Submitting Education, Certifications, and Professional Affiliations in Workday

1. Login to Workday at https://workday.yale.edu/.

2. Select the profile icon in the upper right corner and select “View Profile”.
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3. Select “Career” from the left menu.
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4. Select “Education” from the top menu and select the “Add” button at the bottom.
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5. Complete the Country, School, and Degree fields. You may complete any additional
fields as you wish. If multiple, click the Add button to add another degree. Click Submit.
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6. Select “Certifications” from the top menu and select the “Add” button at the bottom.
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7. Complete the Certification field. You may complete any additional fields as you wish. If
multiple, click the Add button to add another certification. Click Submit.
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If you cannot find the certification, check here D

Certification Number ‘ ‘

Issued Date ‘MWDDIYYYY = ‘

Expiration Date ‘ MM/DD/YYYY [ ‘

v Specialties
0 items

*Specialty

> Attachments

<D= >

8. Select “Professional Affiliations” from the top menu and select the “Add” button at the bottom.
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9. Complete the Name of Professional Affiliation field. You may complete any additional
fields as you wish. If multiple, click the Add button to add another professional
affiliation. Click Submit.

Name * ‘ = ‘ h

If you cannot find the affiliation, click here D
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If you have any questions, please contact michael.kaseta@vyale.edu.
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