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Self-Service: Access to Workday Learning by the Extended Penn Community   Workday@Penn 

PLEASE DO NOT PRINT 
For help, contact the Penn Employee Solution Center:  

215-898-7372 or solutioncenter@upenn.edu 
Visit our website: https://www.workday.upenn.edu/home/training 

 

Objective 

This tip sheet provides instructions to Extended Enterprise Learners to 
activate their Workday Learning accounts and Penn students who do not 
have current student jobs in Workday to switch from their Extended 
Enterprise accounts to Student Recruiting to find and apply for student jobs. 
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Important Definitions 

Extended Enterprise Learners: 

Extended Enterprise Learners are members of the Penn community who 
have a PennKey/Password but do not have employment records in Workday 
under which they receive University pay or benefits.  

Extended Enterprise Learners have access to Workday Learning because 
they have a position at the University that requires training. 

Extended Enterprise Learners may be Penn students who are not employed 
by the University as student workers, academic affiliates who are not paid by 
the University, service providers, and other non-Penn individuals.  

 

Penn Students Who Are Not Student Workers: 

Penn students who do not have a current student job in Workday but need 
training can access Workday Learning as an Extended Enterprise Learner. 

Penn students who do not have a current student job in Workday can search 
for and apply to student jobs by accessing student recruiting in Workday. 
Follow the instructions in this document to switch to Student Recruiting from 
Extended Enterprise Learner.  

Penn Students who have current student jobs in Workday can access 
Workday Learning from the Learning app on their Menu in Workday  

Activate Your Extended Enterprise Learner Account  

1. Log into Workday. Link: https://www.myworkday.com/upenn/login.htmld  

2. From the Workday homepage, find the Announcements section. 

3. Click on the announcement called Activate Learning Account. 

4. When the popup window appears, click the button Activate Learning 
Account. 

 

Switch to Student Recruiting from Extended 
Enterprise Learner  

1. Log into Workday. Link: https://www.myworkday.com/upenn/login.htmld  

2. From the Workday homepage, find the Announcements section. 

3. Click on the announcement called Access Student Recruiting. 

4. When the popup window appears, click the button Access Student 
Recruiting. 
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