*~° Adding Training Hours

(LI
i “~ RACKSPACE TECHNOLOGY.

Into Workday

. © . JOBAID

@ UNIVERSITY



-

Go to the Workday website at:

https://www.myworkday.com/rackspace/d/home.htmid
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Click on Learning at the top left.

Announcementis
1item

2020 1095-C-s Now Available
If you were a benefit eligible Racker at any time in 2020, your
1095-C is ready to be downloaded and printed. From the...

Inbox wee
0items

Go to Inbox

U
~ RACKSPACE TECHNOLOGY.

* UNIVERSITY

Applications
12 items

&

Learning

Benefits

Learning Trainer

Personal
Information

Time Off

Directory

Directory

s @

Personal Learning Pay
Information

Coordinator

Jo

&

Time Off Performance Expenses

Jo

Career &
Development

o5

Learning Pay
Coordinator

o

&

Performance Expenses
Time Career &

Development

Training Credits Into Workday

rackspaceuniversity@rackspace.com | 6/2/21 | Document Version 1.0

Rackspace Confidential — Internal Use Only


https://www.myworkday.com/rackspace/d/home.htmld

Click on Add or Edit 52+ Learning Activities on the
top right.
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Click the Add button on the bottom left.
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Enter Course Name.

ige, skills pertise. Logging your learning hours gives you and your manager visibility to the time and opportunities dedicated o your growth.

Please populate all the fields with the relevant information to complete the form. Record your leaming duration in hours only.
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Enter the method”* in which the course was taken.

dedicating [ ¥ ige, skills and expertise. Logging your leaming hours gives you and y: ger visibility to the f it your growth

Instructions:

Please populate all the fields with the relevant information to complete the form. Record your leaming duration in hours only.

ing and peer to peer leaming

AWS Cloud Practitioner ] /

Training *
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Training Type 1" External Leaming/Training v

L

Description ‘

Gompleted On /o0 vYYY [l I

Training Duration I

Remove

enter your comment

*External Learning Training — anything outside of Rackspace University

*Internal Learning/Training — all training completed through RU will be entered
by the RU Trainer and can be viewed under Combined Professional
Development. Path: Workday>Learning>Combined Professional
Development>Workday Recorded Learning
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Enter the date of when the training took place. If
multiple days, enter the first day of training.

kills and expertise. Lagging your leaming hours gives you and your manager visibility 1o the time and opportunities dedieated to your growth

Rackspace's 52+ learning plan sets 2 healthy target for in
Instructions:

Please populate all the fields with the relevant information to complete the form. Record your leaming duration in hours only.
Leaming through others includes mentoring, coaching and peer to peer leaming

External learning and training include resources used outside of Rackspace

Internal learning and raining Inciue using Rackspace Univarsity resources or BU functional training
On the jot are hours spent leaming through doing, such as projects, solving for customers and being new in role
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Training Duration
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Enter the time it took to complete the training in
hours.

Rackspace’s 52+ learning plan sets a healthy target for dedicating learning hours in strengthening your knowledge, skills and expertise. Logging your learning hours gives you and your manager visibility to the time and opportunities dedicated to your growth.

Instructions:

Please populate all the fields with the relevant information to complete the furm| Record your |learni

« Leaming through others includes mentoring, coaching and peer to peer leaming
» Extemal leaming and training include resources used outside of Rackspace

Internal learning and training include using Rackspace University resources or BU functional training
0On the job are hours spent learning through doing, such as projects, solving for customers and being new inrole
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Click Submit at the bottom.

Rackspaces 52+ learning plan sets a healthy target for dedicating learning hours in strengthening your knowledge, skills and expertise. Logging your learning hours gives you and your manager visibility to the time and opportunities dedicated to your growth.

Instructions:

Please populate all the fields with the relevant information to complete the form. Record your learning duration in hours only.

= Leaming through others includes Mentaring, Coaching and peer to peer learming
« Extemal leaming and training inciud eSources usea outside of Rackspace

= Intemnal learning and training include using Rackspace University resources of BU functional training

+ O the job are hours spent leaming through doing, such as projects, solving for customers and being new in role
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If you only need to add one training, exit out of

page.
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If you need to add more, click the add button on the
bottom left and start again.
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