
Submitting a Shared Sick Leave Pool 
Enrollment/Donation Request in Workday

Step 1: Log in to your Workday account:

https://wd5.myworkday.com/wday/authgwy/fortbendcountytx/login.htmld

Step 2: Access the Main Menu. 

Step 3: Under “Organization,” select “Requests.” 
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Step 4: On the Request screen, select “Create Request.”

Step 5: In the Create Request prompt, select “All,” and then select the option 
for the Shared Sick Leave Pool Enrollment/Donation. 
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Step 6: Follow the instructions on the form, providing the requested the 
information, and then submit the request. 
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Step 7: You may track the status of your request from the Request home 
screen by selecting the option “My Requests” 
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Step 8: If your request is approved, the Status will update to “HR Approved” 
and you will receive a notification. If your request is not approved, Human 
Resources will contact you with further information. 
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For assistance using your Workday account, please contact 
hrworkday@fbctx.gov. For questions regarding the Shared Sick Leave Pool, 

please contact FBCHRLeaves@fortbendcountytx.gov. 
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