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Overview 

This guide explains how a Mandatory Reporter is able to create, connect, and unlock an 

account through the Iowa HHS’s learning management system (LMS), Workday Learning. 

If you are currently a State of Iowa employee who is also a Mandatory Reporter, please sign 

into your employee Workday account. 

Your account will be securely locked after 30 days to keep your information safe. Please 

review the section Keeping Your Account Safe for more information.  
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For more information, please visit our webpage 

Mandatory Reporters | Health & Human Services (iowa.gov). 

Please email Mandatory Reporter if you need assistance with the system.

https://hhs.iowa.gov/report-abuse-fraud/mandatory-reporters
mailto:mandatoryreporter@dhs.state.ia.us
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How to Create, Connect, or Unlock Your Workday Account 

1. Open the Workday Learning Self Registration URL.

2. Under Register to Learn, select United States of America.

3. Select Next Step.

If you have completed a previous Mandatory Reporter training and need to 

connect to your training records, please use the same First Name, Last Name, and 

the same Email address you used to log into the previous LMS (LearnSoft). 

If you do not use the same First, Last, and Email address, your accounts will not 

connect and you will be unable to locate your previous training records, requiring 

you to begin as a new learner.

https://wd5.myworkday.com/wday/vps/wday/calypso/bootstrap/eex/requestuserbootstrap/stateofiowa/48a3611b50fd100174115e163ad30000
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4. Enter your First Name, Last Name, and Email address to be associated with this account.

Note: In the future, you will need to access this account to reset your password. TIP: Use a 

personal email address. 

5. Select Submit Registration to complete your request for a new account.
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6. A Success page will display, indicating you successfully completed the account request and

that it has been sent for approval.

7. You will receive two email messages from StateofIowa-Workday:

a. Email 1:

i. Subject: Your Workday account

ii. Contains the URL and your username to log into your Workday account.

b. Email 2:

i. Subject: Additional information about your Workday account

ii. Contains your temporary password. The system will prompt you to create a

new password after you log in.
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Create Your Account Credentials  

1. From Email 1, select the provided URL.

Note: This is the login URL for the Mandatory Reporter training courses you will use after

you have completed your registration.

Note: Your username will also be located in this email message. 

2. Enter your Username.
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3. From Email 2, copy your temporary password.

4. Paste your temporary password.

5. Select Sign In.
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6. Enter your Old Password.

Note: This is the temporary password you received in Email 2. 
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7. Enter a New Password and Verify New Password.

8. Note: Workday Password Requirements include:

a. Minimum of 10 characters

b. Alphabetic characters – including both uppercase (capitals) and lowercase

c. Numeral characters – numbers 0 - 9

d. Special characters ! ” # $ % & ’ ( ) * + , - / : ; = > ? @ [ \ ] &^ ` { | } ~ .

e. You cannot use password previously used in Workday

9. Select Submit.
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10. You will receive a popup window indicating a Successful Verification.

11. Select Done.
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Logging into Your Workday Learning Account 

1. Open the Workday Login URL.

2. Enter your Username. This will be the email address you used to log into Workday.

3. Enter your Password.

4. Select Sign In.

https://wd5.myworkday.com/stateofiowa/login.flex?redirect=n
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Keeping Your Records Safe 

To keep your training records safe, your account locks after 30 days. If your login screen 

displays a notice about Invalid user name or password, please follow the directions using the 

self-registration URL using the same email address you used to set up your Workday account.

How to Reset Your Password

1. Open the Workday Login URL.

2. From the Workday login screen, select Forgot Password.

https://wd5.myworkday.com/wday/authgwy/stateofiowa/login.htmld?redirect=n
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3. Enter your Username and Email address. These are typically the same.

4. You will receive a Success! message indicating your request has been processed.
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5. Open the email from StateofIowa-Workday sent to the email address you used to create 

your account. 

Note: The subject of the email will be Password Reset Request for your Workday account.

6. Select the Reset Your Password link near the middle of the email. 

Note: This link will only work for one hour.

7. Create a new password using Workday’s requirements to include the following:
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a. Minimum of 10 characters

b. Alphabetic characters – including both uppercase (capitals) and lowercase

c. Numeral characters – numbers 0 - 9

d. Special characters ! ” # $ % & ’ ( ) * + , - / : ; = > ? @ [ \ ] &^ ` { | } ~ .

e. You cannot use password previously used in Workday 

8. After entering your new password in the New Password space and the Verify New 

Password space.

9. Select Submit.

10.Your password is now reset.




