OREGON DEPARTME[\IT OF
Human Services

How an EELearner Creates a New Account
Affiliation Manager Training

Objective: This article is to help an Affiliation Manager understand how
someone creates an Extended Enterprise Learner (EELearner) Workday
account in their sub-affiliation. This is not intended as instruction for an
EELearner.

Why this is important to you: Before learning to support an EELearner in
their learning and account update needs, it is important to understand how
an account is created and your role as an Affiliation Manager in that
process.

Terms: To understand your abilities as an Affiliation Manager in this task,
it's important to understand the terms upstream and downstream in the
context of your role. As an Affiliation Manager, you sit at a particular spot in
an agency’s organization chart. You have parts of the org chart above you
— or upstream, and parts of the org chart below you — or downstream. In
your Affiliation Manager role, you can only see and change things at your
position and downstream from you. You cannot see anything upstream
from where you serve. For example, if you are an Affiliation Manager at
position 1 in the illustration shown below, then you can see and edit
EELearners in the three partner organizations downstream of you. If you
are at position 2, you are already in a most downstream category; you can
only edit EELearners in your partner organization.
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How an EELearner creates a new account
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The person needing to create a Workday Learning account will follow these
steps:

1. As part of the future EELearner’s onboarding process, ask the them if
they already have a Workday Learning account from prior
employment they’ve had with the state.

NOTE: This must be an Extended Enterprise Learner
(EELearner) account with the state of Oregon; Workday
accounts with county governments or other organizations’
systems will not transfer.
If the new EELearner does have a previous state account, continue
to step 2; if they don’t, go to step 3.

2. Get the first name, last name and email address used on the previous
Workday account with the state. Then, contact your upstream
Affiliation Manager and ask them to update the EELearner’s profile
with (1) your organization’s sub-affiliation, and (2) the new email
address of the EELearner. Once the new EELearner’s account is
updated, they will have access to their previous training records and
be able to take training with your organization. Continue to step 7.

3. If the person does not have a prior account in Workday, AND your
organization has been assigned your own sub-affiliation, give them
the link to your organization’s sub-affiliation. (If your organization has
not yet been assigned a sub-affiliation, go to step 9.) You can find
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that by (1) searching in Workday for View Self-Registration URL.
From that prompt, (2) click the option Extended Enterprise Affiliations
with Active URLs, and (3) then select your sub-affiliation. Click the
OK button to continue.

View Self-Registration URL

Extended Enterprise Affiliations
with Active URLs

ODHS | CW | DO2 | Gresham - Affiliation
HS | CW | DOZ - Affiliation

HS | CW | Partner Org - Affiliation

4. From the View Self-Registration URL page, find the link for someone
to create a Workday Learning account in your sub-affiliation at the
field URL Link as show below.

= meny Q View Self-Registration URL ® o i~

View Self-Registration URL

Self-Registration URL ODHS | CW | DO2 | Gresham - Affiliation

URL Link https://wd5-impl.workday.com/wday/vps/wday/calypso/bootstrap/eex/requestuserbootstrap/oregon1/bbe745fd1d38101a43f0548674f50000
Extended Enterprise Affiliation ~ODHS | CW | DO2 | Gresham - Affiliation R

© schedule URL Activation

Activation Date  05/07/2023 12:00 AM GMT-08:00 Pacific Time (Los Angeles)

Expiration Date  (empty)

5. Share this link with person after you know that they don’t have a
previous state of Oregon account in Workday. When the person
clicks the link, they will start the 2-step registration process by clicking
the Next Step button on step 1 of the Register to Learn screen. All
EELearners will select the United States as their country.
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Register to Learn

STEP  1of2

Country *

United States of America

o

workd\oy.

© 2022 Workday, Inc.

6. On the STEP 2 of 2 screen, the person will enter their first name
(given name), last name (surname), and email address they want
associated with this account. They will need to access this email
account to reset their password. In most cases it is suggested that
the employee use their work email address, but they can choose to
use a personal email account if they wish. Check with your upstream
Affiliation Manager for their recommendation. The person will then
click the Submit Registration button to complete their request for an
account.

Register to Learn

STEP 20of2

First Name *

Joe ‘

Last Name *

Smith ‘

Email *

| JoSmith@nonafme.abc |

7. The last screen the person will see in the process informs them (1)
they’ve successfully completed the account request, and (2) the next
step is that their request needs to be approved. That’'s where you
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come in. Once you approve their account request in Workday, then
they’ll be able to access their account and take training.

Success!
Your account details were submitted.

What's Next

When your account is approved, you'll receive 2
emails with your username and temporary password.

N\
wark d%n y.

8. For instructions on how to approve a request for a new Workday
Learning account, see the article Approve a New EELearner Account.

9. If your organization has not yet been assigned your own sub-
affiliation, share the generic link below to the ODHS program that you

work with:

Aging and People with Disabilities (APD)

Child Welfare

ICPC

ILP

Resource/Adoptive Parents

Treatment Services

Tribes

All other services

Office of Developmental Disabilities Services (ODDS)
Office of Training Investigations & Safety (OTIS)
Self-Sufficiency Programs (SSP)

Vocational Rehabilitation (VR)

0O O O 0O O O

The EELearner will go through the same steps noted above, but their
account will be approved by your upstream Affiliation Manager
instead of by you.
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https://wd5.myworkday.com/wday/vps/wday/calypso/bootstrap/eex/requestuserbootstrap/oregon/94aa0dddad831001c71ada4fd0fc0000
https://wd5.myworkday.com/wday/vps/wday/calypso/bootstrap/eex/requestuserbootstrap/oregon/c1d43be80f5b1001580d48b947230000
https://wd5.myworkday.com/wday/vps/wday/calypso/bootstrap/eex/requestuserbootstrap/oregon/7d46013ca4de100156c0e6edfa470000
https://www.oregon.gov/odhs/providers-partners/foster-care/Pages/workday.aspx
https://wd5.myworkday.com/wday/vps/wday/calypso/bootstrap/eex/requestuserbootstrap/oregon/12e41612b12510011fd276e1f4520000
https://wd5.myworkday.com/wday/vps/wday/calypso/bootstrap/eex/requestuserbootstrap/oregon/dc62e4e61f151000cab3a83948da0000
https://wd5.myworkday.com/wday/vps/wday/calypso/bootstrap/eex/requestuserbootstrap/oregon/b48e297132fe1001c721ef83dbca0000
https://wd5.myworkday.com/wday/vps/wday/calypso/bootstrap/eex/requestuserbootstrap/oregon/b48e297132fe1001c721ef83dbca0000
https://wd5.myworkday.com/wday/vps/wday/calypso/bootstrap/eex/requestuserbootstrap/oregon/404e41a8d53d10021110cd27083e0000
https://wd5.myworkday.com/wday/vps/wday/calypso/bootstrap/eex/requestuserbootstrap/oregon/404e41a8d53d10021110cd27083e0000
https://wd5.myworkday.com/wday/vps/wday/calypso/bootstrap/eex/requestuserbootstrap/oregon/a0e9c494d44210015584ecff7f020000
https://wd5.myworkday.com/wday/vps/wday/calypso/bootstrap/eex/requestuserbootstrap/oregon/94aa0dddad831001c73a01eb8f880000
https://wd5.myworkday.com/wday/vps/wday/calypso/bootstrap/eex/requestuserbootstrap/oregon/94aa0dddad831001c7404e0b98d00000

To request a custom affiliation for your organization, contact your
upstream Affiliation Manager.

That’s how someone requests and receives a new Workday Learning
account.
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