Workday Learning

Workday Learning allows you to submit requests for courses you would like
to take and notifies you when you have been enrolled in a course that you
need to complete. Click on the hyperlink to go to the section you need:

e How to search for courses by topic

e Howto enrollin a Workday Learning course

e How to access the Workday Learning courses you enrolled in or

are assigned to you

e How to drop an optional Workday Course

e How to find and view your Transcripts, Completed Training, and

Certifications

HOW TO SEARCH FOR COURSES BY TOPIC:

1. Click on Menu and then click on the Learning app

Welco

Awaitinction

N

workday. | EDUCATION

I®WA. | DOT

2. Scroll down and click on the Browse Topics link

= wew

1WA Q et oo e s

Learning I

What will you learn today?
) Leaming Home
I My Leaming
A

[Q Discover
Explore the Learning Catalog

Browse and filter content to find what you need

»9

Browse Learning >

Browse Learning Topics
@ Use topics o find a wide range of leaming content.

Browse Topics >

3. Click onthe Topic to get a list of the associated courses
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4. View the list of courses available

=wew | QA Q search 0o 0 @ AI

Browse Leaning Content &3

Current Search AED PHILIPS HEARTSTART Online Traiing
save Clear Al

© Access Type

> Content Provider v
> Created by Worker == Choluais by
~ Topic
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Workday Learning

HOW TO ENROLL IN A WORKDAY LEARNING COURSE 3. Enterthe name of the course you would like to take and click Search

oA g > PP s

= menu

Enrollment steps vary by the course format (In-Person or Self-Directed).

Browse Learning Content e

For In-Person Courses:

1. Click on Menu and then click on the Learning app

NET 6 SDK

Current Search inced Exploration: Attributes

~ Access Type

> Content Provider

4. Click onthe course icon or name

Browse Learning Content &a

strategies for work Search

2. Scrolldown and click on the Browse Learning link

Learning

What will you learn today?

Required for You (_vensio) ) i
> Content Provider 2lessons - 3 enrolled

Q e

e i HEE = oss 2 e G e > Course Offering Locations w Confidence-Building Strategies for Work and Life
i MW“ f’i:,:wc:"':"a’:;::?:‘e‘"m 7 5. Read the course description and click on the Select Offering button
; ; ‘
‘‘‘‘‘‘‘‘ o T . y
& Strategies for Achieving Work/Life
. Balance

% Do you feel as if you'e too busy to enjoy your own life? Are you ready to discover what is important and
= how to make time for things that matter most at home and at work? The Windshield and the Rearview
= Mirror provides employees vith a variety of strategies that will support them in determining thelr priorities =

Note: This link is also found in the Discover tab. 2 2 how 0 spend tht tme, esaling n a nowound peace of min. partipantswilcam how 0

I transform ideas into action and enjoy a lfetime of satisfaction! This is a workshop much different from

% showall v

Learning I« Lessons Delivery Mode

Discover 2

Lessons in This Course Additional Course Details

{3 Learning Home

Lessons in This Course Completed 072

11 My Learning

Explore the Learning Catalog

Browse and filter content to find what you need.
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Workday Learning

6. Click the Select Offering box next to the course with the time/date you

would like to take the course and click OK

Select Offering

Strategies for Achieving Work/Life Balance

Location Availabity
Hoover Building - Des Moines 7 0utof 10 Seats Available
Hoover Buikding - D 100utof 105 fabl

Saved Filters | select one v

Offering Number  Price

MTSWLO12 Price il
snouso

WSO pree
oo
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7. Review your selection and click Submit

& Review

Strategies for Achieving Work/Life Balance

Lesson Details

Lesson Overview 2 items

Lesson Title Lesson Type Lesson Date Lesson Location

Strategies for Achieving

in Person Classroom (Instructor | Sep10,8:30 AM-Sep 10,430 | Hoo
Work/Life Balance Led) M

Building -

Oct 31, 8:30 AM - Oct 31, 4:30

Des Moines, |A 50319

Des Moines

Course Details

enter your comment

I®OWA | DOT W@OY@ | EDUCATION

8. Apop-up You have submitted displays. The course shows as Pending

Approval for DOT employees (External Users do not have the Pending
Approval process)

You have submitted

Strategies for Ac | veses
Balance

B B

Do you feel as if you'e too busy to enjoy your own life? Are you ready to discover what is important and
how to make time for things that matter most at home and at work? The Windshield and the Rearview
Mirror provides employees with a variety of strategies that will support them in determining their priorities
and how to spend their time, resulting in a newfound peace of mind. Participants wil learn how to

transform ideas into action and enjoy a lifetime of satisfaction! This is a workshop much different from :
Show All v

B

Lessons Delivery Mode
2 In-Person
Lessons in This Course Additional Course Details
o [ Save
Lessons in This Course

Completed 072

9. Oncethe course is approved for you to take, click here and follow the
steps in the How to access the Workday Learning courses you
enrolled in or are assigned to you

For Self-Directed Courses:

These courses are video-based and not led by an instructor.

1. Click on Menu and then click on the Learning app

Welcol
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Workday Learning

2. Click onthe Browse Learning link

Learning

What will you learn today?

Browse Leaming Content @

Ve ae @

@  Etore the Leaming Catalog
o o fng what you need

Note: This link is also found in the Discover tab.

Learning le D
Iscover

{7 Learning Home

11 My Leamning

Explore the Learning Catalog

Browse and filter content to find what you need

3. Type a keyword in the Browse Learning Content search bar

(a)
oA Q seaeh

= MENU

D o =2 &

Browse Learning Content =

(,| plovind |

| search H

Note: You can also scroll down and click on a facet (e.g., Topic) for ===
a listing of courses related to the topic.
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workday. | EDUCATION
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Language p— .
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SafetyCare: How to Clean SafetyCare: Fire Prevention SafetyCare: Bloodborne Emerc
up Blood & Body Fluid.. Measures [Safety short] Pathogens - Managing th... osHA == .
S e CEETTET T T

4. Click on the course you would like to take

Browse Learning Content &n

TR
plowing & Search )
_ /

Current Search [ @ course | Tow Plow

save Clear All

 Access Type

> Content Provider 1lesson « 1 envolled

5. Once you have read the course description, click on the Start Course
button

= vew Iawa Q search D 0 @ a

= TTSWO13 Proper Plowing Techniques

m = The Proper Plowing Techniques training program uses video, illustrations, photography, and narrationto &

e highways, one-way streets, traffic circles, and other situations. The eight units in this module cover
I+ Unit 1: Pre-season Preparation
% - Unit 2: Pre-trip Preparation.

Lessons Delivery Mode

Lessons in This Course  Additional Course Details. 1 Self-Directed

Lessons in This Course Completed  O/1
[ save
1 TTSWO13 Proper Plowing Techniques ioda
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Workday Learning

6. Click the Launch Content button to begin the course

= MENU I:;g.’rA Q search
« TTSWO13 Proper Plowing Techniques

Course

TTSWO13 Proper Plowing Techniques

© This is a content package. It will open in a new window, and may include multiple pages, types of
content, and its own navigation. When you finish viewing the entire content package, close the window
and return here.

O 0 & a

1 TTSWO13 Proper Plowing Techniqu...
Media

Note: If a Popup Blocked message displays, you need to disable
popup blockers. Steps may vary based on your browser.

Math Basics Series

SHiceMenu | #Previous = M Next = XCoseltem = fRetumtoLMS

Course Menu

(1) Math Basics Series
[ Module 1
Module 2
Module 3
Module 4
Module 5
Module 6

Module 8

0000000000

Module 11

0

Module 7 Popup Blocked

Module 9 We attempted to launch your course in a new window, but a popup blocker is preventing it from opening. Please
Module 10 disable popup blockers for this site

Launch Course

For Chrome: (Edge will have similar steps)

a. Click More or the three vertical dots in the top right corner

€« > CcQ wds-media workdayedn.com/sc

O sollanding @ DOTnet {y DOTWD iy P

* {4 WDSandbox {(y WD Tenantd (Y PostProducton {

Math Basics Series

wwe. % w0 81 0[]

» | [ AllBookmarks

SHideMenu = #Previous = W Next = XCloseltem | fRetumtoLMS

Course Menu

() Matn Basics Seres
) Modue1

0 woue2

O Modie3

) voties

0 woues

0O Modies

) Modie?

Popup Blocked

IOWA | DOT

N

workday. | EDUCATION

b. Click Settings (towards bottom of pop-up box)

CutsshiftsDel

- wox 4

cutep

B Managed by your organization

c. Click on the Privacy and security tab (left side of page)

D)

€ > C A ®dome
O Sollanding @ DOTet {y DOTWD nant {y WDSandbox {§ WDTenantd ) Post Production  (y WDResCtr (y WD Leaming Ctr g Trmg Coord Hub I
@ Settings (q e setiogs
A Youand Google
B Autofill and passwords You and Google
°
@
@
Q  Search engine
7]

D Default browser
O onstartup

npertboo
@ Lanouas

d. Click Site Settings

€5 ca B

O seilanting @ 00Tt 00TWD .

cion WD RS Cu G WO Leaming O

@ Settings [p—

mo® +0 @@ "

o

G recoarr 0
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Workday Learning

e. Scroll down and click Pop-up and redirects 7. Click Launch Course

~ . Math Basics Series SHideMenu | WPrevious | W Next | XCloseltem | fRetumtoLMs
€ 3 0 a G0 # HellQ IS @ E
O selaniog @S0t DOTHD v Tty WS DTt ) PPrdcion  WORen G WOl Gy T Comdils B A ? B Owge®  » | (3 Mo Course Menu
@ seing (] Math Basics Sories
O Moduie1
P—— O Mose2
- O Modes
O modes
° O moies
@ - 0 Moties
() Modue? Popup Blocked
i ) Moaues
. [ Mosies We attempted to launch your course in a new window, but a popup blocker is preventing it from opening. Please
- O Mosseto disable popup blockers for this site
= O Mote
© ovvem
Ly
Pa—
X i
Py —

FaTa—}

i . 8. The course will display in a pop-up box. Click the box icon in the top,
right corner to expand the box

f. Select the Sites can send pop-ups and use redirects

A Settings - Pop-ups and redirect X

€ 9 C R ®Chome chromey/settings/content/popups

orm/static/f/X9TY/c/CFATOCE: GalbwmLhSRN204hcmHGVoa2ir8/extracted/index |

Q Sollanding (@ DOTnet {yj DOTWD  {y PreviewTenant {y WD Sandbox {y WDTenant@ () PostProduction {y WDResCtr {y WD learningCtr {y Tmg Coord Hub  E

Settings Q Search settings

You and Google € Pop-ups and redirects Q Search

Autofill and passwords
Sites might send pop-ups to show ads, or use redirects 1o lead you to websites you may not want to visit

Privacy and security

Default behavior
Performance

Sites automatically follow this setting when you visit them
Experimental Al

@ [ sites can send pop-ups and use redirects

Appearance

Search engine @ & Don'tallow sites to send pop-ups or use redirects.

Ipeo@emn-@

g. Close the window to return to your Workday page 9. Complete the modules/training course

8 Settings - Pop-ups and redirec:
E-_ T Q s oo e

a
Ch h tt ent, . "
€ 2 C @ §Come chiomey/settings/content/popups  TTSWOT13 Proper Plowing Techniques
Course
Q sollanding (@ DOTnet  {y DOTWD iy PreviewTenant {y WD Sandbox iy WDTenantd (J PostProduction (y WDResCtr iy WD LleamingCtr {5 Trng Coord Hub I3
@ SO o Pl e
e
@ Settings Bl G it Course Completed!
& Youand Google € Pop-ups and redirects Q Search
—_— \
’ N N #
B Autofill and passwords N '
Sites might send pop-ups to show ads, or use redirects to lead you to websites you may not want to visit N
@  Privacy and security h '
‘
Default behavior 3
(& Performance e
Sites automatically follow this setting when you visit them
+  Experimental Al T e T T PP T PP PP PP PIT T
& sits H
@  Appearance -
1 1 1
Q. search engine O B& Don't allow sites to send pop-ups or use redirects m
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Workday Learning

HOW TO ACCESS THE WORKDAY LEARNING COURSES YOU
ENROLLED IN OR ARE ASSIGNED TO YOU

You will receive an email and a Workday Notification (bell icon) when a
Workday Learning course is assigned to you.

1. Click on the Notification icon

Here's What's Happening

It's Tuesday, June 11, 2024

2. Click onthe Enroll in Content item to find the name of the Workday
Learning Course you need to take

Q search

Notifications

Enroll in Content for Manager Enroll: SafetyCare: Burns

Viewing: Al Sort By: Newest

Semstasatie 21 second(s) ago

Enrollin Content for Manager Enroll: SafetyCare
Details  Enrollin Content for Manager Enroll: SafetyCare: Bums
This b ess was Completed on 06/17/2024. C

21 second(s) ago

3. Click on Menu and then click on the Learning app

Welcol

Awaitinetion

N\

workday. | EDUCATION

IOWA | DOT

4. The Learning Home Page will display the courses that you are required
to take. Click on the course you want to take

=wew QWA Q search 0O 0 & a

Learning
’ What will you learn today?

@ Learning Home

0 MyLeaming

[ Discover Required for You (_ viewai )

00 7421, 2024 BOUE S, 23,2024 000 7 an 29,2024 a0

SafetyCare: Ergonomics L e safety (> )

T — Bloodborne Pathogens SafetyCare: Machine .
;;;;;; lessan Guards

ViewGourse @ ; View Gouse @ " ViewGouse @ i Vi

@ Exvlore the Leaming Catalog
Browse and filter content o find what you need " |
—————

5. C(lick on Start Course

= meny 1w Q search 0O 0 @ &
Q
Bloodborne Pathogens
o © This course is required for you
©

Bloodborne Pathogens

Lessons in This Course ompleted 011
1 Self-Directed
1 Bloodborne Pathogens > Media
R save
No longer want to take this course?
© prop Course
Job Aid steps / screen shots may change with future releases / updates. 7

Last updated 7/29/2024
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6. Click Launch Content

1oWA

= meny DOT Q

« Bloodborne Pathogens

Bloodborne Pathogens

© This s a content package. It will open in a new window, a

clude multiple pages, types of

content, and its own navigation. When you finish viewing the er ent package, close the window

and return here.

1, Bloodbome Pathogens

O 40 B8 a

Note: If a Popup Blocked message displays, you need to disable
popup blockers. Click here to go to steps to disable popup blocker

in Chrome.

.

]

)

[ Moauios
0 voauke? Popup Blocked
[ Motk

I
§5

isable popup blockers for this site.

00

Module 11

Math Basics Serles SHideMenu  WPrevious | W Next

We attempted to launch your course in a new window, but a popup blocker s preventing it from opening. Please
d

X Closeem | #Rewm to LS

7. Complete the modules/videos/course content

1WA

= MENU DOT

Q search

« Bloodborne Pathogens

Course

Course Completed!

o Pa

° Bloodborne Pathogens
Med

&
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HOW TO DROP AN OPTIONAL WORKDAY COURSE

If you voluntarily enroll in a Workday Learning Course and decide not to

take the course, you can drop the course. Note, however, that you cannot

drop a Required course.

1. Click My Learning in the left-side panel and then click on the course

you would like to drop

= 1oWA
= menu por

Learning

My Learning

@ Learing Home

M MyLeaming

(9 Discover

Continue Learning K View More )

7k

.NET 6: First Look

INPROGRESS. Math Basics Series for

Highway Technicians

SafetyCare: Burns

00093

B0vE FrJun 28,2024

NOTSTARTED

SafetyCare: Machine
Guards

2. Click Drop Course

= 1oWA
= ew
= wme DOT Q search
& .NET 6: First Look
@ s st vt h eleasof NET & means o devloer Jo nsuctor Mt i i ocs
Q —the first to include the unified .NET platform—includ hance the web, desktop, and
= cross-platform application development experience. Learn about the .NET Multi-Application User
Topcs
LinkedIn® Learning T
1hour
Togs
oftware Development - Engl Date Added
o0
R save
ot

DO‘B&

Content Provider

Linkedin Learning
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Workday Learning

3. C(lickinthe Drop Reason field and the click All Reasons HOW TO FIND AND VIEW YOUR TRANSCRIPTS, COMPLETED
TRAINING, AND CERTIFICATIONS
Drop Learning Enroliment X Drop Learning Enroliment X
a. Workday Learning Transcripts
NET 6: First Look (== NET 6: First Look _+=+
oropReason | =}t DPR';‘%' ;{ b. Workday Career > Learning (Workday Learning Courses)

o

Workday Career > Training (DOTU courses)

=D

d. Workday Career > Certifications (non-DOT courses — FEMA, CPA,
etc.) and Workday Learning Certifications

4. Selectthe most appropriate option and click OK

& All Reasons D L ing Enroll L X ‘
. ¥ rop Learning Enrolimen H H
Drop Learningpesyresssspysmmuren 1. Workday Learning Transcripts
NET 6: First L{| )1 Reasors NET & st Look
— I — ;. pr——— 33 a. Click on Menu and then click on Learning app
s

=)
-
Welcol
5. Click Submit Note: If you receive an
x Alert, click Submit again.
A:‘::: :::t:::v e Drop Learning Enrollment X

NET 6: First Look

b. Click My Learning (left side panel)

— o |
= |
QE .................................... - I;‘\%'A o - 00 o

Learning I+

What will you learn today?

@ Learning Home.

(S Discover Required for You

Notifications

Drop Learning Enroliment: .NET 6: First Look

20 hour(s) ago

Drop Leaming Enrollment: .NET 6: First Look
This business process was Comp 18/2024. Details  Drop Learning Enrollment: NET 6: First Look

20 hour(s) ago
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Workday Learning

c. Clickon View Learning Transcript

2. Workday Career > Learning (Workday Learning Courses)

=won | QWA Q search
Learning [ )
My Learning
@) Learning Home
: b, [ —
Mylemng  Continue Learning ( viewmore
@ MyLeaming Continue Learning (_Vien D
[ Discover
00
SafetyCare: Burns Math Basics Series for AOTEDES;
Highway Technicians SafetyCare: Machine
Guards
> -t i || Vecwnss ®

o Pa

Al Ac
Respo

s a. Click on your Profile picture / cloud / person icon

= ey ";(‘?’TA Gl sern o ®a

Here's What's Happening It's Tuesday, June 11,2024

b. Click on View Profile

DQOEBI

2

April Showers (99980)

View Profile

osn7720
Date Enralled Completion status
061772024

061372024 ner

Dot Treck
Anendance s
DoNot Treck
Dot Treck

Date Envoled e
Emvolea 0611772022 Jeted 0611772024 DoNot Track
031407 PM
a Digal C Envl 0671372004 Completed 0611872024 Do Not Track
100849 A1

o

rade

{2 Home
aE-en. @50 8 My Account >
Score | Record Type Yy Favorites

B3 Drive

AE=wkm. BE

Score Recard Type.

i c. Click onthe Career tab (left side panel)

0 Envolment

A= EE

Score  Record Type

o Emolmen: April Showers (99980) @

Worke Bee

£7 Maintenance Job Details

Employee D

0 Envliment

Upcoming Absences
No upcoming absences in the next 30 days.

N\

8 Jabprofie
Employee Type
Management Level
Time Type
e

=]
o}
)
]
=]
B
a
&
B
*

Contact Informatid
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Workday Learning

d. Click onthe Learning tab (top of page) to view your Workday
Learning Courses

= 1owA
= Meny DOT Q search a

April Showers (99980)

we  Dsemoled  CompleonStates

Enclea [ pr—

¥

os1e | Norstaned Do ot Track o eolme

D eOBErEOROE D

3. Workday Career > Training (DOTU courses)

a. Click on your Profile picture / cloud / person icon

Here's What's Happening

It's Tuesday, June 11,2024

b. Click on View Profile

o P e a
A

April Showers (99980)

Home
My Account >

Favorites

o =% r 2

Drive

IOWA | DOT

N

workday. | EDUCATION

C.

Click on the Career tab (left side panel)

= meny

April Showers (99980) L R &

=]
o}
)
(]
=]
B
a
o}

¥ @

d.

o
‘oot Q searh
Cost Center

7750 District 7 Maintenance Job Details
Worker Bee.

Upcoming Absences

No upcoming absences in the next 20 days.

Time n Job Prfie

Contact Informatid

Click on the Training tab (top of page) to view your DOTU courses

= menu

April Showers (99980)

oo
&

=]
o]
]
i}
5]
]
&
&
E
*

"‘;‘\;‘4‘ Q search o ®a

Careerinterests ~ Jobinterests  Certfications Education  JobHistory  Languages  Leaming  Achievements

&

Vorersee
Training 157 zems aE=mo. 26
SafetyCare: Chemical Safety On-Line Training Course. 04/03/2024
ii'.?iff" Job Safety On-Line Training Course 04/03/2024
tems erpge [0+ s 5w [1 |etes
Job Aid steps / screen shots may change with future releases / updates. 11

Last updated 7/29/2024




Workday Learning

4. Workday Career > Certifications (non-DOT courses - FEMA, CPA, etc.)

and Workday Learning Certifications

a. Click on your Profile picture / cloud / person icon

= vew oot Q search o ®a B

Here's What's Happening It's Tuesday, June 11,2024

b. Click on View Profile

DIP@B
A

April Showers (99980)

View Profile

Home

My Account >

Favorites

o = rk 2

Drive

c. Click onthe Career tab (left side panel)

Q search

g CostCenter i
" 7750 District 7 Maintenance Job Details

April Showers (99980) @

Worker Bee

Upcoming Absences

No upcoming absences in the next 30 days,

=]
o}
©
]
g
B
a
@

Timein Job Profie

Contact Informatid

I®OWA | DOT W@OY@ | EDUCATION

¥ M

d. Click on the Certifications tab (top of page) to view (or add) non-

DOT courses (e.g., FEMA, CPA, etc.) and certifications earned
through Workday Learning

1OWA
DoT

Q search [o] 19 8 &

CareerInterests Job Interests

] CaD)
= e )
o]
©
=] FIRST AID INSTITUTE - AHA Cean ) (CRemove )
8 — —
B ' Training - DOT DOT Maintenance 172772017 /3172018 Edt ( Remove )
a
o]
o]
b4
:( A )
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