Balance  11,925.00
» Note: ensure your account is up-to- el 152500
date prior to Clicking OK to Open By continuing, you'll be redirected outside of the Workday application.

Transact.

Date last updated: 12/19/2024
If information needs to be updated, please email workdaystudent@Isu.edu. 4
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Pay Bill (continued)

4. On the Transact overview screen, review any outstanding balances you have.
Balances are grouped by term.

5. C(lick Make a Payment from the navigation menu.
Lsu Overview i

$5,310.00

$100.00

$5.410.00

6. Select the checkbox on the line(s) you wish to make a payment for.

7. The payment amount will default to the entire amount. Change the payment
amount if desired.

8. C(lick Checkout.

Summer 2024 Semester

Back to payment plan option

Make ment How much would you like to pay?

$100.00

:

Date last updated: 12/19/2024
If information needs to be updated, please email workdaystudent@Isu.edu.
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Pay Bill (continued)

9. Select a payment method from the list of available options.

« Note: all online payments will incur a service fee.
10. Enter payment details for the selected payment method.

11. Click Continue.
LSU Make a Payment

How would you like to pay?

5 a1
$100

* Payment method

12. Select the checkbox to acknowledge the Terms and Conditions.

13. Click Continue.

14. The payment is processed and a receipt and transaction number are provided
for confirmation purposes.

Date last updated: 12/19/2024
If information needs to be updated, please email workdaystudent@Isu.edu.

FIN_008_STU



mailto:workdaystudent@lsu.edu

Lsu ‘ Workday Student

Isu.edu/workdaystudent

Setup Payment Plan

Setup a payment plan for an outstanding balance. Only certain terms may be
available for a payment plan. Past due balances must be paid off to setup a
payment plan.

1. On the Workday home page, navigate
to Your Top Apps and click the YourTop Apps
Financials Hub icon. [ P
Financials Hub
&0
2. In the center of Financials Overview, fS88  Academics Hub
click Make a Payment to be
redirected to the payment portal. 58 view All Apps
= MENU w Q search Q é S
Financials le ﬂinancials Overview
| <) Overview Due Now Recent Payments

The sum of past and current charges due Alist of your most recently received student
P nts

B9 View Account Activity before or within 30 days paymet

[ View Financial Aid $0 00 LSUAM | Housing Fist - Online S

P Statements and Doc o This amount includes anticipated payments

# finline Pavment e

k Make a Payment / View Account Activity

Make a Payment

3. Click OK in the Make a Payment pop-
up WlndOW to be redlrected to Total Account Balance  11,925.00
Transact. Due Now 11,925.00

By continuing, you'll be redirected outside of the Workday application.

o

Date last updated: 12/19/2024
If information needs to be updated, please email workdaystudent@Isu.edu. 7
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Setup Payment Plan (continued)

4. On the Transact overview screen, review any outstanding balances you have.
Balances are grouped by term.

5. Click Payment Plans from the navigation menu.
Lsu Overview fand

View statel

zzzzzzz

eeeeeeeeeeeeeeeeee

6. Click Enroll in Plan.

« If this is your first time using a payment plan, click Accept on the
eSignature disclosure pop-up.

Overview

@ Payment Plans

Fall 2024

Payment Schedule

$1,062
1 ayment

Payment due at time of enroliment

5 SR
Payment due 11/1/24

5 sea
Payment due 12/1/24

81,062

Payment due 1/1,

4

51,062

5 aymentdue arizs

Date last updated: 12/19/2024
If information needs to be updated, please email workdaystudent@Isu.edu.
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Setup Payment Plan (continued)

7. Review the agreement, containing payment plan due dates, amounts and
charges.

* Note: The payment plan DOES NOT charge interest. The Annual
Percentage rate is NOT applied to your balance.

$5,310

unt in Fall 2024: Fall 2024 Payment Plan

Review the finance information, payment schedule, and terms and conditions below.

Amount Financed Total of Payments

he cost f your credit 25 a year)

7.76% $60 $5,310 $5,370

Payment Schedule

8. Enter your initials in the prompt and click Continue.
9. Review the enroliment fee and first payment amount.

10. Click Continue.

4 Fall 2024 Payment Plan

Enrallment fee s60

Fall 2024: Fall 2024 Payment Plan

Date last updated: 12/19/2024
If information needs to be updated, please email workdaystudent@Isu.edu.
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Setup Payment Plan (continued)

11. Select a payment method and enter payment details.

12. To use this payment for automatic payments of future balances due, check the
setup auto-pay checkbox (Optional).

« Note: If you do not setup auto-pay, you will need to return to Transact to
make future payments by the due date.

11

Payment Plan Enrollment

mmmmmmmmmmmmm

13. Click the checkbox to acknowledge the terms and conditions for auto-pay, if
selected (Optional).

14. Click the checkbox to acknowledge any service fee.

15. Click Continue.

Helpful Hint:

You must pay off any previous term balances before enrolling in a current or
future term’s payment plan.

Date last updated: 12/19/2024
If information needs to be updated, please email workdaystudent@Isu.edu. 10
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Setup Payment Plan (continued)

16. Review the Amount due now and Payment Schedule.
17. Click the checkbox to acknowledge the terms and conditions.
18. Click Continue to submit the first payment.

19. A confirmation of enroliment and receipt of the first payment is displayed on
the screen.

Amount due now

Fall 2024: Fall 2024 Payment Plan

Enrollment fee $60.00
First payment $1.062.00
Service fee $33.27
Total $1,155.27

Payment Schedule

1 Payment due at time of enrollment

$1.062 + $30.27 service fee = $1,092.27

2
Payment scheduled 11/1/24 | Payment due 11/1/24

$1.062 + $30.27 service fee = $1,092.27

3

Payment scheduled 12/1/24 | Payment due 12/1/24
4 $1.062 + $30.27 service fee = $1,092.27

Payment scheduled 1/1/25 | Payment due 1/1/25
5 $1.062 + $30.27 service fee = $1,092.27

Payment scheduled 2/1/25 | Payment due 2/1/25

user agreement and | understand that my transaction includes a non-refundable service fei

[ B 1 acknowledge that | have read and accept the terms and conditions of the Transact Cam

each payment for the use of Transact Campus SmartPay. View terms and conditions

EEE

Helpful Hint:

The screenshot above illustrates scheduled payments and fees based on credit
card auto-pay. Your screen may be different based on the plan’s payment method.

Date last updated: 12/19/2024
If information needs to be updated, please email workdaystudent@Isu.edu. 11
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ADD DIRECT DEPOSIT ACCOUNT INFORMATION
Setting up a Payment Election involves first setting up bank accounts for direct deposit
From the Search Bar:

Type “Payment Elections”.

a. Click the suggested “Payment Elections” report or hit Enter

= MENU Lsu Q Payment Electiong ®1

4 i
“ Payment Elections
———

Report

E View Student Payment Elections (Do Not Use)
= Report

View More

Here's What's Happening It's Wednesday, April 2, 2025

b. If you hit Enter above, select “Payment Elections” report in the list of “Tasks and Reports”

simplified Search is Enabled |
Top Results [ Tasks and Reports (2) I l All Categories

Tasks and Reports

Payment Elections

Report

View Student Payment Elections (Do Not Use)
Report

Can't find what you are looking for?

LOUISIANA STATE UNIVERSITY WORKDAY TRAINING STUDENT DIRECT ACCESS | 1
UPDATED 04/25
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Lsu Workduy MANAGE PAYMENT ELECTIONS (DIRECT DEPOSIT)

In the Accounts section, click the Add button to add an account.

Payment Elections Mike The Tiger (00222135) 9

Select how to receive payment for each type of pay. For direct deposit, be sure to add bank accounts before payment elections.

Person Mike The Tiger
Default Country United States of America
Default Currency USD

Payment Election No payment elections specified.

I/ Add \I
b y
Person Detikeer Thee Tigss

Default Courtry  Uniled Stales of Amenica

Delault Cumrency  USD

Stafus Succesefully Completed
Last Updated 06/76/2027 01:44 P
n w (D

hccounts 1 i \.a:} = E Bl
Aceommt Mickname Bank Mame
WHITHEY BANK 772 United Statesiof America WHITREY BAHE Checking Seimid T3 Edit

Vigw

Add
LOUISIANA STATE UNIVERSITY WORKDAY TRAINING STUDENT DIRECT ACCESS | 2

UPDATED 04/25



Student
Lsu Workduy MANAGE PAYMENT ELECTIONS (DIRECT DEPOSIT)

Complete the Account Information.
Account Information
a. Add a Nickname to help identify the account

(optional). Accourn Nicknaine (optional)
b. Enter the Routing Transit Number, Bank Name, and Rt A
Account Number. — .
c. Select the Account Type (Checking or Savings). i A
d. Optionally, you can enter a Bank Identification Code. Ateount Type * © Checking

Savings

Click OK to save. Once the account has been added, the
account can be used to make payment elections. Pl Yk 8

Keep in mind that students may only enter one bank account for each Payment Election type.

CHANGE DIRECT DEPOSIT ACCOUNT INFORMATION

From the Search Bar:
Type “Payment Elections”.

a. Click the suggested “Payment Elections” report or hit Enter

= MENU LSL) I [ Q Payment Elections I ®\\

E] Payment Elections - y

Report i -

B View Student Payment Elections (Do Not Use)
2 en

View More

Here's What's Happening Its Wednesday, April 2, 2025

b. If you hit Enter above, select “Payment Elections” report in the list of “Tasks and Reports”

Simplified Search is Enabled [ o]
Top Resuhs [ Tasks and Reports (2) ” All Categories I

Tasks and Reports

Payment Elections
Report

View Student Payment Elections (Do Not Use)
Report

Can't find what you are looking for?

LOUISIANA STATE UNIVERSITY WORKDAY TRAINING STUDENT DIRECT ACCESS | 3
UPDATED 04/25
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Lsu Workduy MANAGE PAYMENT ELECTIONS (DIRECT DEPOSIT)

In the Accounts section, click the appropriate Edit button to update the account information.

Person tiker Thee Tiger

Pelault Counlry  United Stotes of Ameiica
Delault Cumency  USD

Status Successfully Completed

Last Updated 0671672027 0144 PM

hccounts 1 jem '3 = E o
Account Mickname Country Bank Mame Aceout Type Account Number
WHITHEY BAMK #7733 United Statesol America WHITREV BAHE Checking SeinisTT3 Edit

Remowe

igw

Change the appropriate Account Information.
Click OK to save. When changing account information, all payment elections that use the account are updated

automatically. Note: When a new student enters a bank account for the first time, Workday selects that
account for Student Refund Payment and Expense Payment by default.

Account Information

Account Nickname (optional) Checking

Routing Transit Number *| 123456789

Bank Name * | WHITNEY BANK

Bank Identification Code

Account Type * () Checking
o Savings
Account Number *| 001122334

-«» -

LOUISIANA STATE UNIVERSITY WORKDAY TRAINING STUDENT DIRECT ACCESS | 4
UPDATED 04/25
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Lsu Workduy MANAGE PAYMENT ELECTIONS (DIRECT DEPOSIT)

ADD or EDIT PAYMENT ELECTION

From the Search Bar:
Type “Payment Elections”.

a. Click the suggested “Payment Elections” report or hit Enter

= MENU Lsu \lQ Payment Electiong I @)\

= View Student Payment Elections {Do Not Use)
=l Report

View More

Here's What's Happening Its Wednesday, April 2, 2025

b. If you hit Enter above, select “Payment Elections” report in the list of “Tasks and Reports”

Simplified Search is Enabled a

[ Tasks and Reports (2) ] [ All categories ]

Tasks and Reports

Payment Elections

Report

View Student Payment Elections (Do Not Use)
Report

Can't find what you are looking for?

In the Payment Elections section, click the EDIT icon next to Student Refund Payment to change the
election/account or next to Expense Payment to change the election/account.

a. Expense Payment - Any expense reimbursement payments you receive are deposited into the bank account
designated for Expense Payments. You may add one (1) bank account to deposit your Expense Payments.

b. Student Refund - Any Student Refund payments you receive are deposited into the bank account designated for
Student Refunds. In addition to the 1 Expense Payment account, you may add one (1) entirely different bank account
to deposit your Student Refund.

Payment Elections 2 items
Payment Elections

Pay Type Payment Type Account Account Number Distribution Action

Expense Payment Direct Deposit Test Bank#enaass | e 3456 Balance
Studert Refund Payment Direct Deposit Test Bank ++wes 4565 =] Balance
Yea
LOUISIANA STATE UNIVERSITY WORKDAY TRAINING STUDENT DIRECT ACCESS | 5

UPDATED 04/25
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Lsu Workduy MANAGE PAYMENT ELECTIONS (DIRECT DEPOSIT)

Your exiting elections will prepopulate. Enter the following required fields:

In the Country box, click the prompt and select the United States of America (LSU deposits funds only into
banks residing in the United States, and, therefore, United States of America is the only option available).

The Currency will auto default to USD.
Under Payment Type, click the prompt and select Direct Deposit.

In the Account field, click the prompt and select the appropriate Bank Account.

Pay Type Student Refund Payment
Person Mike The Tiger

Defauit Country United States of America
Default Currency usp

Number of Elections Allowed 1

Payment Elections 1 item

Order *“Courtry *Currency *Paymen: Type Account *Balance / Amoum | Percemt

United States of America uso Direct Beposit Test Bank *r+t4565 O Balance

Click OK to save your changes.

You should now see the new distribution added to your Payment Elections.

Payment Elections 2 items
Payment Elections

Pay Type Payment Type Account Account Humber Distribution Action

Expense Payment Direct Deposit Test Bank wew: us6 0| e 3456 Balance

=
Balance (
L

Student Refund Payment Direct Deposit Test Bank == 4565 Edit )
—— /

LOUISIANA STATE UNIVERSITY WORKDAY TRAINING STUDENT DIRECT ACCESS | 6
UPDATED 04/25
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Adding & Editing Friends and

Family Contacts

Students can add and edit third party contact information in Workday.

1. On the Workday home page, click the A
Profile icon.

-

-
2. Click View Profile. vl 8
3. C(lick Contact. I
4. Once in the Contact section, click
Friends and Family. A Home
5. To add contacts, click Add on the top of & My Account >
the Friends and Family section. 2 Stemap
s Favorites
¢ My Reports
> Help 2
= mEnu LSL) Q search Sign out

( Actions )

Email
Name Relationship Types Relationship

Summary

Personal 3

Contact

Academics

E d B

Student Financials

®

Action ltems and Holds

Portfolio

O

Date last updated: 12/18/2024

If information needs to be updated, please email workdaystudent@|su.edu. 2
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Adding & Editing Friends and
Family Contact (cont.)

6. Select the Relationship Types and make the appropriate selections from
the drop down.

7. Select the Relationship and specify the relation from drop down.

8. Mark Is Third Party User checkbox to assign contact as a Third Party
User. Third Party Users may be granted the permission to view or complete
tasks on a student's behalf.

Add My Friends and Family

For 6

[Relationsh ip Types *

[ Relationship ‘

[Is Third Party User ]
Preferred Languages

Comments ‘

9. Complete Contact Name details.

Name Contact Information

Country * | x United States of America

Date last updated: 12/18/2024

If information needs to be updated, please email workdaystudent@|su.edu.
REC_022_STU
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Adding & Editing Friends and
Family Contact (cont.)

10. Click Contact Information.

11. Click Add for each type of contact modality.

12. Under Phone, enter Phone Number, Phone Device, and Type.

MName Contact Information

Phone

Country Phone Code #* | x United States of Americ

a(+1)

*

Phone Number

Phone Extension

Phone Device * ‘ select one

Type * ‘

Date last updated: 12/18/2024

If information needs to be updated, please email workdaystudent@|su.edu.
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Adding & Editing Friends and
Family Contact (cont.)

13. Under Address, enter the Effective Address
Date, Address, and Type. ——
Effective Date * | 11/14/2023 [
14' Under Ema“l enter Emall Address Country *. * United States of America EE‘
and Type (required for third party
permISSIOnS). Address Line 1 * .

Address Line 2 ‘
Email -
o

City

Email Address #

*

State

Postal Code  *

Type *

County ‘

Usage

15. Click OK to complete the form.

Type * ‘ = ‘

15

16. Click Done to exit task.

16

Helpful Hint:

To Delegate Third Party Permissions to a contact, you must enter an email
address. It is important to enter a phone humber & address as well, especially if
the person is your emergency contact.

Date last updated: 12/18/2024

If information needs to be updated, please email workdaystudent@|su.edu. 5
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Managing Third Party Permissions

Students can manage third party access permissions in Workday.

1.

On the Workday home page, dick the
Profile icon.

Click View Profile.
Click Contact.

Once in the Contact section, click
Friends and Family.

View Contacts in the Friends and
Family tab.

T -

e

. a

%4
ik |

View Profile

Home

My Account >
Sitemap

Favorites

My Reports

0 O =% @ D B

Help 2

= MENU

E d B

O m

LSU

Contact

Friends and Family

( Actions )

ol Sign Out

B4 1item

Email
Name Relationship Types

Summary

Personal 3

Relationship

Contact

Academics

Student Financials

Action ltems and Holds

Portfolio

Date last updated: 12/18/2024

If information needs to be updated, please email workdaystudent@|su.edu.
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Managing Third Party Permissions
(cont.)

6. Click Actions for relevant contact.

7. Select Manage Permissions for My Third Party.

IIIII

8. Click Third Party Name and Institution to make the appropriate
selections from the drop down, then click OK.

Manage Permissions for My Third Party
4 . _
Third Party * : ‘

Institution * ‘

\ ' _J

9. Review Permission Types and Descriptions:

* Make a Payment, View Financial Aid Package, View Account Activity,
View Student Statement, View Current Classes, View Student Grades,
and Generate Unofficial Transcript.

10. Mark the desired Allowed Checkbox(es) for any or all these Permission
Types.

11. Click OK.

Date last updated: 12/18/2024

If information needs to be updated, please email workdaystudent@|su.edu. 7
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Managing Third Party Permissions
(cont)

2. Review the Privacy Release Authorization Waiver & Third-Party
Authorization.

13. Enter the Purpose of Waiver description. (Sample statement: "1
authorize this request”)

14. Click the Confirm checkbox.

15. Click Submit.

Manage Permissions for My Third Party

The following is @ summary of the access to your student account that you have authorized to a third party. This access overrides all privacy restrictions that you have previously set up on your student account.

[Privacy Release Authorization Waiver

is allowing to have access to the following tasks:

-
3
o
4
@
~
c
>
<
1]
é

e the individual named above to have access to your student account.

Helpful Hint:

Delegating Third-Party Permissions is a two-step process. First, you must
assign contacts as Third-Party User, then you can manage their permissions.
This allows the Third-Party User to perform actions on your behalf.

Date last updated: 12/18/2024

If information needs to be updated, please email workdaystudent@|su.edu. 8
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Managing Third Party Permissions
(cont.)

«  How will my Third-Party contact login to Workday?

» The Third-Party user will receive two emails from Workday when granted
Third-Party access by their student. The first email includes the login link
and login details, while the second email contains the password.

 Using the provided link and login credentials, they will enter a version of
the Workday homepage, offering access to only specific functions they've
been authorized to use, such as viewing student grades.

» Contact the ITS Service Desk (servicedesk@Isu.edu) for assistance in
resolving any technical issues related to Third-Party access.

Date last updated: 12/18/2024

If information needs to be updated, please email workdaystudent@|su.edu.
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Third-Party Proxy Access

Information

Discover how to set up your Workday account as a third party to access your
student’s information, set your permanent password, and find out what you need
to do if you forget your login details.

Workday Account Setup:

After your student grants your third-party proxy access, you will receive your
Workday username and temporary password in two separate emails. Note: Be sure
to save your username. If you misplace your username, your student will have to
regrant your access and you will have to set up your account again.

E mal I 1 . [EXT] Your student has given you access to their academic and/or financial information © &« « »

@ O LSU Workday Support <Isu@myworkday.com>
To:

(0]

An account has been created in the Workday system for you. Your password has been sent in a separate email.

[URL: https://impl.workday.com/Isu2/login.flex?redirect= n]

Username:

LSU

E m a | | 2 . [EXT] Password to access your student's academic and/or financial information © a &« ~

@ O LSU Workday Support <lsu@myworkday.com>
To:

®

Please sign in to Workday with the following temporary password and the username you were provided separately. You will be
prompted to reset your password.

[URL: https://\mpl.workday.com/lsuZ/loqm,flex’redirect-n]

Temporary Password:

LSU

Date last updated: 2/28/2025
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Third-Party Proxy Access
Information (continued)

1. Once you receive the emails containing your username and temporary
password, use the provided Workday URL to access the Workday Student third-
party access site. Enter your Username and Temporary Password to log in.

2. Click Sign In.

3.  You will be prompted to change your password. Enter your old (temporary)
password, then your new password, and then confirm the new password.

» Password Criteria: Your new password must not be the same as your current
password or username.

« Minimum number of characters required: 12

 Following character types must be represented: alphabetic
characters, uppercase characters, lowercase characters, Arabic
numerals 0-9, special characters "#$%&'()*+,-.2:;+>/@{ |} _[\}.

» The password must not have been used within the following
number of last passwords: 4

Date last updated: 2/28/2025
If information needs to be updated, please email workdaystudent@Isu.edu. 2
REC_029_STU


mailto:workdaystudent@lsu.edu
mailto:workdaystudent@lsu.edu

LSU ‘ Workday Student

Isu.edu/workdaystudent

Third-Party Proxy Access
Information (continued)

4. Click Submit.

wérkday

Change Password

Old Password I 5 u

New Password Status

Your Impl tenant will be for a maximum of 12 hours during the next Weekly
Service Update; starting on Friday, February 28, 2025 at 6:00 PM Pacific Time (Los Angeles) (GMT-
Verify New Password 8) until Saturday, March 1, 2025 at 6:00 AM Pacific Time (Los Angeles) (GMT-8)

Back to Sign In

5. Your password has now been reset, and you have access to your student’s
information. You can find the information to which you have access in these
apps: Finances for Third Party and Academics for Third Party.

= MENU w Q Search L4 &8 A&
I —
Good Morning,
Awaiting Your Action Announcements Tof1
You're all caught up on your tasks Workday Data Security
Notice

Per LSU PS 6.20, all
members of the University ...

Timely Suggestions

Here's where you'll get updates on your active items.

Your Top Apps

5
[0  Finances for Third Party

88 View All Apps
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Third-Party Proxy Access
Information (continued)

Adding Apps to Menu:

Once logged in, you can review the apps you have access to by clicking on View All
Apps. This will allow you to view your student’s information through the available
apps. Based on the permissions granted by your student, you should have access to
Finances for Third Party and/or Academics for Third Party. If these apps are not
visible and you have confirmed with your student that you should have access,
please follow the steps below to add the apps to your menu.

1. From the Workday homepage, click View All Apps.

= MENU w Q Search Q [S] a
N

Hello There

Awaiting Your Action Announcements

Timely Suggestions

Your Top Apps

Helpful Hint:

To ensure easy access to Workday, bookmark the URL in your browser.
Additionally, store your username and password securely in a location that is both
safe and easily accessible.
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Third-Party Proxy Access
Information (continued)

2. Review the list of available apps. If the app you need is not listed, click Add
Apps.

[ @ Add Apps

3. Inthe Find Apps search bar, type the name of the app you wish to add.

4. Once the search results appear, click the plus sign (+) next to the app you
want to add to your menu.

5. Click Back to Menu.

[é Back to Menu

Add Apps

Personalize your menu with useful Apps.

[ Q Academics for Third Party

5% Academics for Third Party
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Third-Party Proxy Access
Information (continued)

6. You should now see the newly added app in your menu.

Menu

Apps Shortcuts

Your Saved Order

% Academics for Third Party

@ Finances for Third Party

[a} Directory

Helpful Hint:

To edit your apps menu (delete or reorder apps), click Edit at the bottom of the
Apps Menu.

Forgot Login Information:

If you forget your username and/or password for your Workday third-party proxy
access account, you will need to contact your student to have them remove your
access and then re-add you with the necessary permissions. This process will trigger
a new set of emails with new login credentials. Students can refer to the “Managing
Friends and Family & Third-Party Permissions” reference guide, available on the LSU
Workday Student website under Resources & Guides > Students > Profile
Preferences > Third Party Permissions, to set up third-party access.
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Resources

Every department on campus is here to support you! While their
responsibilities may differ slightly, each one has its own area of expertise.
Here's a quick overview of what each department specializes in.

« Bursar Operations

» Charge Assessments (Fee Bills), Payments, Outside Scholarship, and
International Student Health Insurance

» Contact Information: bursar@I|su.edu // (225) 578-3357

« Financial Aid & Scholarships

» Any loans, grants, or scholarships that are offered to students in their
financial aid package

» Contact Information: financialaid@I|su.edu // (225) 578-3103

« Workday Student

« Webpage: https://www.Isu.edu/workdaystudent/resources/index.php
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