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Navigating the world of enterprise software can be daunting, especially when it comes to learning
management systems like Workday Learning. This comprehensive Workday Learning user guide is
designed to help users understand how to make the most of this powerful tool. Whether you are a new
employee looking to familiarize yourself with the platform or a seasoned administrator seeking to optimize

your organization’s learning experience, this guide will provide valuable insights and practical tips.

What is Workday Learning?

Workday Learning is a cloud-based learning management system (LMS) that integrates seamlessly with
Workday's other applications. It empowers organizations to deliver personalized learning experiences, track
employee progress, and manage training programs efficiently. With its user-friendly interface, Workday

Learning supports various learning formats, including courses, videos, and social learning opportunities.

Key Features of Workday Learning

Understanding the features of Workday Learning can help you utilize the platform effectively. Here are

some of the key functionalities:
¢ Personalized Learning Paths: Tailor learning experiences based on individual roles, skills, and career
aspirations.

¢ Content Creation and Curation: Create engaging content or curate existing resources from various

sources.

e Analytics and Reporting: Access real-time data on learner progress, course effectiveness, and overall

training impact.

e Social Learning: Facilitate collaboration and knowledge sharing among employees through discussion

forums and peer reviews.

¢ Mobile Accessibility: Access learning materials anytime, anywhere, through mobile devices.



Getting Started with Workday Learning

If you are new to Workday Learning, follow these steps to get started:

1. Accessing Workday Learning

- Log in to your Workday account using your organizational credentials.
- Navigate to the Workday Learning application from the Workday home page.
- Familiarize yourself with the user interface, which includes a dashboard, search bar, and navigation

menu.

2. Setting Up Your Profile

- Click on your profile icon in the upper right corner to access your account settings.
- Fill in your professional details, including your job title, department, and areas of interest.

- Upload a profile picture to enhance your learning community presence.

Exploring Learning Content

Once you have set up your profile, you can start exploring the learning resources available to you.

1. Searching for Courses

Use the search bar at the top of the page to find specific courses or topics. You can refine your search using

filters such as:
- Course type (e.g., instructor-led, online)
- Skill level (e.g., beginner, intermediate, advanced)

- Duration

- Learning path

2. Enrolling in Courses

To enroll in a course:



- Select the desired course from the search results.
- Review the course description, objectives, and prerequisites.

- Click on the "Enroll" button to secure your spot.

3. Tracking Your Progress

Workday Learning allows you to track your learning journey easily:
- Access your learning dashboard to view completed courses, ongoing courses, and recommended learning

paths.

- Check your progress percentage and any upcoming deadlines.

Creating and Managing Learning Content

If you are an administrator or content creator, creating and managing learning materials is a vital part of

your role.

1. Creating a Course

To create a course:

- Navigate to the "Course Management" section.
- Click on "Create New Course."
- Fill in the course details, including title, description, and learning objectives.

- Upload any relevant materials, such as presentations, videos, or documents.

2. Curation of Learning Resources

Curating learning resources involves gathering existing materials from various sources:

- Use the "Curation" feature to compile relevant articles, videos, and other content.
- Organize resources into categories for easy access by learners.

- Regularly update curated content to keep it relevant and engaging.



3. Setting Learning Paths

Learning paths guide employees through a series of courses:
- In the "Learning Paths" section, select "Create New Path."

- Define the path's structure by adding courses, prerequisites, and milestones.

- Assign the learning path to specific employees or groups.

Utilizing Analytics and Reporting

Analytics is crucial for understanding the effectiveness of your learning programs.

1. Accessing Reports

To access reports:
- Navigate to the "Analytics" section within Workday Learning.

- Choose from various report templates, including course completion rates, learner engagement, and skill

assessments.

2. Customizing Reports

You can customize reports to meet your specific needs:

- Select the data you want to include, such as learner demographics or course feedback.

- Save your customized report for future use or share it with stakeholders.

3. Analyzing Data for Continuous Improvement

Utilize the insights gained from analytics to improve your learning programs:

- Identify areas where learners may struggle and adjust course content accordingly.
- Gather feedback from learners to enhance course delivery and relevance.

- Set measurable goals for future learning initiatives based on past performance.



Best Practices for Workday Learning

To maximize the effectiveness of Workday Learning, consider the following best practices:

Encourage Regular Engagement: Foster a culture of continuous learning by encouraging employees

to engage with the platform regularly.

Provide Support Resources: Offer guidance and support to help users navigate the platform
effectively.

Promote Social Learning: Encourage collaboration among employees by using discussion forums and

peer-review features.

Regularly Update Content: Keep learning materials fresh and relevant by regularly reviewing and

updating courses.

Solicit Feedback: Actively seek feedback from users to identify areas for improvement and enhance

the learning experience.

Conclusion

The Workday Learning user guide serves as a valuable resource for users at all levels, helping them
navigate the platform effectively. By understanding the key features, exploring learning content, and
adopting best practices, users can take full advantage of Workday Learning to enhance their skills and
support their organization's learning objectives. Whether you are an employee looking to advance your
career or an administrator aiming to optimize your training programs, mastering Workday Learning will

undoubtedly yield significant benefits.

Frequently Asked Questions

What is Workday Learning?

Workday Learning is a comprehensive learning management system integrated within Workday that

allows organizations to manage employee training, development, and compliance through a single platform.



How can I access the Workday Learning user guide?

You can access the Workday Learning user guide through the Workday Community website or via your

organization's internal resources, which may include a dedicated intranet or training portal.

‘What features are included in the Workday Learning user guide?

The user guide typically includes features such as course creation, enrollment management, reporting tools,

and learner engagement strategies, along with step-by-step instructions for using these functionalities.

Is there a mobile version of Workday Learning, and where can I find its
user guide?

Yes, Workday Learning has a mobile version. The user guide for mobile access can also be found on the

Workday Community site or within the app under help resources.

Can I customize my learning paths in Workday Learning?

Yes, Workday Learning allows users to create and customize learning paths tailored to individual

employee needs, and the user guide provides detailed instructions on how to set this up.

‘What should I do if I encounter issues with Workday Learning?

If you encounter issues, you can consult the troubleshooting section of the user guide, contact your

organization's I'T support, or reach out to Workday's customer support for assistance.

How do I track employee progress in Workday Learning?

You can track employee progress through the reporting features in Workday Learning, where the user

guide outlines how to generate reports and interpret the data.

Are there any video tutorials available for Workday Learning?

Yes, there are often video tutorials available on the Workday Community site and within the application

itself, which supplement the user guide and provide visual assistance in navigating the system.
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