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workday.

Add/Manage Education

Overview

This job aid outlines how employees can Add or Manage (Update) education history within their
Workday profile.

Add/Manage Education

1. From the Workday Landing Page, select View All Apps.
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2. Select the Performance application.
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3. From the View menu, select Skills and Experience.
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4. Select the Education tab.
W

View Skills and Experience

Position P-000102-00 Housekeeper - PM

Skills Job History Education Training

Edit

5. Select Add at the bottom of the screen to add to your education details. Click on
“Attachments” to attach a transcript.

Degree

Degree Received

Add Education

select one v
If you have a copy of your transcripts, |
please add in the Attachments section Field of Study
below. | = |
First Year Attended
Country *

Last Year Attended

¢ United States of America [ = | |

School * Grade Average

If you can't find the School, check this box
and enter it manually
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> Afttachments

a. Select Add to add another degree or submit
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6. Select Edit next to the information currently in Workday if you wish to make updates.

My Job Applications Education Job History Skills Training Learning
Turn on the new tables view ()
Education 1item x:] =[S
School Degree Field of Study

University of Chicago PhD Political Science Edit Remove




