Learning: Navigating the Learning App Employee as Self

Learning App Navigation

The Workday Learning app is now the university’s Learning Management System (LMS). The app will allow users to access a variety of courses, bot
required and optional. As courses are added to the LMS, users will be able to browse and select from various options.

1. From the USFWork’'s home page, click the View All Apps link located in Your Top Apps block.

Your Top Apps

oo View All Apps
q Benefits and Pay

2. Choose the Learning app.

& Talent and Performance

v Learning

3. You will be taken to your Learning Home Page. The home page includes links to My Learning which will provide details on courses you are
registered for, are in progress with, or have completed. The Discover link allows you to browse available content.

= MENU SF k Q Search

Learning -

What will you learn today?

{2 Learning Home

[0 My Learning |

9 Discover | Based on Your Interests

Customize your Learning pages by choosing multiple topics that interest you.

Add Preferences
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4. If you have required courses that have been assigned to you they will appear on the Learning Home Page.
What will you learn today?

Required for You

HR Hiring Guidelines

1 0f 3 mandatory lessons completed

Gotolesson2 —»

5. The Add Preferences link on the Learning Home page allows you to customize your interests based on the available topics listed in the
dropdown menu. Click OK at the bottom of the page once you make your selection.

Learning Preferences

Select topics of interest to customize your learning dashboard.

Learning and Development

What Topics Interest You? Search

X Learning and Development

6. Click the My Learning link to view your learning activity. Here you can view your learning history, drop an enrollment, and personalize your
preferences.

My Learning

—~—1 View Your Learning History

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

View Learning Transcript =

@ Need to Drop an Enroliment?

Drop enrcliments for your learning content quickly and easily.

Drop Enrollment -

Personalize Your Learning Preferences

j?; See learning content based on topics that interest you.

Personalize Preferences —»
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How to View Your Transcript
1. Click the View My Transcript link to view your learning history.

-— View Your Learning History
o —
i Access your learning transcript to view a record of your learning history.

I View LearningTranscriEt > I

2. You will be able to view the courses you are registered for but have not yet started, courses where you are in progress, and courses you have
completed. Details include the content type, date enrolled, and date completed. You can also print your transcript using the print icon on the top
right of the page.

My Transcript
Not Started 0items I *:] = [ =]
Name Content Type Registration Status Date Enrolled Completion Status Attendance Status Grade Score Record Type

No items available.

In Progress 1 item I & =ik @ S E
Name Content Type Registration Status Date Enrolled Completion Status Attendance Status Grade Score  Record Type
Q HR Hiring Guidelines Course Offering Enrolled 09/13/2023 In Progress Do Not Track 0 Enrollment
Learning History 0 items I “:l = ﬂI]I:I E L E
Name Content Type Registration Status Date Enrolled Completion Status Attendance Status Grade Score Record Type

No items available.
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How to Drop Enroliment
1. Click the Drop Enrollment link to initiate a course drop. NOTE: You cannot drop a course that has been assigned to you as required learning.

Need to Drop an Enrollment?

Drop enrollments for your learning content quickly and easily.

Drop Enrollment -

2. Choose the course you would like to drop from the menu of courses you are enrolled in. Then click OK if you are ready to drop the course or

Cancel if you change your mind.
Drop Learning Enrollment .
rop Learning Enrofmen Drop Learning Enrollment >

Program or Course *

rogram or Course * | X HR Hiring Guidelines -

3. If you attempt to drop a required course you will receive the following message:

< Drop Learning Enrollment X

HR Hiring Guidelines

You are not able to drop this content. - Condition Rule You cannot drop a required course
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How to Personalize Your Preferences

1. Click on the Personalize Preferences link.

Personalize Your Learning Preferences
E/; See learning content based on topics that interest you.

Personalize Preferences —>

2. Choose a Topic from the dropdown menu. Click OK at the bottom of the page.
Learning Preferences Learning Preferences

. . . . Select topics of interest to customize your learning dashboard.
Select topics of interest to customize your learning dashboard. P Y g

What Topics Interest You? X Required Training

What Topics Interest You? Search

Search

| | Learning and Development -
T |_| Learning and Development

|:| Required Training

Required Training

How to Use the Discover Link (And Enroll in Courses)

1. Click on the Discover link from the Learning Home page.

Learning

{n] Learning Home

[(I1 My Learning

E2 Discover
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2. The Discover Home page will populate. From this page you will be able to explore the Learning Catalog and enroll in courses, browse Learning
Topics and, add preferred topics.

Discover

Explore the Learning Catalog

Browse and filter content to find what you need.

Browse Learning Topics
Use topics to find a wide range of learning content.
Browse Topics -

Based on Your Interests

Customize your Learnin

ages by choosing multiple topics that interest you.

3. Click the Browse Learning link to explore the catalog of courses and to enroll in courses. The page will also show any courses that you are
currently enrolled in. Click on the course to enroll.

Browse Learning Content gm

Q search

Saved Searches

HR Hiring Guidelines

Hiring course

Current Search [ = Course I8
o .

v Access Type

(0) + 25 minutes - 1 enrolled

=
| Requires Enroliment (2) Title IX

Building communities. Title IX and the Clery Act
| onDemand (1)

> Content Provider (0) * 60 minutes * 0 enrolled
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4. Click the Enroll button to enroll in the course. The course link includes additional information about the course such as how many lessons are
included, duration, and delivery mode.

Title IX 7“'.
7

Building communities. Title IX and the Clery Act.

Lessons in This Course Additional Course Details
Lessons in This Course —
1 Title IX Video Course Duration Lessons
Macks 60 minutes 1
Delivery Mode
Self-Directed

5. Review the enrollment and then either click Submit or Cancel. You will receive confirmation that you have submitted your enroliment. Click
Done.

Review X

Title IX

You have submitted
Building communities. Title [X and the Clery Act.

Lessons 1 item =m0 B Enroll in Content: Title IX

Lesson Type

Title IX Video Course Media @

Process Successfully Completed

enter your comment

> Details and Process

4 ]
) (oo ==
Submit | [
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6. You will be automatically returned to the course enrollment page where you will be able to start the course. Click Start Course to begin. Your
progress and completions will be recorded in your Learning Transcript. You can stop the course at any point and Workday will bring you back to

where you left off in the course.

Title IX /
itle ’..'

Building communities. Title IX and the Clery Act.

Lessons in This Course Additional Course Details

Lessons in This Course Completed ~ 0/1

NOT STARTED

1 Title IX Video Course - Media
Duration Lessons

60 minutes 1

Delivery Mode
Self-Directed

Comments
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