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[bookmark: _Toc657088259]Navigating the Learning Dashboard
Workday offers a variety of digital and blended/instructor led learning courses for Employees to complete. Learning how to navigate the Learning Dashboard will make it easier to access required training and search for content that interests you.
	
	Please note that the Learning application shown below is the standard interface in Workday. This interface may change in the future. 



1. To get started, click on the Learning application from the applications Menu at the top left-hand corner of your Workday Homepage. 
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2. Next, click Discover from the navigation panel on the left-hand side of your screen. To find a course to enroll in, you can Browse Learning or Browse Topics to find a wide range of learning content. You can also browse Most Popular or Recently Added courses.
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3. You can use the Search function or you can use the Filters on the left-hand side of the screen to find a course. 
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4. Click on the Course name from the search results to see additional details about the course. 
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5. To view a Required course, click on the Learning Home tab from the navigation panel on the left-hand side of your screen. Your required courses will show up under the Required for You section. 
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6. The due date will show up at the top left-hand corner of the course. Click View Course for more information.
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[bookmark: _Toc199351764]Enrolling in a Digital Course
1. Once you are on the course overview page, click Start Course to enroll. 
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2. You will see a pop-up message on your screen. Click Launch Content. 
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3. Your learning content will open in a new tab.

[image: ]

[bookmark: _Toc2038235875]Enrolling in a Blended Course
1. Once you are on the course overview page, click Select Offering to enroll. 
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2. In the pop-up window that appears, review the Open Offerings information such as the Start and End Date, the Attendance Type and Availability. Select a course offering by clicking on the checkbox and click OK.
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3. Review the course details and click Submit.
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4. You will automatically return to the course overview page. Click Add to Calendar to add the course to your calendar. 

[image: A screenshot of a computer

Description automatically generated]

5. Save the ICS file to your computer. 
[image: A screenshot of a computer

Description automatically generated]

6. Next, click the downloaded ICS file. In the invite that appears, click Save & Close to save the meeting invite to your calendar. 

[image: A screenshot of a computer

Description automatically generated]



[bookmark: _Toc1077417988]Dropping a Course
1. If you accidentally enrolled in a course and want to drop it, navigate to the course overview page. Click Drop Course.
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2. Another way to drop a course is by clicking on the Learning application and then clicking My Learning from the navigation panel on the left-hand side of your screen.
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3. Scroll down and select Drop Enrollment.
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4. Select the Program or Course you wish to drop from the drop-down menu. Click OK to continue. 
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5. Select a Drop Reason from the drop-down menu. Click OK to continue. 
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6. Next, add any comments if applicable then click Submit.
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	Please note that if a course is assigned as Required, you will not be able to drop it. If you wish to drop a required course, please contact a learning administrator. 

Courses with a cost must be dropped at least 10 business days prior to the start date to avoid charges.



[bookmark: _Toc466192021]Viewing Learning History and Transcript
1. From the Learning application, click My Transcript from the navigation panel on the left-hand side of your screen. 
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2. Alternatively, you can click My Learning. Scroll down and select View Learning Transcript under View Your Learning History.
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3. You will be brought to another page that will show your transcript. Your transcripts show your courses that are Not Started, In Progress and your Learning History. 
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	Please note that your Manager will also have access to your learning transcript. 
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[bookmark: _Toc37341205]Creating a learning path
You can create learning paths made up of several courses as you browse learning. 

1. To get started, click on the learning application from the applications menu at the top left-hand corner of your workday homepage. 
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2. Click discover from the navigation panel on the left-hand side of your screen. Use the browse learning feature to locate a course that interests you. 
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3. Click a course name. To add it to a new learning path, click save then create learning path. 
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4. Type a name for the learning path in the path title field and click create. 
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5. You can add more courses to your existing learning path by clicking save and selecting the appropriate learning path from the drop down menu. You can also create new learning path as you go. 
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6. View your learning path(s) by clicking my learning from the navigation panel on the left-hand side of your screen. Scroll down and selct your learning path.
 
[image: A screenshot of a computer

Description automatically generated]

1

image1.png
MEDLINE




image2.png




image3.png
Good Afternoon, On Behalf of: It's Friday, February 23, 2024

Awaiting Your Action Important Dates

You'e all caught up on your tasks. ‘o Birthday @
27




image4.png
Menu

Apps Shortcuts

Your Saved Order

Learning

Absence

Personal Information

Talent and Performance




image5.png
= MENU - Q Search

Learning - )
Discover

{2 Learning Home

My Learning Explore the Learning Catalog

Browse and filter content to find what you

9 Di
EQ Discover need.

My Transcript

Browse Learning Topics
& Use topics to find a wide range of learning content.

Browse Topics >





image6.png
Browse Learning Content @m

Q search
Current Search m o Learning & Development: Your Questions Answered
T resee sl ot ko o D 8
. B
« Accass Type Ne - ocommens

[ onpemand (198) Linkedin Learning FAQ

“This standalone lesson will share commonly asked questions for Linkedin Learning

[ Requtes voliment 7 athidine

> Content Provider 1view + 0 comments

> Course Offering Assessors % Couse Forkift Certfication
okl Certfcaton- emsl
> Created by Worker
3lessons - 10 envollea
> Language

= Cowse DNU - Assessor Course LP

. DNU- Assessor Course LP
> Skill Level

> Topic 2lessons - Oenollc





image7.png
How Standards Are Made

Operations How Standards Are Made

Lessons in This Course Additional Course Details

Lessons in This Course Completed ~ 0/1

1 How Standards Are Made
Media
How Standards Are Made video

Lessons Skill Level
1 Beginner

Delivery Mode
Self-Directed

CONTACTS




image8.png
Learning .

@ Loamingtame

O wytesmng

1 Dcovr

[r—

What will you learn today?

Required for You

0PS Iniro to Forward Freight Picking





image9.png
Learning .

@ Loamingtame

O wytesmng

1 Dcovr

What will you learn today?

Required for You

0PS Iniro to Forward Freight Picking





image10.png
How Standards Are Made

Operations How Standards Are Made

Lessons in This Course Additional Course Details

Lessons in This Course Completed ~ 0/1

1 How Standards Are Made
Media
How Standards Are Made video

- SOP

Lessons Skill Level

1 Beginner

Delivery Mode
Self-Directed

CONTACTS





image11.png
<

How Standards Are Made

Course

How Standards Are Made

© This is a content package. It will open in a new window, and may include multiple pages, types
of content, and its own navigation. When you finish viewing the entire content package, close the
window and return here.

How Standards Are Made

Media




image12.png
MENU

~ How Standards are Ma...

How Standards are M.

What s a Standard?

How are Standards u

Directvs. Indirect Ac

How are Standards D,

Time Studies

Evaluation of Standar

What s On Standard

End of Training Thank.

= How Standards are Made

What is a Standard?

Definition:

Astandard s the estimated time it should take a
team member to complete a process while following
every step in the standard operating procedure
(SOP).

RESOURCES





image13.png
Test Teams

Test Teams class

B Select Offering

Lessons inThis Cowrse  Additional Course Details
Lessons Delivery Mode
Lessons in This Course Completed  0/1 1 In-Person
1 Test

Virtual
Classroom R save




image14.png
Select Offering

Test Teams

No Fiters Applied

Open Offerings 2 tems

frart Date

[ 11 Mar 21,2024, 700
M Easter Time (New
Jvor)

[, Mar 21,2024, 700
M Eastern Time (New
Jvor)

EndDate.

“Th, Mar 21, 2024,8:00
AM Esstem Time (New
York)

“Th, Mar 21, 2024,8:00
AM Esstem Time (New
York)

Attendance Type.

Viral

Viral

Availabilty

9 0utof 9 Seats Avalable

9 0utof 9 Seats Avalable




image15.png
& Review

Test Teams

Lesson Det:

Lesson Overview 1 item

A

~

] = ]

Lesson
Tie | LessonType Lesson Date
Test | VirtualClassroom (nstructor | Mar 21, 7:00 AM -Mar 21, 800
Leg) A
Course Details v

enter your comment

e





image16.png
E Upcoming Scheduled Lessons

Download the invitation to your calendar.

Date Time Virtual Classroom
ThuMar21,  7:00AMEDT Test ® startcourse
2024
NOT STARTED
Lessons Delivery Mode
1 In-Person
R save

Test Teams class




image17.png
S+ Quickaccess
. Desktop
4 Documents
& Downloads
= Pictures

R

Name

* Earlier this month (1)

Date modified

g

Fie name: [t Teamsics

Save s type: | iCalendar File "ics)

A Hide Folders





image18.png
Test Teams (Tet) - Appointment

File  Appointment  Scheduling Assistant Insert  FormatText  Review  Help  PDF-XChange Q Telime

0« m 5 rl e8| & 0| 3 |

Actions | Schedule | Teams | Sendto | Invie | Options | Tags | Dictate | Sensitivty | Immersive Zoom | il
~ | aMeeting | Meeting~ | OneNote | Attendess |~ ~ B Reader | SchedulingPoll |~ | Incig
Zoom OneNote | Attendees Voice | Sensitwty | mmersve | Find Time el | A

Title Test Teams (Test)

Save
Close Swttme | 20240321 || 700AM v/ Oandey 0@ Tmezones
Endtime | 20240321 | 800AM v| O Make Recuring

Virtual Classroom

it icosot com)msesupin/ 9563 smesting MOVEM) AU ENCO2G L TUEN2YS G010V ETECHAO 3.2 0Pcontet=570%22Tid 22363 5% 220600874 1 b1 b
8121582522220 2753332203707 473 D658 DeESIATTCBONENTO





image19.png
How Standards Are Made

Operations How Standards Are Made

Lessons in This Course Additional Course Details

Lessons in This Course

C‘ How Standards Are Made -
How Standards Are Made video

Completed ~ 0/1

Media

- SOP

OB 2L D P X &

IN PROGRESS

Lessons Skill Level
1 Beginner

Delivery Mode
Self-Directed

CONTACTS

William Lake
Contact Person

No longer want to take this course?

® Drop Course





image20.png
= men -

Learning o

{2 Learning Home

M My Learning

(9 Discover

Links A

My Transcript

Q Search

My Learning

Required for You

>

B DUE  Mon, Mar 25, 2024

NOT STARTED

OPS Intro to Forward Freight Picking

Course * 1lesson

View Course @




image21.png
Learning le

{2 Learning Home

My Learning

Discover

Links A

My Transcript

No content saved yet.

Need to Drop an Enroliment?

Drop enroliments for your learning content quickly and easily.

Drop Enrollment >

View Your Learning History
Access your learning transcript to view a record of your learning history.

View Learning Transcript -




image22.png
Drop Learning Enroliment





image23.png
@ Drop Learning Enroliment

How Standards Are Made

Drop Reason *

-




image24.png
() orop Leaming Enrliment

Ao you e youant o o th ol conten?
How Standards Are Made
Opertons How Standards Aread

(=]





image25.png
= MENU

Learning

Learning Home

My Learning

Discover

Links

My Transcript

Q Search CP =
What will you learn today?

Required for You

i

B DUE  Mon, Mar 25, 2024

NOT STARTED
OPS Intro to Forward Freight Picking

Course * 1lesson

View Course




image26.png
Learning e No content saved yet.

Go to Discover

{2 Learning Home

M My Learning

Need to Drop an Enrollment?
[Q Discover . Drop enrollments for your learning content quickly and easily.

Drop Enroliment -
Links N

My Transcript

= View Your Learning History
=

= Access your learning transcript to view a record of your learning history.

View Learning Transcript -





image27.png
. Q Search ) & [=) a

= MENU

My Transcript

Not Started 1 item & E = th @ I.."

Name Content Type Registration Status  Date Enrolled  Completion Status Attendance Status Grade  Score Re
Q OPS Intro to Forward Freight Digital Course Enrolled 02/26/2024 | Not Started Do Not Track 0 Ent
Picking

vl
In Progress 1 item HE =i, \

Name Content Type Registration Status  Date Enrolled  Completion Status Attendance Status Grade  Score Re

Q How Standards Are Made Digital Course Enrolled 02/26/2024 In Progress Do Not Track o Em

<« I g |
Learning History 23 items EHE=ik@ o ‘

Completion
Name Content Type Registration Status  DateEnrolled  Completion Status  Date and Time  Attendance Status Grade
Q Records Management Digital Course Enrolled 08/02/2023 | Completed 08/02/2023 Do Not Track Pass
03:00:00 AM
Q Global Acceptable Use Policy | Digital Course Enrolled 08/02/2023 | Completed 08/02/2023 Do Not Track Pass
03:00:00 AM





image28.png
Menu

Apps sShortcuts

Your Saved Order

Pay

Jobs Hub

Learning

Absence

Personal Information

Pﬂml@@gﬁ

Talent and Performance




image29.png
Navigating Medline's Flexible Work
Enviornment

Inthis course you willlearm more about navigating the new work environment, the Mediine Flex Work
Policy,transitioning to a lexible work environment, and tips to be a great remote manager

LessonsinThis Cowrse  Additional Course Details
Duration Lessons
Lessons in This Course Completss 011 35 minutes 1
kil Level Delivery Mode.
1 Navigating Mediine’s Flexible Work Enviorment
Beginner Self-Directed
Inthis course you will learn more about navigating the Media
new work environment,the Mediine Flex Work Policy, conacts
R save

Save Course To

Saved o Later
R sing this course?

Create a New Path _[wroll My Team




image30.png
Create a Path

Path Tite*

New Path Title

Path Description (200 character limit)

This path vill help you to earn

Vou nave 200 sractes remaiing





image31.png
Save Course To
[ saved for Later

RECENTLY UPDATED PATHS

Sample Learring Path

E CreateaNewPath

R save




image32.png
Learning

[3 Leaming Admin
Learning Home
My Learning
9 Discover
Links

My Transcript

Learning Paths

CreatedByYou(1)  Saved By You (0)

Sample Learning Path

fh Anyone with he ik

Viewpath © H





