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OREGON DEPARTMEL\IT OF
Human Services

Create a New Workday Learning Account

This job aid explains how a Partner or Provide of the Oregon Department of Human
Services (ODHS) who needs to take training with the state (called an Extended
Enterprise Learner) creates a new Workday Learning account.

Why this might be important to you

Before someone who is not a state employee can take training through the state’s
learning management system called Workday, they must first create a Workday
Learning account.

How to Create a New Workday Learning Account

1. As part of your onboarding process, you should have been asked if you
already have a Workday Learning account from prior employment or
engagement with a state agency.

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 you already have a previous state Workday Learning account, the person
helping you with onboarding to your new role should have your previous
account updated with your current information. You will not need to create a
new account.
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2. If you do not have a prior account in Workday, you will create one in one of
the two following ways:

a. The person helping to onboard you in your new role will give you an
onboarding packet with a link specific to the new organization you work
for or job you have. Click that link, then continue to Step 3 below.

b. If you have not received a link specific to the new organization you work
for, click one of the links below to create an account associated with the
ODHS Program you provide your services through. If you are unsure,
please ask your supervisor. Selecting the wrong ODHS Program could
slow your account approval process.

e Aqing and People with Disabilities (APD)
e Child Welfare
o ICPC
ILP
Resource/Adoptive Parents
Treatment Services
Tribes
o All other services
Office of Developmental Disabilities Services (ODDS)
Office of Training Investigations & Safety (OTIS)
Self-Sufficiency Programs (SSP)
e Vocational Rehabilitation (VR)
Once you click one of these links, continue to Step 3 below.

0 O O O

If you or your supervisor are not sure of the ODHS Program you provide your
services through, make your best guess. If you need to be switched to a
different Program, ODHS staff will work with you through that process.
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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
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3. Your first step will be to select the country you live in. Select the United States
and click the Next Step button.

Register to Learn

STEP 10f2

Country*

United States of America v

o

workday.
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4. Onthe STEP 2 of 2 screen, enter your first name (given name), last name
(surname), and email address you want associated with this account. In the
future, you will need to access this email account to reset your password. Click
the Submit Registration button to complete your request for a new account.

Register to Learn

STEP  20f2

Last Name *

Smith ‘

Email *

| JoSmith@nonajme.abc |

Submit Registration

« Back to Previous Step

7N\
workday.
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5. The last screen you will see tells you (1) you've successfully completed the
account request, and (2) the next step is that your request needs to be
approved. New account approvals can take up to 3-5 business days to
process — though most are approved in less than 24 hours.

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.

AT
workday.

® 2022 Workday, Inc.

Once your account is approved, you can start taking training in Workday
Learning.

*** END OF JOB AID * * *
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