Accessing and Starting Microsoft Office Courses
in Workday

1 Navigate to https://www.myworkday.com/maricopa/d/home.htmid

2  Click "MENU"
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Here's What's Happening It's Wedne:

Awaiting Your Action

You're all caught up on your tasks.
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https://www.myworkday.com/maricopa/d/home.htmld

3  Click "Learning"
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Manage Absence

Request Absence
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Getting Started in Workday
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4  Click "Discover"
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Waitlisted Learning
My Transcript
Learner Schedule Calendar

Upcoming Course Offerings
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What will you learn today?

Continue Learning
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5  Click "Browse Learning"

ning I« .
Discover

Learning Home
My Learning Explore the Learning Catalog

Browse and filter content to find what you
need.

Waitlisted Learning

Discover

My Transcript
Learner Schedule Calendar

Upcoming Course Offerings

Browse Learning Topics
CSD Use topics to find a wide range of learning content.

Click the "search" field and type in the keywords: "mastering Microsoft" to search
6 yp y g
for courses on Outlook, Word, Teams, Planner, PowerPoint, and Excel.
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Current Search 10 AM - Mall Anchors/Rgnl Mall

Sign up for Maricopa Assessor's office Specialties Day Sess
David Kasica, Michael Stakemiller & Melissa Wong

v Access Type (0) « 1lesson « 0 enrolled
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7  Click "Search"

Q Search
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10 AM - Mall Anchors/Rgnl Mall

Sign up for Maricopa Assessor's office Specialties Day Session 10 AM - Mall Anchors/Rgnl Mall -
David Kasica, Michael Stakemiller & Melissa Wong

(0) = 1lesson - 0 enrolled

8 For example, click "APPS1131HRBZ - Mastering Microsoft Teams - Basics" to take
this Microsoft course.

El Course

APPS1131HRBZ - Mastering Microsoft Teams - Basics

This lessons begins our course on'Microsoeft Teams with a look at what Microsoft Teams is, how to
get it, and how it compares to other Microsoft tools.

(10) = 2 minutes - 223 enrolled

APPS205612HRBZ - Mastering Office 365 (Part 1 of 13) - Intro to Microsoft 365

Organize and maintain your virtual office using Microsoft 365: the powerful, everything-you-need-in-
one-easy-bundle online suite.Microsoft 365 is far more than classic Microsoft Office. Powerful

(6) + 47 minutes * 113 enrolled
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9  Click "Start Course" to begin.

1131THRBZ -

ring Microsoft Teams
cS

2gins our course on Microsoft Teams with a look at

Teams is, how to get it, and how it compares to other

¥ ¥ Y % (10)
Duration Lessons
2 minutes 1

; Course Additional Course Details Delivery Mode

Self-Directed

his Course Completed ~ 0/1
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