How to Update Clothing, Longevity, and Holiday
Elections

1 Navigate to your homepage in Workday.
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Let's Get Started It's Tuesday, August 26, 2025

Timely Suggestions

h update:
Recommended for You
Understand Your People Network Showcase Your Best Self with Your Profile
View Org Chart Manage Profile
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2  Click this icon in the top right-hand corner.
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3 Click "View Profile"
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4  Onceyou are in your Profile, click "Actions"

Employee ID Location
B gy Q. e
Fire (Main)
Manager E’ Position Title

FIR865-Fire Fighter

Summary
Overview

Job
Compensation

Contact

5 Click "Edit"

Benefits »
v Job -

Business Asset >
Summary Business Process 2 Organization
ST Compensation > Business Title FIR865-Fire Fighter

Expenses > M

anager

Job

Payroll > z s

| Location Y Fire (Main)
Compensati Personal Data 2
Time in Position

Contact Procurement >
Personal Safety Incident 2

Talent >
Benefits

Time and Absence 2
Pay

Workday Account >
Absence Worker History >
Performanci

Favorite >
Career Preferences >

Security Profile > || Viewal

All As Of
Additional Data 2
Workday Account > -
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6  Click the "Custom Object" field.

Edit Additional Data

Additional Data for

Custom Object

7  Click "By Type"

Edit Additional Data

Additional Data for

Custom Object * | |gearch

LA
All
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8  Click "Custom Object"

Edit Additional Data

Additional Data for

Custom Object * | Search

< .
Cuftom Obj

_—

9 Click "COA Clothing, Longevity, and Holiday Election"

Edit Additional Data

Additional Data for

Custom Object * | Search

& Custom Object
@ hing, Longevity, and Holiday
| o
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10 Click "OK"

Edit Additional Data

Additional Data for

COA Clothing, Longevity, and
Holiday Election

Custom Object

Cancel

11 Besureto read all Help Text for this item before making your elections.

Edit Additional Data I

Custom Object  COA Clothing, Longevity, and Holiday Election

Instructions

Help Text for Custom Object Edit

City of Amarillo Fire Department

Longevity, Clothing, & Paid Holiday Election Form

Fiscal year beginning October 2025

By making my selection and submitting this electronic form, | agree to the method of payment for my Longevity and Clothing incentive. This agreement will be effective on the first full pay period of Fiscal Year 25/26 and will
| understand that | may only change my elections during a future designated annual election period.

| acknowledge that if | elect the Lump Sum opticn and | leave City employment prior to the end of a fiscal year, | authorize the City of Amarille to deduct out of my final paycheck the unearned portion of the Lump Sum amount

As a full-time Sworn TLGC 142 Firefighter you will continue to accrue annual leave equal to your normal shift hours for all City-recognized holidays. Any employee that is scheduled off and does not work the holiday will have t

Sworn Fire employees have two options as to how his/her holiday is handled in payroll. Please read carefully and choose only one.

COA Clothing, Longevity, and Holiday Election

Clothing Allowance Election [

ili

Longevity Allowance Election |

Holiday Worked Election |
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12 Make your election for Clothing Allowance. (In this case, the employee is electing
"Clothing - Lump Sum")

Custom Object COA Clothing, Longevity, and Holiday Election
Instructions

Help Text for Custom Object Edit

City of Amarillo Fire Department

Longevity, Clothing, & Paid Holiday Election Form

Fiscal year beginning October 2025

By making my selection and submitting this electronic form, | agree to the method of payment for my Longevity and Clothing incentive. This agreement will be effective on the fi
I understand that | may only change my elections during a future designated annual election period.

| acknowledge that if | elect the Lump Sum option and | leave City employment prior to the end of a fiscal year, | authorize the City of Amarillo to deduct out of my final paycheck

As a full-time Sworn TLGC 142 Firefighter you will continue to accrue annual leave equal to your normal shift hours for all City-recognized holidays. Any employee that is schedul

Sworn Fire employees have two options as to how his/her holiday is handled in payroll. Please read carefully and choose only one.

COA Clothing, Longevity, and Holiday Election

Clothing Allowance Election Search

. (@] Clothing - Biweekly
Longevity Allowance Election et
'f:" Clothing - Lump Sui

A

Holiday Worked Election

13 Make your election for Longevity Allowance. (In this case, the employee is electing
"Longevity - Biweekly")

Custom Object COA Clothing, Longevity, and Holiday Election

Instructions

Help Text for Custom Object Edit

City of Amarillo Fire Department

Longevity, Clothing, & Paid Holiday Election Form

Fiscal year beginning October 2025

By making my selection and submitting this electronic form, | agree to the method of payment for my Longevity and Clothing incentive. This agreement will be effective on the
| understand that | may only change my elections during a future designated annual election period.

| acknowledge that if | elect the Lump Sum option and | leave City employment prior to the end of a fiscal year, | authorize the City of Amarillo to deduct out of my final paychecl

As a full-time Sworn TLGC 142 Firefighter you will continue to accrue annual leave equal to your normal shift hours for all City-recognized holidays. Any employee that is schedt

Sworn Fire employees have two options as to how his/her holiday is handled in payroll. Please read carefully and choose only one.

COA Clothing, Longevity, and Holiday Ei&etion

) Longevity - Bi@

(_) Longevity - Lump Sum

Clothing Allowance Election

Longevity Allowance Election Bearch

Holiday Worked Election
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14 Make your election for Holiday Worked. (In this case, the employee is electing "I
opt to be paid for the annual leave accrued if I work on a recognized holiday, up to
my normal shift duration, plus hours worked")

Custom Object COA Clothing, Longevity, and Holiday Election

Instructions

Help Text for Custom Object Edit

City of Amarillo Fire Department

Longevity, Clothing, & Paid Holiday Election Form

Fiscal year beginning October 2025

By making my selection and submitting this electronic form, | agree to the method of payment for my Longevity and Clothing incentive. This agreement will be effective on the
I understand that | may only change my elections during a future designated annual election period.

| acknowledge that if | elect the Lump Sum option and I leave City employment prior to the end of a fiscal year, | authorize the City of Amarillo to deduct out of my final paychecl

As a full-time Sworn TLGC 142 Firefighter you will continue to accrue annual leave equal to your normal shift hours for all City-recognized holidays. Any employee that is schedt

Sworn Fire employees have two options as to how his/her holiday is handled in payroll. Please read carefully and choose only one.

COA Clothing, Longe'; L L PN LRENRE = PO

() lopt to the method of adding my
"~ acrued holiday hours to my annual

leave balance
Clothing Allowance Election

pt to be paid for the annual leave
agcrued if | work on a recognized
Longevity Allowance Election liday, up to my normal shift duration,
plus hours worked

Holiday Worked Election fsearch =

15 Once you have made all three elections, click "OK"

As a full-time Sworn TLGC 142 Firefighter you will continue to accrue annual leave equal to your normal shift hours for all City-recognized holidays. Any employee that is schedu

Sworn Fire employees have two options as to how his/her holiday is handled in payroll. Please read carefully and choose only one.

COA Clothing, Longevity, and Holiday Election

Clothing Allowance Election ‘ % Clothing - Lump Sum =
Longevity Allowance Election ‘ X Longevity - Biweekly =
Holiday Worked Election | opt to be paid for the annual =

leave accrued if | work on a

X recognized holiday, up to my
normal shift duration, plus hours
worked
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16  Be sure to review your elections for accuracy and make any changes, if needed.

MENU ‘ Q search

Edit Additional Data [N

Custom Object  COA Clothing, Longevity, and Haoliday Election

Instructions

Help Text for Custom Object Edit

City of Amarillo Fire Department

Longevity, Clothing, & Paid Holiday Election Form
Fiscal year beginning October 2025

By making my selection and submitting this electronic form, | agree to the method of payment for my Longevity and Clothing incentive. This agreement will be effective on the first full pay period of Fiscal Year 25/26 ar
| understand that | may only change my elections during a future designated annual election period.

| acknowledge that if | elect the Lump Sum option and | leave Gity employment prior to the end of a fiscal year, | authorize the City of Amarillo to deduct out of my final paycheck the unearned portion of the Lump Sum a
As a full-time Sworn TLGC 142 Firefighter you will continue te acerue annual leave equal to your normal shift hours for all City-recognized holidays. Any employee that is scheduled off and does not work the holiday will

Sworn Fire employees have two options as to how his/her holiday is handled in payroll. Please read carefully and choose only one.
COA Clothing, Longevity, and Holiday Election

Clothing Allowance Election Clothing - Lump Sum
Longevity Allowance Election  Longevity - Biweekly

Holiday Worked Election 1 opt to be paid for the annual leave accrued if | work on a recognized holiday, up to my normal shift duration, plus hours worked

17  Click "Done" to submit your elections.

COA Clothing, Longevity, and Holiday Election

Clothing Allowance Election Clothing - Lump Sum
Longevity Allowance Election  Longevity - Biweekly

Holiday Worked Election | opt to be paid for the annual leave accrued if | work on a recognized holiday, up to my normal shift duration, plus h
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