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Overview

This guide provides step-by-step instructions for users accessing Workday Adaptive for the first
time. It covers how to log in using your default credentials, update your information, and
navigate to the Adaptive Planning dashboard for the first time.

Instructions

1. Navigate to the Workday Adaptive login page (https://login.adaptiveinsights.com/app) and

enter your login information:
e Your Guest Services email address will be your username.
e The default password for Workday Adaptive is Adaptivel23*

Username or Email *

Password *

| | Remember Username

Forgot Password

2. When logging in for the first time, the system will automatically prompt you to update your
password before continuing.
Note: You will not be able to proceed until you have changed your password.

Password-
Old password:
New password:

Verify new password:

The password length must be greater than or equal to 8
The password must contain at least 1 non-alphanumeric
character
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3. Once you've updated your password, click Save to save the changes.

Personal inf Password
“Name: [sample User Old password: [+eseeeessees |
Position: | New password: [+ |
Username: sample@guestservices.com Verify new password: | |
Email: ® Use username as email The password length must be greater than or equal to &
O |En:er email The password must contain at least 1 non-alphanumeric
Home page: |Dpashboards v i character
Perspective: |Budget v My avatar
Dashboard:  [Revenue & COGS| ~| @
Time zone:| (GMT-05:00) America/New_York ~|
Country: | v @
State: ~

Default avatar
@]

o)

Custom avatar

¢ Nuofile chosen
(Image requirements: JPG, PNG. Your avatar will be resized to
50x50 pixels)

Save

*ersonal Email Group:

Actions User Group }
No user groups exist. Click on the "New Group" button to begin. |

After updating your password, you should be able to click on the W in the top left-hand
corner of your screen to go to the Adaptive dashboard.

Note: This process is only necessary the first time that you log into Workday Adaptive.
Afterwards, logging in will take you directly to the Adaptive dashboard.

Ew

My Profile

Implementation- Guest Services, Inc. @ Q @

Personal info

‘Name: [Sample User

Position: |

Username: sample@guestservices.com
Email: ® Use userame as email

O [Enter email

Home page: |Dashboards

Perspective: |Budget

hboard:  |Revenue & COGS

Time zone:[ (GMT-05:00) America/New_York

Country: |

State:

Personal Email Groups

Password

old password: |
New password: |
Verify new d: |

The password length must be greater than or equal to 8
The password must contain at least 1 non-alphanumeric
character

My avatar

©

Default avatar
Custom avatar
No file chosen

(Image requirements: JPG, PNG. Your avatar will be resized to
50x50 pixels)
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5. You should automatically be directed to the Workday Adaptive dashboard.

= w Implementation- Guest Services, Inc. Dashboards

Budget = Custom Level: Select a level Currency. Spend Category: All Revenue Category: All

Revenue & COGS (™) | ayel js Required

Budget Input Sheet

No data available based on selections

Income Statement Summary

Support Information

Budget Baseline 2026 ~ (3) [l @

O @ 8 = &

Need help? Contact workday@guestservices.com or visit our Workday Adaptive resources page
gsiemployees.com/workday-adaptive for additional guides and instructions.
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