Enjoy Your Workday

workday.

Adding or Editing
a License

This document contains instructions in the following
areas for working with
Adding or Editing a License in Workday
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To initiate a change in license for an
employee type the employee’s name in the
in the search bar, then click the blue link
below.
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Click on the ID Tab in the
Employee’s Profile.

Maleficent Snow

Director Nursing Cperations/ANC Services

J Overview Benefits r_\

Job Details Contact Personal Information | Ds I Emergency Contacts
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Click on the “Edit” Button.
Click “Edit Licenses for Worker”

Maleficent Snow

Director Mursing Operations/ANC Services View Team Manager
Joseph Murphy
Elizabethtown
Health Care Center (HCC)
Overview
Job Details Personal I Emergency Contacts Professional Profile Worker History Job History Employes History

Edit =
Edit Government IDs For Worker
Edit 1D for Worker
Edit Licenses For Worker
Edit Other D= For Worker

Edit Passports and Visas For Worker u
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Click the “+” symbol to add a Note: To edit the license you don’t
have to click the “+” sign. You will

licens . . , :
just edit the information.

Edit Licenses For Wi
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- Related Links

ﬁ\lote: if the \

Click on the icon under License type isn’t
“License ID Type” and choose listed that you
which'license you are adding. would like to add,

send an email with
the information

Edit Licenses For Worker Maleficent Snow ...
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Enter the License number the date the license was issued and
the expiration date and the date you verified the license
information. Enter any comment you wish to enter and then
click on the “Submit” button.

Edit Licenses For Worker Maleficent Snow

Licenses
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After you have submitted the License for the
employee, the Manager of the employee will
be notified and they will approve the addition
or editing of the license.

If you have any questions, please send an
email to Carla Fackler.

You have submitted Edit Licenses: Maleficent Snow

=
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Up Next Do Another

. . Joseph Murphy Change My Licenses

- Edit Licenses For Worker
Approval by Manager

Due Date  10/0172014

(*) Details and Process




