Access Workday as
External Instructor

Job Aid

|OWA.

External Instructors

Purpose

This guide provides instructions for logging in to Workday as an external instructor.

Logging in to Workday

1. After your external instructor account has been created in Workday, you will receive two

emails.

a. The first email will let you know your account has been created and provide the

direct URL to log in and your username.

Note: Your username will be your email address.

Your Workday account  inbox & @

stateofiowa@myworkday.com & 1:20PM (19 minutes ago) «

tome -

An account has been created in the Workday system for you. Your password has been sent in a separate email.

URL: https:/Awd5-impl.workday. com/stateofiowa/login flex?redirect=n

Username: paul. hollywood@gmail. com

b. The second email will provide you with your temporary password.

Additional information about your Workday account inbexx & &

stateofiowa@myworkday.com @ 1:20PM (19 minutes ago) “

tome «

Please sign in to Workday with the following temporary password and the username you were provided separately.
You will be prompted to reset your password.

URL: hitps:/fwd5-impl.workday.com/stateofiowa/login. flex?redirect=n

Temporary Password: IbEr[NGr
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2. Use the information provided in the two emails to sign in to your Workday account.

workday.

Username

paul.hollywood@gmail.com

Password

3. You will then be prompted to reset your password.

workday.

Change Password

0ld Password
New Password

Verify New Password

4. Once logged in, select Learning Trainer under Your Top Apps on the home page.

5. Inthe Learning Trainer app, you will find a list of your Course Offerings and a Menu with
instructor tasks, such as Manage Waitlists, My Schedule, or Manage Grading and
Attendance.

Note: You will receive an email with a calendar invite for any classes you are assigned to as
an instructor.
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