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How to Use Workday Learning to Complete Required
Learning

1. Log in to Workday using your ID and Password.

2. After logging in, the Workday Landing Page will open as shown in Figure 1 below. In
the Awaiting Your Action @ section. Here is where all actions that need your
attention will be listed. Regarding Learning, you will either see your Required
Learning Due Date or notice that your Learning is Overdue. If we click on the
Regarding Learning @, the Learning Launch Screen will open as shown in
Figure 2, on Page 2.
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3. After you type and click the Regarding Learning @ in Figure 1, on Page 1, the
Learning Launch Screen will appear as shown in Figure 2 below.

Click the hyperlink Cybersecurity and Online Habits @.

Wed, Mar 12, 2025
Cybersecurity and Online Habits

Select the link below to launch the course:
Cybersecurity and Online Habits @

Sound cybersecurity practices are essential for preventing data breaches and other security incidents that
can have devastating consequences for organizations. Employees, through the careful adherence to their
company’s IT policies, form an important line of defense against cyberattacks. This course focuses on
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Lessons in This Course Additional Course Details

This course has no lessons
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4. After clicking the hyperlink Cybersecurity and Online Habits, the Learning landing
page will open as shown below in Figure 3, except if you are not logged into the
RF Website. In that case, you will be asked to sign in to the RF Website with your
ID and Password. After doing so, Figure 3 will appear. A message in a yellow bar
will appear, identifying the number of assignments you need to complete @. If you
have overdue assignments, the message bar will display a red color.

5. Click on View Compliance 6.
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Figure 3
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6. After clicking on View Compliance @® Figure 3, Page 3, the course that is required

for you to complete will appear in the Required Assignments section @ of the
HOME Screen of the learning assignments, as shown below in Figure 4.

Home

Required Compliance Assignments (1)

Web-based Training (6]
Cybersecurity and Online
Habits

o

Due: Now 25, 2025

Optional Compliance Assignments (11)

S M
e

‘ \/
1 )
aining (6] Web-based Trai (6]

Web-based Tr

Compliance Brief: The Establishing Effective Virtual
Pregnant Workers Fairness... Teams
n A"
Wet o) o : o} Web-based Training ® Web-based Training o} Web-based Trsining o}
1-9 Compliance: Verifying Interviewing: Doing it Right Promoting Respect in the Take a Deep Breath and Title IX for Higher Education
Employment Eligibility of US... Workplace for Managers Manage Your Stress (Retired)

Web-based Training 6]

Understanding Unconscious
Bias

Figure 4

7. After clicking on the Course © in Figure 4 above, the self-directed course will
open for you to complete your required course.



