
Edit Professional Profile in Workday

This guide provides step-by-step instructions on how to edit a professional

profile in Workday. It covers various aspects such as adding training,

certifications, job profiles, skill interests, career preferences, and more. If you

want to update and enhance your professional profile on Workday, this guide will

help you navigate the platform and make the necessary changes.

Keeping an up to date professional profile will help with promotions and internal

growth and development.
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Workday

1 Sign into Workday.

2 Click your picture in the top right corner.



3 Click "View Profile"

4 Click "More (7)"
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5 Click "Career"

6 Click "Training"
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7 Click "Add"

8 Enter any trainings you've completed outside of the system here.
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9 Click "Submit"

10 Click "Close"
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11 Click "Certifications"

12 Click "Edit"

Edit Professional Profile in Workday SS



13 Click "Add" if you need to add any certifications.

14 After adding any certifications, click the back arrow.
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15 Click "Education"

16 Add education, then click interests.
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17 Click the "Job Profiles" field. Type in job titles that you may be interested in.

18 Click the check box next to any job titles that are of interest to you.
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19 Click the "Skill Interests" field. You can Create Skills here.

20 Click the "Career Preferences" field.
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21 Click "All"

22 Click the checkbox that best describes what you're interested in. Check all that

apply.

Develop at Level - stay within current role, but expand knowledge, skills, and

abilities.
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Expand Beyond Role- interested in promotions within the same area of the

business in which you currently work.

Broaden Career- interested in other areas of the business.

23 Scroll down

24 Answer the Travel and Relocation questions based on your preferences.
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25 Click "Up to 25%"

26 Click "Next"
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27 Edit job history by clicking Add.

28 Click here.
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29 Click the "Skills" field.

30 Click "Create"
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31 Click "Create New Skill"

32 Click the "Skill Name" field.

33 Type the name of a skill you want to add.
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34 Click "OK"

35 Click "Next"

36 Edit Work Experience and click "Next"
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37 Review your profile and Click "OK"
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