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This guide will explain how to add Training to your Workday Career Profile.
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1.Go to your Profile in Workday by
clicking on your profile icon at the
top right and click View Profile
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2. On the left side of the screen, click on Career
3. Click the Training tab at the top
Prafessional Profile Interests My Job Applications Talent Pools for Worke Mare -

none entened
8
&
@
8
&
B
a
@
®
1& ( Add ->

- )
Continued on ’%,%
next page \ﬁ 1 Confidential ©2023 Workday, Inc.



workday. |

4. Click the Training tab at the top
1.To add training click on Add at the bottom of the screen
a.Training: Enter in the name of the training
b.Training Type: Select the Training Type from the drop down
c.Completed On: Enter the date you took the training
d. You can include a description and training duration if you
would like.

5. Click Submit once you have filled out the fields and are ready to
save the training record
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