workdayhexcel
Tip sheet: Creating a Profile
A Profile can be created one of two ways. First, you can import their LinkedIn profile to connect with

their Workday profile. If you do not have a LinkedIn profile, the second option would be to create
your Workday profile by manually entering the information.

From your home Dashboard: ~ 7
workday.

Click on your name in the upper right hand corner
to bring up your information. Home gel.Man Qf(700465)

Click View Profile under your name. y

Home

Inbox o

Notifications

Select the Overview tab from the many options
displayed.

Steel, Man Of (700465)

Career Owverview

Career Overview L

Importing from LinkedIn:

The easiest way to complete this task is to click on the Complete your profile in minutes.

Import from LinkedIn button to the right of the screen. Import from Linkedin

Your Workday Profile would like to access

This will automatically redirect to the LinkedIn website some of your LinkedIn info:

where it will ask you for permission to access your profile

. . . . . YOUR FULL PROFILE

information. You will need to |Og In to your LinkedIn Full profile including experience, education, skills, and

recommendations

account.

Sign in to LinkedIn and allow access:

Join Linkedin Forgot your password?

Allow access Linked iT.. "
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After logging in to LinkedIn, the f® Q wo@oy, .7
information will automatically
import into Workday and you will Review Professional Profile Import from LinkedIn Import Professional Profile:
return to your Workday profile Steel, Man Of (700485) |---
page. You will now have the

. . . Skills Education External Job History Summary
opportunity to review this
information. Skills

Already on Workday Profile none entered

Click on the Edit icon to open

eaCh |tem fOI’ edltlng YOU can Imported from Linkedin Skill  Effective Employee Relations G/
also remove entnes from here' Skill Human Resources Management (_—J/
When you are done with this Sk Recniting (4
page, scroll to the bottom to find Skil  Employee Benefts 2
the Orange NeXt bUtton to . Skill  Performance Management Q
advance through each section.

Note: You can also advance between sections by clicking on them in the navigation bar along the
top.

When you have completed all four sections,
click the green Submit button.

This will take you to a process confirmation screen where you should
see the green check mark indicating you are done. Scroll to the

bottom and click the orange Done button to end the task.

Process Successfully Completed

Manually Entering a Profile:

T
To manually enter your profile information, you will access it the Steel, Man Of (700465) .
same way by clicking your name, View Profile and then clicking

the Overview tab.

Career Owerview
You will need to go through each section and input the
information by clicking the +Add link.
Add your Experience, Education and Skills by following the Contact Career Overview
prompts in the screens as you progress through. _ Professional Profile

Experience +add

When you have finished and Education «add
submitted, you will be taken to the
process confirmation screen
showing the green check mark.
Click the orange Done button to
close out the task.

Skills - Add
Process Successfully Completed
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