System Login Guide for Shamrock

Employees

Purpose: This job aid provides you with the steps to access Workday, Duo, and email from various devices.
Based on your unique needs, use the table of contents links below to quickly jump to the
applicable sections.

About Workday:

Workday is a system that helps connect our workforce and streamlines many processes. Among other

benefits, you can review and update your own personal information without submitting any paper

forms. This includes making address changes, adjusting payroll, viewing paychecks, and updating tax

information.

About Duo:

Duo is a two factor authenication tool. It's a convenient and secure way to protect enterprise

applications by requiring employees to provide two forms of authentication.
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Device Setup

To get started, download the Duo Mobile app on your mobile device and create a Google Chrome profile on

your desktop. Review the instructions for each below.

Download the Duo Mobile app on your mobile device. If you have | Create an additional Google Chrome
a Shamrock company-issued device, it should already be installed. | Profile using your Republic Services

credentials by following the steps below.

Open Google Chrome and select the
person icon in the top right corner of your
screen.

GET

EEF
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Click Add under Other Profiles.

Other Profiles

e Guest

+ Add

Google

Select Continue Without an Account.

Continue without an account

Customize your Chrome profile by entering a name and theme
color.

Note: Select a theme color to help you distinguish between your
Shamrock and Republic Services Chrome Profiles.

Welcome!

4 o0

000000
N

Click Done.
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Step 2f

Pin your new Chrome Profile to your taskbar by right clicking the
Chrome icon and selecting Pin to Taskbar.

@} Person 2 - Chrome

I3 Pin to taskbar

X Close window
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Log In to Workday Using Your Existing Shamrock PC

Launch your web browser.

C(AlMcde) & B O ®E

In Google Chrome, launch a new  Learing Solutons .. 5 Shack Leoming Soitons-. {3 Newts e

Incognito window or use the new £ New uindow i

) . % New Incognito window Ctrl+Shift+N
profile you created in Google .

Chrome in the Device Setup @ reront >

SeCtiOﬂ @ Passwords and autofill >

' D History >

oogle

Y¥r  Bookmarks and lists >

88 Tab groups >

B

Enter the URL
workday.republicservices.com and
press Enter.

You've gone Incognito
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. : =
Enter your Republic Services m: Microsoft
temporary credentials. Click Next.

Sign in

I i@ repsIv.Com I

b P ¥
WO BCOOUMT

o

Enter your temporary password. L e
Click Sign in.

S Te D OO
Note: Enter password
Review the New Password Criteria
before proceeding to the next step to I """"" I

create your new pGSSWOI’d.

New Password Criteria
e Must contain at least 14 characters
e Must meet at least 3 of the following requirements:
e Must contain at least one uppercase letter
e Must contain at least one lowercase letter
e Must contain at least one digit
Must contain at least one special character
e Must not contain words from the list of disallowed words
e Must not be in the list of breached passwords
e Must not be the same as or similar to any of your previous 5 passwords
e Must differ from your current password by more than the last character
e Atleast 5 characters must be changed compared to the current password
e Must not contain parts of the current password longer than 3 characters
e Must not contain your username
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You must create a new password. ] wnm
Enter new information and click _
B . HETeEry.COm
Signin.
Update your password
Yo e to update your pasewond because this is

the Targl Lme YO &N¢ Bgrang mn, OF DECHUTE your
password had expared

This will begin the Duo process. )
umm
On the Welcome Screen, click Get e
started to begin the process. ) - \
III _ lII
\\-.____ 7/
Welcome to

Duo Security

Your organization uses Duo Security to protect
your identity. Create an account to get started.
Learn more about Duo (4

Get started
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Click Duo Mobile.

nmm

First, add a device

You'll use this to verify your identity with Duo.

You can add another option later.

L) Windows Hello Recommended
'ﬁﬁ Use Windows Hello on this device >
@ Duo Mobile 3
Get a notification or code on your device
@ Security key 3
Use a security key
) Phone number >
D Get a text message or phone call
Need help? Secured by Duo

8
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Enter your phone number and click
Continue.

< Back

Enter your phone number

You'll have the option to log in with Duo Mobile.

Country code

S|

Example: "201-555-5555"

| have a tablet

Need help? Secured by Duo
Click Next.

£ Back

Download Duo Mobile

On your mobile device, download the app from

the App Store or Google Play.

‘ Next ‘

Need help? Secured by Duo
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Click Continue. nepusiic

& Added Duo Mobile

You can now verify your identity with a Duo
Push netification or passcode.

Continue

Need help? Secured by Duo

Click I don’t want to add more nepyBLic
devices.

.A
v

Add one more device

With more options to log in, you'll be less likely
to get locked out.

~s Windows Hello Recommended 3
(@ Use Windows Hello on this device

EI] Security key )

Use a security key

I | don't want to add more devices I

Need help? Secured by Duo
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Click Log in with Duo.

Enter the code in the Duo Mobile
app.

REmEC

Setup completed!

You're ready to log in with Duo.

Log in with Duo

Need help? Secured by Duo

lm!ﬂ
Enter code in Duo Mobile

Verify it's you by entering this verification code
in the Duo Mobile app...

204

Sent to "Android” (=ee-s=- T7445)
Other options
Need help? Secured by Duo
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Click Yes.

*I';:s’ -

@repsrv.com

Stay signed in?

Do this to reduce the number of times you are asked
to sign in.

[ ] Don't show this again

MNo

For password issues, please visit
https://reset.republicservices.com

For additional login assistance, contact the IT Service
Desk: 1-800-327-5000
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Access Your Republic Services Cloud PC (if provisioned) from a Non-Republic PC

Launch your web browser. .

CtAlMode) - B O O ®E

In Google Chrome, launch a new B tearming Soluions] 4t Sick Learing Sobitons. € (3 Newtas o
|nCOgn|tO WlndOW. [ New window Ctrl+N
& New Incognito window Ctrl+Shift+N

® Person 1 >

@ Passwords and autofill >

O History >

o e L Downloads Ctrl+)

Y Bookmarks and lists >

88 Tab groups >

®

Type in the following URL
https://windows.cloud.microsoft.com
and press Enter.

You've gone Incognito
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Enter your Republic Services
credentials. Click Next.

®

Enter your Republic Services
password. Click Sign in.

Accept the Duo authentication
prompt.

™ Microsoft

Sign in

I B repsiv.oom I

No account? Create one

Can't aCcess your account?

7~

4 Erepsrv.com

Enter password

il i

For password ssues, please visit

Mt ps TSt re P s ST VLB C0IT

For additional kogin assistance, contact the IT Senvice
Desic 1-800-327-5000
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Under Cloud PC, click Connect.

If you receive a second Duo prompt,
acceptit.

B Windows App X+

2% windows.cloud.microsoft,

?};‘ REPUBLIC  \Windows App

Devices

FY( ype () ~ Workspace

Windows 365 X

~ Cloud PC

2vCPU | 4GB | 64GB.

15 Copyright © 2025 Republic Services. All rights reserved.
12/17/25

R .
Ly e @



Log In to Workday From Your Chromebook for the First Time

Employees without a Republic Services email: Access Workday using a Republic Services-issued Chromebook
and follow the steps below.

@ @3’“%‘”&1&"’ ‘ My Republic Kiosk

From the Chromebook home page, m hat you can do with Workday..
 Internal Career Opportunities
« Change Personal Information

C||Ck the Workday t||e. [ W O r k d Oy! . $re;=aie:éNiewaorrec& PTO

Workday
Resources

Update My Employee

DUO Registration § |\ ework Password, Resources

B

Enter your Republic Services &t Microsoft

temporary credentials. Click Next. Sian in

@ repsry.com I

NGO BCCOUnt?
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Enter your temporary password. L e
Click Sign in.

Sy |
Note: Enter password
Review the New Password Criteria I ____________ I
before proceeding to the next step to

create your new password.

New Password Criteria

e Must contain at least 14 characters
e Must meet at least 3 of the following requirements:

e Must contain at least one uppercase letter

e Must contain at least one lowercase letter

e Must contain at least one digit

e Must contain at least one special character
e Must not contain words from the list of disallowed words
e Must not be in the list of breached passwords
e Must not be the same as or similar to any of your previous 5 passwords
e Must differ from your current password by more than the last character
e Atleast5 characters must be changed compared to the current password
e Must not contain parts of the current password longer than 3 characters
e Must not contain your username
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You must create a new password. ] wnm
Enter new information and click _
B . HETeEry.COm
Signin.
Update your password
Yo e to update your pasewond because this is

the Targl Lme YO &N¢ Bgrang mn, OF DECHUTE your
password had expared

=

o

This will begin the Duo process. )
umm
On the Welcome Screen, click Get e
started to begin the process. ) - \
III _ lII
\\-.____ 7/
Welcome to

Duo Security

Your organization uses Duo Security to protect
your identity. Create an account to get started.
Learn more about Duo (4

Get started
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Click Duo Mobile.

nmm

First, add a device

You'll use this to verify your identity with Duo.

You can add another option later.

L) Windows Hello Recommended
'ﬁﬁ Use Windows Hello on this device >
@ Duo Mobile 3
Get a notification or code on your device
@ Security key 3
Use a security key
) Phone number >
D Get a text message or phone call
Need help? Secured by Duo
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Enter your phone number and click
Continue.

< Back

Enter your phone number

You'll have the option to log in with Duo Mobile.

Country code

S|

Example: "201-555-5555"

| have a tablet

Need help? Secured by Duo
Click Next.

£ Back

Download Duo Mobile

On your mobile device, download the app from

the App Store or Google Play.

‘ Next ‘

Need help? Secured by Duo
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@ 93

Click Continue. nepusiic

& Added Duo Mobile

You can now verify your identity with a Duo
Push netification or passcode.

Continue

Need help? Secured by Duo

Click 1 don’t want to add more nepyBLic
devices.

.A
v

Add one more device

With more options to log in, you'll be less likely
to get locked out.

~s Windows Hello Recommended 3
(@ Use Windows Hello on this device

EI] Security key )

Use a security key

I | don't want to add more devices I

Need help? Secured by Duo
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Click Log in with Duo.

Enter the code in the Duo Mobile
app.

REmEC

Setup completed!

You're ready to log in with Duo.

Log in with Duo

Need help? Secured by Duo

lm!ﬂ
Enter code in Duo Mobile

Verify it's you by entering this verification code
in the Duo Mobile app...

204

Sent to "Android” (=ee-s=- T7445)
Other options
Need help? Secured by Duo
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Click Yes.

*I';:s’ -

@repsrv.com

Stay signed in?

Do this to reduce the number of times you are asked
to sign in.

[ ] Don't show this again

MNo

For password issues, please visit
https://reset.republicservices.com

For additional login assistance, contact the IT Service
Desk: 1-800-327-5000
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Access Workday on Your Mobile Device

This section shows you how to navigate the Workday app that has been added to your phone.

Important:

e Using Workday on your personal device may consume data or minutes. In such instances, you will not be
compensated or reimbursed for this usage. Please utilize a computer or device on the Republic Services

network to avoid any impact to your personal data plan.

e Non-exempt employees should not take any training or perform work-related tasks while off the clock.

Locate the Workday app that has
been installed on your phone. Tap

the Workday logo to open the app.

o

Review and then check the Accept
boxes to continue. Tap Let's get
started.

®

Enter republic (case sensitive) as
your Organization ID. Tap the
arrow to continue.

Accept Privacy Policy
Accept Terms and Conditions

Let's get started )

Enter or scan your Organization ID

Find Your Organization ID
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Or, tap the QR Code icon and scan
the code below with your mobile
device's camera.

@

Enter your
NetworkID@repsrv.com and
password. Tap Sign in.

®

After entering your primary
credentials, Duo prompts for a
second method of authentication.
Select any of the options to
continue.

Enter or scan your Organization ID

NetworklD @repsrv.com

Example: abccompany oa
[ e

Password
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Once authenticated, click Yes if you
would like to stay signed in. You are
now logged into Workday.

ﬁ-ﬂ-ﬂ
ErepLre.com
Stay signed in?

Do this 1o reduce the number of tmes you are asked
1o SKgn M

Lxont hoss thas A ain

m
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Access Republic Services Email on a Shamrock Company Phone

Open Outlook on your phone.

e Inbox @
Tap the icon or picture shown

Focused Other Filter
next to Inbox. <

Microsoft 365 Message center 2:03 PM
Major update from Message center
View the description of the update. Update to .

Yesterday

Microsoft 365 M gecenter day

Major update from Message center
View the description of the update. New Micro

This week

Microsoft 365 Message center Nov 30
Weekly digest: Microsoft service updates
View a summary of the updates. Message cen

Last week

Microsoft 365 Message center Nov 25
Major update from Message center
View the description of the update. Retirement..

Microsoft 365 Message center Nov 25
Major update from Message center
View the description of the update. Upcoming ...

Microsoft 365
Major update froi

View the descriptio

/
[ &
Mail Calendar Apps
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Tap the + sign on the left side of

the screen. a

Microsoft 365
@repsrv.com

Favorites 74

& Inbox 28
+
D Sent

©

If prompted, tap Add an account.

&b

Deleted

Inbox 28

g o

Archive

N

Drafts

Sent

Deleted

C & Vv

Boxer >

Conversation History

Junk

&g O

RSS Subscriptions

O G

Spambox

Add an account
Outlook, Exchange, Gmail, iCloud...

Add a shared mailbox
Shared and delegate mailboxes

Create new account
Free email and calendar
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Enter your @repsrv.com email
address and tap Continue.

& Add account 2 @

Enter your email
username(@repsrv.com

PRIVACY AND TERMS

| CONTINUE |

©

Enter your Republic Services

& (@repsrv.com

Enter password
password.

Password

Forgot my password

For password issues, please visit
https://reset.republicservices.com

For additional login assistance, contact the
IT Service Desk: 1-800-327-5000

Terms of use _ Privacy & cookies
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The Duo prompt will appear. Go e =
into the Duo Mobile app and enter S cnC DU Mot

Are you logging in to

Verify it's you by entering this verification code

the verification code. Tap Verify. in the Duo Mobile app... Republic Services - SSO?
6 5 1 For your security, enter the code displayed
on your login screen. Never enter a code
from a text or phone call.
Sent10 "0 (vweeees ) Verification code
= D D D
@ Republic Services, Inc
Other options ® Phoenix, AZ, US
® 4:33PM
Need help? Secured by Duo

o
A

C I'm not logging in D

B

Tap Maybe Later. Your phone is
now set up with email.

Add another account

Would you like to add another account?

MAYBE LATER ADD >
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Log In to Workday When Away from Work

This section provides the steps for logging into Workday on any device (computer, laptop, tablet, or
smartphone) when away from work.

Important:
e Non-exempt employees should not take any training or perform work-related tasks while off the clock.
e Prior to beginning these steps, you must have enrolled with Duo.

R
o

Navigate to

Welcome to My Republic Services Current Employees

myrepublicservices.com and click
the Workday logo.

Current & Former Employees

Yaur Benefits Resources

ADF Pay Stubs

Vanguard 401k

o

Enter your Republic Services email

(NetworklD@repsrv.com) and

password. Click Sign in.
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https://myrepublicservices.com/

©
After entering your primary

credentials, Duo prompts for a
second method of authentication.

Select any of the options to
continue. Enter a Passcode

Once authenticated, click Yes if you ] mmme
would like to stay signed in. You are
now logged into Workday. Svapare.com

Stay signed in?

Do this 1o réduce the numiber of tmes you ane asked

to Shgn in.

Don’t show this again
m ¥i ]
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