
                                                                                                                                          
 

SOP- How to change Time Zone Preferences in Workday – Desktop Version! 

 

From the search bar – Type Edit Worker Time Zone Task, then click on the Task 

 

 

Once you select the Task – you will be prompted to enter worker name – Please type your name, in this example I am editing 

the time zone preferences for Employee Darth Vader.  

 

Once your name populates, click OK  

 

On the preferred Time Zone click on the three bars, to see list of the options form the drop down.  



                                                                                                                                          

 

 

Once you search for preferred time zone select the right option and select OK. You will get an alert, make sure to sign out and 

sign back in so the time zone reflects.  

 

 

Once you log out and log back in you can check under your profile: Under Change Preferences to see the reflected time zone. It 

should reflect the new preferred time zone.  



                                                                                                                                          

  

 


