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How to add a scheduled training to your calendar

Please add Employee and Manager Self-service training
sessions to your calendar using the links

in the tables below.
Instructions:

+ Salact the ragistration ik for the: date and bma that warks best for you.
« Dounload the calendar invitaion fiom Google Difve, open and aceept e

automaticaly loaded to your calencar.
e

1. Review the training schedule e s v,
document and identify which : om—————_— ‘

session(s) you want to add to R
your calendar.

Please add Employee and Manager Self-service training
sessions to your calendar using the links
in the tables below.

2. Select the calendar link that
corresponds with your chosen
session(s).

Emplayees anly need

Time Calendar mnx oot
B

R

3. When prompted, select the
Download button.
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No preview available

4. Select the downloaded calendar
(.ics) file to open it.
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5. Once you open the file, Outlook
should launch automatically and
open a separate window with the
event.

cther

ing link on fuly 20 3t 10-30 a.m. 10 attend.

o Userguides
tasks cavered i
© Warkdsy@oK inwr
‘agent about sccessing

i trsining resnurcas are svailble
0 how to accomplish cr n Workdgu 0K, vourself with these guides now, but you wil not need to complete any

These sh te vertain processes in Workday@OK. Stay tuned for addienal infarmetion from your agency change

isually depict how te

1 Learn and Sharepo)

ime instructional eesources,

sk, you can use the soarch barto find these

e profile. When comgletin

ok
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6. In the event window, select
Save & Close, located to the left
of the event title.

1 0 herw o Eomplete: camman state employes tasks in

employees and will

re available. Plesse only sttend one setsion. Accass the Teams Live link below 1o join your selected training session st the dsts and time noted in this

Use this Te i ink o July 7

For your refere:
o user guides
tasks covered in therr

« Warkday@s

sining resnurces arc &

ble ‘on haw to sccomalish critcal tasks in Warkday O, You may familiarize yourself with these suides now, but vou wil not need to complete any

il 001 vind. These short videos visuslly depict how o complete certain processes in Warkdey@OX. Stay twned for additionalinformation frorm your sgency change

Iable in Workday @O AP User profle. WHEn COmMBREting TSk, yal £ Use the sereh Barto find thess [ust in-time Instructional resouress,

16y have sy uestions about Workdgui@OR raining, plesse emall Lilhtpaih @ ames ok o
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The event should now be visible in m—— .
< July 2022 > | Today || <[|>] July 20, 2022
your Outlook calendar. i b E—
3 4 5 6 7 8 8 20

011 12 13 1415 1%

When it's time to attend your i - LR

scheduled training, you have two w [

. . August 2022

options to access the Teams Live R —————
session. R R ] 7

& e Workday@OK Employee Self-service training

Option 1: T e
Open the event in your Outlook Commm s e

calendar and select the Teams Live .
training link.

attend » Wrkslsx 0K

Workdsy@OX. v i i , b

ency change

Please add Employee and Manager Self-service training
'sessions to your calendar using the links
in the tables below.
Instructions:

g . you
Option 2 . + Downioad ths calsadar invtstion from Googls Drve, ogen and acsspt he

5 3pp
sulomalicaly kaaded fn yeur Gakendat
o ke

Open the training schedule document R ———
and select your corresponding : i -
session from the Direct Teams Live

Link column. :

sz aatan
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