Workday Learning

Reports for verifying training completion



From the Menu, click My Learning
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Scroll down and click View Learning
Transcript

Need to Drop an Enroliment?
. Drop enrollments for your learning content quickly and easily.

Drop Enroliment -

o View Your Learning History

e Access your learning transcript to view a record of your learning history.

‘ View Learning Transcript %‘

View Your Waitlists

Access to see all your waitlisted courses.

View Your Waitlists =
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Find the offering and click the view icon.
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Click the PDF

View Learning Enrollment WD User -CTSI staff Continued Competence Test (-2

Learning Content CTslI staff Continued Competence Test
person WD User

Organization Operations - General Operations
Completion Status Completed

Learning Enrollment Completion Moment  07/16/2025 02:14:51 PM
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a
Lesson Tracking Status Score  Lesson Grade Completion Date and Time
CTSI Staff Continued Competence Test Completed 96 Passed 07/16/202502:14:51 PM



Click Download

Note: The exported document will be a PDF copy
of the single learning offering, including
completion date. Itis not in the form of a
certificate. If you would like to have a certificate,

Export Document 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
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Click Add Shortcuts

Menu Shortcuts

Use Shortcuts to save reports, tasks, and
external links here.

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

¢ Back to Menu X

Add Shortcuts

Add tasks, reports and external links to your menu.
A max of 10 Shortcuts can be configured.
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When you are ready to generate a certificate for
your learning, click Shortcuts, then Print
Course Completion Certificate 6923
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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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