
Workday Learning
Reports for verifying training completion



From the Menu, click My Learning



Scroll down and click View Learning 
Transcript



Scroll to Learning History



Find the offering and click the view icon.



Click the PDF
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Click Download
Note: The exported document will be a PDF copy 
of the single learning offering, including 
completion date. It is not in the form of a 
certificate. If you would like to have a certificate, 
check out the next slides.



Before you can print or download a 
certificate for your learning activities, you will 
need to add a shortcut. The following slides 
will demonstrate how.

You will only have to add this shortcut once.



On the Workday Menu, click Shortcuts



Click Add Shortcuts



In the Find Shortcuts box, type 6923 and click the 
plus sign beside the Print Course Completion 
Certificate.



When you are ready to generate a certificate for 
your learning, click Shortcuts, then Print 
Course Completion Certificate 6923



Type your 
name in the 
Worker 
field. 

Click OK.
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You will once again see the PDF icon in the 
upper right-hand  corner.

Note: Clicking the icon will create a PDF for all 
listed educational offerings.

If you want a particular offering, you will need to 
use dates and filters.
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