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WORKDAY TALENT PROFILE 

This step-by-step job aid walks you through the process of Updating your Talent Profile in 
Workday. 

STEP 1:  LOG INTO WORKDAY AND CLICK ON YOUR PROFILE IMAGE 

 

STEP 2:  CLICK VIEW PROFILE 
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STEP 3:  CLICK THE CAREER LINK 
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STEP 4:  UPDATE YOUR EDUCATION 

Step 4A: Click the Education Link 

 

Step 4B: Click the Add Education Button 
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Step 4C: Fill out the information about your Educational Program and Click the Submit Button. 

 

Step 4D: Repeat Steps A-D to add additional Education. 

Step 5: ADD PROFESSIONAL CERTIFICATIONS 

Step 5A: Click the Certifications Tab 
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Step 5B: Click the Add button at the bottom of the page. 

 

Step 5C: Fill in as much detail as possible about your Certification. 

 

Note: All certification submissions require approval before they display on your profile. You must 
attach proof in the attachment area for any submission. Expired certifications should not be 
entered. 
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Step 5D: Click Add and repeat steps A-D to add additional Certifications. 

 

Step 5E: Once all Certifications have been entered, Click the Submit Button to continue. 

 

STEP 6: ADD INTERESTS 

Step 6 A: Click the Interests Tab. 
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Step 6B: Click the Edit Button at the bottom of the page. 

 

Step 6C: Search for and select Existing Job Profiles you are interested in. 

 

Step 6D: Search for and Select Skill Interests. 
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Step 6E: Search for and Choose Career Preferences. 

 

Step 6F: Complete any remaining portions of the Career Interests section  

and then click the Submit Button to continue. 

 

STEP 7: ADD SKILLS 

Step 7A: Click the Skills tab. 
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Step 7B: Click the Edit button. 

 

Step 7B: Type a Skill name into the search box and press enter on your keyboard to find and select 
the skill. 

 

Note: Repeat your search and select before clicking OK. 
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Step 7C: Click the OK button 

 

STEP 8:  ADD LANGUAGES 

Step 8A: Click the Languages tab. 

 

Step 8B: Click the Add button. 

 

Step 8C: Search for and select the Language you would like to list. 
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Step 8D: Fill in additional details about Fluency, Ability, Proficiency, etc. 

 

Step 8E: Repeat steps C-D to add additional Languages and then click Submit to Save your 
selections. 

 

Your professional profile is now complete! You can return at any time in the future to record 
changes to your Education, Certifications, Interests, etc. 
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Step 7B: Click the OK button 

 

 

 


