MERCY " @
CEDAR RAPIDS
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
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STEP 3: CLICK THE CAREER LINK

= MENU MERCY Q search O @ § e
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crsan paring

Learning My Job Applications Education Certifications Interests More v
Not Started 0 items EE=E., B
a
Learning Content Date Completion Attend
Terra nce M ona h an (3 56 3 8) Record Name Type Registration Status Enrolled Status Status

Director, Organizational Development & Learning

No items available.

4 G >

In Progress 15 items X:I = @ E
A

Learning
Record Name Content Type Registration Status Date E
EE Summary
Q EPIC - Overview of Hyperspace Digital Course Enrolled 07/17/
B Overview for Access Users
E Job Q Understanding and Improving Digital Course Enrolled 07/10/
Your Credit Score
[ﬂ Compensation
Q Mosby's Preceptor 3.0: Digital Course Enrolled 07/01/
@ Benefits Preceptee Assignments and
Time Management
E Absence
Q Mosby's Preceptor 3.0: Novice Digital Course Enrolled 07/01/
E Pay to Expert Continuum
E Contact Q Mosby's Preceptor 3.0: Digital Course Enrolled 06/27/
Providing Effective
8 Personal Feedback
Career Q Mosby'’s Preceptor 3.0: Adult Digital Course Enrolled 06/27/
Learning Principles
Q Mosby's Preceptor 3.0: Digital Course Enrolled 06/27/
A and Setting
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STEP 4: UPDATE YOUR EDUCATION

Step 4A: Click the Education Link
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Learning My Job Applications Certifications More v
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Not Started 0 items X:] = o (nn N B
Learning Content Date Completion Attenc —
Terrance Monahan Record Name Type Registration Status Enrolled Status Status
( ) No items available.
Director, Organizational Development & Learning v
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Step 4B: Click the Add Education Button

= MENU MERCY Q search D CP & Q

S—
ooem

Learning My Job Applications Education Certifications More v
Education 2items X:] 0. @
a
Terrance Monahan Year Degree
(3 5638) School Degree Field of Study Received Edit Edu

Director, Organizational Development & Learning

( Add ) ( Upload My Experience )
Actions
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Step 4C: Fill out the information about your Educational Program and Click the Submit Button.

Add Education O X

Terrance Monahan (35638) (-9

Country *

X United States of America

School *
If you can't find the School, check this box and
enter it manually

O

Degree

Degree Received

4

select one

Field of Study

First Year Attended

’ YYY¥

() Come) | D

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

Step 5: ADD PROFESSIONAL CERTIFICATIONS

Step 5A: Click the Certifications Tab

Learning My Job Applications Education Certifications Interests Job History Skills Languages
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Step 5B: Click the Add button at the bottom of the page.

Learning My Job Applications Education Certifications Interests More v
Certifications 2 items XH =0, B
a
Expiration
Certification Issuer Issued Date Date Edit Certification
Certified Professional in Talent =~ ATD 08/21/2021 08/31/2024

Development - ATD

Enterprise Design Thinking IBM 02/03/2022
Practitioner - IBM

v
4 G »
Add

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

Country l X United States of America

Certification *

If you cannot find the certification, check here f:\

Certification Number { ‘

Issued Date l MM/DD/YYYY [ ‘

Expiration Date [ MM/DD/YYYY [ ‘

> Attachments

D

Note: All certification submissions require approval before they display on your profile. You must
attach proofin 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.

Country X United States of America

Certification *

If you cannot find the certification, check here | |

Certification Number ‘

Issued Date MM/DD/YYY¥ [ ‘

Expiration Date MM/DD/YYYY [ ‘

> Attachments

Remove

Add

D ) (o)

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

Country ‘ X United States of America

Certification *

If you cannot find the certification, check here ||

Certification Number | ‘

Issued Date [MM/DD/VWV B \

Expiration Date lMM/DD/YWY B ‘

> Attachments

Remove

«<»|

D)

STEP 6: ADD INTERESTS

Step 6 A: Click the Interests Tab.

Learning My Job Applications Education Certifications Job History Skills Languages
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Step 6B: Click the Edit Button at the bottom of the page.

Learning My Job icati E { Certifi Interests Job History Skills Languages
v Career
Skill Interests 360-degree Feedback

Artificial Intelligence (Al)
Artificial Intelligence Software
Artificial Intelligence Strategy

Management Assessments
© More (4)

Career Preferences  Broaden Career
v Travel

Are you willing to travel?  Yes

What amount of time? 25%

v Relocation

Short Term
Are you willing to relocate? No
Long Term

Are you willing to relocate? No

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

v Career
Job Profiles [Bearch =
Job Profiles >
Skill Interests
By Job Family Group >

Step 6D: Search for and Select Skill Interests.

Job Profiles ‘ i 1
I Skill Interests PowerPoint X
Career Preferences Search Results (1)
[l Microsoft PowerPoint 7 S —
Career Interests "

D Microsoft Powertoys
[:] PowerPoint Design

D Microsoft Power Platform —
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Step 6E: Search for and Choose Career Preferences.

Career Preferences Search

& Al 2

D Develop at level

Career Interests

D Expand Beyond Role

v Travel

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

and then click the Submit Button to continue.

Career Preferences X Broaden Career

iii

Fomst v B I U A -

m

&

x
'

Career Interests

v Travel

Are you willing to travel?

Yes v

What amount of time? | 25% v

Additional Information ‘

v Relocation

Short Term

No v

Are you willing to relocate?

Long Term

Are you willing to relocate? No v

enter your comment

Save for Later ) ( Cancel )
=B

STEP 7: ADD SKILLS

Step 7A: Click the Skills tab.

Learning My Job Applications Education Certifications Interests Job History Skills Languages
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Step 7B: Click the Edit button.

skills

(mmcm Intelligence (A1) ) ( Antificial Intelligence Tech\ologiu) (el.enming ne-ign) ( eLearning Platforms ) ( eLearning Solutions. ) ( eLearing Systems ) (emming Tooll)

( Facilitation ) ( Instructional De'ign) (Dﬂlim Couue-) ( Online Curriculum ) ( Online Ednc.lion) ( Online Learning ) ( Online Learning Management )

((Organizational Change Leadership ) ("Organizational Development (OD) )

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

Skills Pediatric Nursing X

Search Results (15) + Tuberculosis
D Pediatric Emergency Nursing
[[] emergency Nursing Pediatric Course
D Geriatric Nursing

D School Nursing

[[] Pediatric Nutrition

D Nursing

D Psychiatry Nursing

[[] Pediatric Heatth

E] Pediatric Neurology

(] Nursing Interventions

D Pediatric Feeding

| O S S

=Dl -

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

Search for and select skills to display on your profile that represent your knowledge and abilities.

Skills

X People Management

Suggested skills + Strategic Objectives
e

+ Workplace Violence  + Dementia  + Hazard Communications (HazCom)

X Communication =

+ Infection Preventio

+ Management Planning

Cancel

STEP 8: ADD LANGUAGES

Step 8A: Click the Languages tab.

Learning My Job Applications Education Certifications Interests Job History Skills Languages
Step 8B: Click the Add button.
Languages 1 tem AE=o. 2E
Language Fluent Ability Edit Language Remove Language I
English Overall - 5- Fluent

L

Step 8C: Search for and select the Language you would like to list.

Add Language  Terance Monahan (35638) (-

“Ability Proficiency

Note Assessed On

‘ ‘MM/DD/VVVV* B

select one select one

100006
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Step 8D: Fill in additional details about Fluency, Ability, Proficiency, etc.

Add Language Terrance Monahan (35638) =

1item v

*Language Fluent Note Assessed On
*Ability Proficiency

Tagalog (=) [

[ Speaking v 4- Advanced v

€& o) (o)

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

Add Language Terrance Monahan (35638) (G-

*Language Fluent Note Assessed On
*Abity Proficiency

) . 0 )
| Speaking v 4- Advanced v

-
| ( sveorme ) (o )

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

Search for and select skills to display on your profile that represent your knowledge and abilities.

Skills X People Management X Communication

Suggested Skills | + Health Care + Strategic Objectives + Infection Prevention + Tuberculosis

+ Electrical Safety + Workplace Violence + Dementia + Hazard Communications (HazCom)

+ Diversity Strategies  + Management Planning
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