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How to View My Team’s Learning Progress in Workday Learning 

1 From Dashboard Menu, select Learning. 
 

 
 

2 From the Learning Menu, select My Team Management. 
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3 My Team’s Learning is a report of the training courses that your team has been assigned or 
has self-enrolled. These are a few of the many ways you can view the information: 

1. Use the scroll bars to move through the information.  
2. Select View More to expand the report. 
3. Download the report to Excel (from the Cog drop-down menu). 
4. Sort and/or Filter by selecting the column heading and completing the filter fields. 
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 Another way: 
 
You can use the Workday search bar to find what you are looking for quickly.  

• Type My Team’s Learning in the Workday search bar. 
• Press Enter on your keyboard. 
• Select the My Team’s Learning report from the results. 
• The full-screen version of the My Team’s Learning report is displayed. 
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 What If: 
 
If one of your employees has more than one campus job, the employee might not appear on 
the My Team’s Learning Progress report. However, if the employee is on the organization 
chart as your direct report, you will be able to assign the employee training and view their 
learning transcript. Please refer to the How to View an Employee’s Learning Transcript job-
aid for instructions.  
 
To determine if an employee has more than one campus job, select the employee from your 
Team Org Chart. The two-arrow icon will display on the employee’s profile.  
 
When you select the two-arrow icon, the other job role will display. When you select the 
second job, information (such as the manager for the other job) will display in the application 
window.  
 

  
 
 

 


