Learning: Introduction to Learning LEARN

This quick reference guide (QRG) supports all employees in accessing Workday Learning,
setting preferences, and searching for courses.

ACCESS WORKDAY LEARNING

From the Home page:

1. Click on the Learning app under the Applications section.

MY N T el e

Applications
10 items

N

Time Learning Reports Processes

Inbox
53 items

5 —
i Pay Personal

Information

[%/ Note: If the Learning app is not visible, add the app by clicking
the Configure Application icon and adding the worklet.

2. Select My Learning from the side panel.

Learning «

{n] Learning Home

0 My Learning

2 Discover

3. Click the link for Personalize Preferences.

Personalize Your Learning Preferences
E&—: See learning content based on topics that interest you.

I Personalize Preferences = I
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4. Click on the drop-down menu and select topics of interest.

Learning Preferences

Select topics of interest to customnize your learning dashboard.

What Topics Interest You?

[%/ Note: The only current Learning topic is Workday. Additional topics will be
= added over time and can be selected by returning to the Preferences link.

5. Click OK.

NAVIGATING WORKDAY LEARNING

The Workday Learning app is separated into three sections, each of which can be accessed
from the side panel. Each section contains sliders or cards which display learning content
to help develop or improve skills for learners. Below is a listing and brief description of
each area and the associated content.

Learning Home

The Learning Home tab displays important learning content, such as highlighted content
and content that you have been assigned. This tab is the default landing page each time a
learner accesses the Learning app. The following content sliders display on this tab.

Required for You: This slider displays any courses that have been assigned to you and
marked as required. If you have any required learning content, this slider will be listed at
the top of your page.

Required for You

B DUE  Fri, Jul 30,2021 NOT STARTED
Workday for Employees: Manage My Pay
Course + 30 minutes

Wo'rkdoy.

EMPLOYEE SELF-SERVICE View Course &

NOT STARTED

Workday Finance: Manual Journals and Allocations
Course * 2 hours

workday.
FINANCE View Course ®

Showing 2 of 2

[%/ Note: If required content has been assigned a due date, that date will
= display on the snapshot for the content within the slider.
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Highlights: This slider displays courses chosen by your institution or the UA System to
emphasize for the current time period. Courses in this slider will change as new content is
chosen to highlight.

S\l o

workday. wdrkdby. wdrkdby.

HUMAN CAPITAL MANAGEMENT HUMAN CAPITAL MANAGEMENT HUMAN CAPITAL MANAGEMENT HU

Highlights | viewmore

Add Beneficiary Workday HCM: Benefits Workday HCM: Recruiting

Lesson + 1lesson Course + 2 hours Course + 7 hours

Recommended for You: This slider displays courses related to your job profile as listed in
Workday and other relevant factors.

Recommended for You | viewMore

wo'rkd”oy. wc');rkd:oy.

EMPLOYEE SELF-SERVICE EMPLOYEE SELF-SERVICE EMPLOYEE SELF-SERVICE
Workday for Employees: Workday for Employees: Workday for Employees: W
Getting Started Manage My Information Manage My Career M
4

Course + 1 hour Course + 1 hour Course + 30 minutes c

My Learning

The My Learning tab displays learning content associated with the individual learner, as
well as historical learning information and options for personalizing learning preferences.
The following content sliders display on this tab.

Required for You: This slider displays any courses that have been assigned to you and
marked as required. If you have any required learning content, this slider will be listed at
the top of your page.

Required for You

B DUE Fri, Jul 30, 2021 NOT STARTED
o= Workday for Employees: Manage My Pay

Course + 30 minutes

workda y.

EMPLOYEE SELF-SERVICE

NOT STARTED
Workday Finance: Manual Journals and Allocations

Course * 2hours

w o”“‘r k didyq

FINANCE

Showing 2 0f 2

[%/ Note: This slider is a duplicate of the Required for You slider on the
. Learning Home page, and content will be identical in both sections.
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Continue Learning: This slider displays courses that you are enrolled in and have either
not started or are in the process of completing. Once a course has been completed it will
no longer show on this slider.

Continue Learning | Viewnore

workday. workday. workday. W

FINANCE EMPLOYEE SELF-SERVICE FINANCE

NOTSTARTED NOTSTARTED Workday Finance: Adjusting Work(
Workday Finance: Manual Workday for Employees: Financial Transactions (Depg}
Journals and Allocations Manage My Pay

Course + 2 hours Course + 30 minutes

2 0f 3 mandatory lessons completed 10f3my

View Course & : View Course & : Gotolesson2 = H GotoLe:

View Your Learning History: This card links to the learning transcript for the learner,
allowing a view of their learning history, including enrolled, in progress, and completed
courses, along with other relevant course completion information.

View Your Learning History

v — Access your learning transcript to view a record of your learning history.

I View Learning Transcript = I

Personalize Your Learning Preferences: This card links to the learning preferences for the
learner, allowing the choice of topics. Topics chosen in learning preferences will determine
what content populates in some learning sliders.

Personalize Your Learning Preferences

== See learning content based on topics that interest you.

Personalize Preferences —

Discover

The Discover tab allows learners to search for content using the Browse Learning option or
view suggested content provided in various sliders. The following content sliders display
on this tab.

Explore the Learning Catalog: This slider links to the Browse Learning option, allowing
users to search for specific training by name, classification, or type using various filters.

Explore the Learning Catalog

Browse and filter content to find what you need %

-
.

UA
UNIVERSITY OF ARKANSAS SYSTEM Last Updated: June 2021 | 4

powered by Workday.




Learning: Introduction to Learning LEARN

Popular in Your Role: This slider displays courses that other learners with the same role as
you have enrolled in. Content in this slider is ordered by popularity, with the courses
having the highest number of enrollments listed first.

Popular in Your Role | viewMore
N 77N N
Srkdc I rkd l Jrkd

EMPLOYEE SELF-SERVICE FINANCE FINANCE HUMAN C
Create Supplier Invoice Workday Finance: Workday Finance: Managing Create P
Request Requesting and Managing... Procurement R
Lesson - 1lesson Course - 9lessons. Course - 3 hours
View Ls Lol View Ce e @ View C (ol View Lt

Recently Added: This slider displays courses that have been recently added to Workday

Learning.
Recently Added | viewmore
P P N
| / N\ l / \ / AN |

workday. workday. workday. w(
MANAGER SELF-SERVICE MANAGER SELF-SERVICE EMPLOVYEE SELF-SERVICE EMPL]
E) HCM for Managers Managing My Team Workday for Employees: Workday]
Course + 30 minutes CoiFse: 1 hoir Spend Authorization and... Manage
Course + 3 hours Course - 30

View C¢ fod View C fcd View C fod View C¢

Most Popular: This slider displays courses that have the highest recent enroliment rates.

Most Popular | viewnore
pr— p—
g \ /7 ~\ ’ y “ .
fﬁ k d \ 4 k di‘a / k d\

MANAGER SELF-SERVICE EMPLOYEE SELF-SERVICE EMPLOYEE SELF-SERVICE EMH
Performance Reviews for Workday for Employees: Workday for Employees: Workd
Managers Manage My Pay Spend Authorization and... Mana
Course + 1 hour Course -+ 30 minutes. Course + 3hours Course
View C¢ (ol View C Lol View Ci fod View C

Recommended for You: This slider displays courses related to your job profile as listed in
Workday and other relevant factors

Recommended for You | ViewMore
_— p— —
4 rg \
yrkd I Jrkd l rkde I
FINANCE FINANCE FINANCE
Workday Finance: Supplier kday Finance: Suppli kday Finance: Supplier Worl|
Information Set... Contracts (Excluding Sub-... Invoice Capi
Course + 2 hours Course + 2 hours Course + 8 lessons Course
View C @ View C @ View Ce @ View C|
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Based on Your Interests: This slider displays courses in the topic(s) chosen by the learner
in Learning Preferences.

Based on Your Interests | viewMore
MANAGER SELF-SERVICE MANAGER SELF-SERVICE EMPLOYEE SELF- SERVICE
E) HCM for Managers Managing My Team Workday for Employees: Workdd
Course + 30 minutes Course + 1 hour Spend Authorization and... Manag
Course + 3hours. Ce 3|
View Cx Lol View C e @ View C (ol View Cours

USE BROWSE LEARNING

The Browse Learning option allows users to search for specific learning content by name,
classification, or type using various filters.

From the Home page:

1. Click on the Learning app under the Applications section.

Applications
10 items
s
Go'to Inbox (==) @
Time Learning Reports Processes
Awaiting M

2. Select Discover from the side panel.

Learning I«

{n] Learning Home

[0 My Learning

EQ Discover

3. Click Browse Learning from the content card on the right.

Explore the Learning Catalog

Browse and filter content to find what you need.
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LEARN

4. Enter keywords into the search field and click Search.

Browse Learning Content Cactons)

Q search

Current Search (save )
Clear All

v Access Type

B Course. HCM for Managers

Wérkdby.

MANAGER SELF-SERVICE

(1) - 30 minutes - 4enrolled

Course Description This digital on-demand course provides information on Human Capital Management (HCM) processes for managers of employees. Intended Audience &
Security Roles This course is intended for managers of employees

5. Use the filter options on the left menu to narrow the search.

Clear All

~ Access Type

[‘ Requires Enrollment (23)

E‘ On Demand (4)

~ Content Provider

D Internal (27)

> Course Offering
Instructors

> Language

> Rating

© skills

Workday Human Capital Ma... (27)
‘j Workday (10)

D Employee Self Service (ESS) (9)

Current Search ( save ) = Course

W(;rkd?)y.

MANAGER SELF-SERVICE

day.

-

work

MANAGER SELF-SERVICE

”

workday.

HUMAN CAPITAL MANAGEMENT

¥ Course

Wérkdﬁy,

HUMAN CAPITAL MANAGEMENT

= Course

#

wor doy

HUMAN CAPITAL MANAGEMENT

HCM for Managers

Course Description This digital on-demand coul
Security Roles This course is intended for mang]

(1) - 30 minutes - 4 enrolled

Managing My Team
Course Description This digital on-demand coul]
Security Roles This course is intended for mang]

(0) - 1 hour - O enrolled

Workday HCM: Academic Appointments

Course Description This digital on-demand coul]
the high-level process for managing academic g

(0) - 30 minutes - 13 enrolled

Workday HCM: Benefits

Course Description This digital on-demand coul]
administer benefits, manage exceptions, and ug

(0) - 2hours - 0enrolled

Workday HCM: Benefits (ILT)

Course Description This instructor-led course i
administer benefits, manage exceptions, and ug

(0) + 10lessons + 0 enrolled
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