How to Drop a Course

1 Navigate to
https://wd5.myworkday.com/wday/authgwy/guestservices/login.htmlid

2  Loginto Workday

3 Click the "Profile" icon in the top right corner
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4  Click "View Profile"
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5 Click "Career" in the left navigation pane
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6 Under the "Not Started" or "In Progress" sections, click on the title of the training
that you wish to drop

Learning Training Certifications Competencies Education Job His

rcca Cox (033886) i

hlent Acquisition Assistant

Not Started 3 items

g ﬁqﬁ Learning
Record Name Content Type Registration Status C
Q Proper Use of PPE and Food Digital Course Enrolled 0
Safety (===)
Q Bloodborne Pathogens Digital Course Enrolled 0
Q Workday HCM-Recruiting Course Offering Enrolled 0
Training

In Progress 0 items
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7  Click "Drop Course"
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8 Click the three line icon shown below

Drop Learning Enrollment

Proper Use of PPE and Food Safety (-2

Drop Reason * | [search

9  Click "Course Drop"
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10 Click the circle next to the reason for dropping the course

Proper Use of PPE and Food Safety (-2

Drop Reason * | Search

é Course Drop

Course Drop > Administrator Assigned
By Mistake

O Course Drop > lliness

Course Drop > Learner Enrolled By
Mistake

Course Drop > Manager Assigned By
Mistake

O Course Drop > Not Required For
Learner's Position

O Course Drop > Unplanned Absence

11  Click "OK"
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12 Click "Submit"
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