
Viewing and Printing Your Workday Learning Transcript

STEP 1:  Log into your Workday Learning Account on a laptop or computer.

STEP 2: Click on the View All Apps Link.   

STEP 3: Click on the Learning icon.

STEP 4: Click on the My Learning link.

STEP 5: Click on the View Learning Transcript link.

STEP 6: You are now looking at your transcript. It will show classes you have 
registered for and need to begin, classes that are in progress and classes you 
have completed. You may have to scroll down the page to see all your 
information. 
Under Learning History, locate your class. Your Grade will show as "Pass" 
and your test score will be listed under "Score".



STEP 8: Click on the Download button. *You will need to know where your laptop/
computer keeps downloads in order to open and print your transcript. This varies with 
each system.

STEP 9: This will open your transcript in a printable format. You can now click on the 
printer icon on the top right-hand corner of the page and print in the format you choose. 
*Steps for printing varies with each system; you need to know how to do this on your
equipment.

STEP 7: If you want to print your transcript, in the top right-hand corner, there is a PDF 
icon. Click on that icon.
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