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This quick reference guide (QRG) supports Extended Enterprise Learners in logging in to
Workday, accessing Workday Learning, setting preferences, and searching for courses.

ACCESS WORKDAY EXTENDED ENTERPRISE

You can access Workday using the information in the email welcoming you to Workday
Learning. Your initial login information will be provided there, and you can follow the steps
below to complete the login process.

1. Navigate to the Workday Learning home page using the link in the email provided.

2. For your Username, enter your institution’s prefix: UAMS followed by your student ID
number (ex. UAMS1234567).

3. The first time you log in, you will use the Password provided in the email. You will be
prompted to change this password after signing in for the first time.

ACCESS WORKDAY LEARNING & SETTING PREFERENCES

From the Home page:

1. Click on the Learning app from the Global Navigation Menu.

Menu X

Apps Shortcuts

) :
/g Learning

Note: If the Learning app is not visible, click Add Apps at the
bottom of the menu and search for the Learning app.

2. Select My Learning from the side panel.

Learning le

fal Learning Home

M My Learning

9 Discover

UA
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3. Click the link for Personalize Preferences.

Personalize Your Learning Preferences

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

Personalize Preferences —

4. Click on the drop-down menu and select topics of interest.

Learning Preferences

Select topics of interest to customize your learing dashboard.

What Topics Interest You? ‘

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 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 { viewsiis) |

B BUE Fri, e n_‘m“: ]/'\MS BDUE Mun Nov 14, 9:29'AMS. BDAIE Thi, oy 17, 2022
UAMS Clinical Compliance
Education Tra|n|ng
NATETRNEGE UAMS Waste Handling and M3 Students UConnect HETATARILY
Alaris System i isp F Training Security Al
Course Part 1 Dl o Bt A Infant/Child

Courae * 7 Izssan

Wiew Coarse € H View Coarse < i Wiow Program <8 : View Comrse B

[%/ Note: If required content has been assigned a due date, that date will
= display on the snapshot for the content within the slider.

UA

UNIVERSITY OF ARKANSAS SISTEM Last Updated: November 2022 | 2

pawered by Workdiay




Learning: Introduction to Learning

LEARN

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.

Highlights = viewMore

workdo

HUMAN CAPITAL MANAGEMENT

Add Beneficiary

Lesson + 1 lesson

View Lesson &

workday.

HUMAN CAPITAL MANAGEMENT

Workday HCM: Benefits

Course + 2 hours

View Course <&

I l I l Iworkdoy l ’

HUMAN CAPITAL MANAGEMENT

Workday HCM: Recruiting

Course + 7 hours

View Course &

m

Vi

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

EI DUE Fri, Nov 11, 2022 ]AMS
UAMS Clinical

[ DUE Mon, Nov 14 Q:ZZlAMS
Compliance

DUE Thu, Nov 17,2022

DUE Wed, Novj

Education

Training

MOTSTAREED: UAMS Waste Handling and
Alaris System Education Disposal Procedures
Course Part 1

M3 Students UConnect HOUSTASTED

Training Security Ale]
Infant/Child

Program » 2 items

View Program <& H View Course <

[:/ 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.

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.
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Continue Learning

Compliance

Training

Bloodborne Pathogens

Course * 1lesson

View Course <&

T
& DUE Fri, Nov 11,2022 Jf*® ),

UAMS Clinical
Education

NOT STARTED

Alaris System Education
Course Part 1

Course * 1 lesson

View Course <&

I
E1 DUE Wed, Nov 30,2022 f* ),

UAMS Clinical
Education

NOT STARTED

Security Alert -
Infant/Child Abduction...

View Course &

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

=
= 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
:é: 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.
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Recently Added: This slider displays courses that have been recently added to Workday
Learning.

Recently Added |: Visw pacrs ':]

UAMS
Compliance
Training

Emergency Reference CHP New Student COP New Student Areaa with In
Guide Orientation Orientation Control Traini

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

Most Popular | _n w Mere |

Compllance Compllance Compllance Co
Training Training Training

Sexual Misconduct: Title 1X Drug Free Schools and Annual Safety Training for Plain |
& Title VI Communities All MAIN CAMPUS UAMS...

Based on Your Interests: This slider displays courses in the topic(s) chosen by the learner
in Learning Preferences.

Based on Your Interests | viwson |

Compliénce | C¢

Training

Emergency Reference CHP New Student COP New Student Areg
Guide Orientation Orientation Conf

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 from the Global Navigation Menu.

Menu X

Apps Shorteuts

) :
/ag Learning

UA
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Note: If the Learning app is not visible, click Add Apps at the
bottom of the menu and search for the Learning app.

2. Select Discover from the side panel.

Learning «

{nl Learning Home

[I1 My Learning

EQ Discover

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

Discover

Explore the Learning Catalog

Orowse and filter content 1o find what you need,

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

Browse Learning Content -

- -
Compliance [ Saasch

Current Search

e Char Al JRl Compliance

Training

~ Access Type

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

Current Search Ermay | J/\\|S, GME Accreditation

X This course is used for]
( Clear All ) Compliance
Training

1lesson + 39 enrolled|

~ Access Type

[ OnDemand (113)

UAMS 2022 Annual Corpol
X § This course includes a
D Requires Enroliment (9) Complla nCe

> Content Provider Tralnlng 30 minutes + 9.54K e

> Course Offering Instructors

D
o)

UAMS Revenue Cycle Reg]|

This course intreduces|

Rev CyC I e revenue cycle in compl
Training

> Course Offering Locations

1lesson * 0enrolled

> Created by Worker

UAMS Pharmaceutical Wa

~ Topic a Pharmaceutical Waste
Compliance
[ UAMS Compliance Training (119) | ini
Tralnlng 1lesson + 1 enrolled
[ uAMS Pre-Boarding Training (4)
[] UAMS Cross-Company Train.. (2) Eromm | JANS, ©0:90 Day Evaluati
. Policy Number CEVS 1
[ uAMS Rev Cyele Training (2) Comp|la nce
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