Performance: Add Training Records to Workday
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ADD TRAINING TO WORKDAY

Log in to Workday from CougarWeb > My Workplace > Workday or via Collin.onelogin.com.
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Effective 9/12/2021 Workday is the place
to enter time, i.e., check-in and check out.

Time Tracking

Don't forget to complete the climate survey by Sept. 15 for a chance to win a
lick here or the banner above to access scholarship for a student of your choice.

This is the last week to participate so don't wait.
Thank you to the 60% who have responded.

Udy Resources site
- Report a Workday issue here. Learn more about the CougarLEAP
Initiative.

=" Employee Dashboard

Your screens and processes may vary
from this document. 1

wo@oy | EDUCATION g&lﬁ%&l



Performance: Add Training Records to Workday

From the Home page:

1. Click the Profile icon in the upper-right corner. Click View Profile.
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Awaiting Your Action

2. Navigate to the blue rectangle on the left-hand side of the screen. Under Actions, select
Career. You may have to click More and scroll down to show this option.
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3. Click Training, and select Add.
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4. Enter the title of the training, conference, webinar, etc.

Add Training

: \
Training Type * | select one v |
Description

Completed On MM/DD/YYYY [

Training Duration

Remove

5. Select a Training Type.

select one v

‘ select one

Classroom
Compliance
Document Based
On the Job

Web Based

6. Enter a brief description, the date, and the duration of the training. Select Submit at the
bottom of the screen.
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