
Updating Licenses in Workday
This SOP should be used for adding, editing or removing of any individual that is required by 
their role/job description to have a specific license or credential on file.

You MUST add documentation (screenshot/PDF/Word Doc./Photo) of the updated license or 
credential, including your name, license type and expiration date in the attachments section 
of each license. This is a Joint Commission and CARF regulation.

10 Steps View most recent version 

Created by

Alex Drabik

Creation Date

Jan 27, 2025

Last Updated

Jan 27, 2025

1 of 9

https://app.tango.us/app/workflow/c86f2912-adfe-4dac-bab5-9dbbdf0e9d45?utm_source=pdf&utm_medium=pdf&utm_campaign=workflow%20export%20links


STEP 1

Click on Profile button in top right hand corner

STEP 2

Click on "View Profile" 
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https://wd12.myworkday.com/maryfreebed/d/home.htmld


STEP 3

Click on Personal tab on the left-hand side of the screen

STEP 4

Click on IDs button to view your current information
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https://wd12.myworkday.com/maryfreebed/d/inst/1$37/247$416.htmld#TABTASKID=2998%2431865
https://wd12.myworkday.com/maryfreebed/d/inst/1$37/247$416.htmld#TABTASKID=2998%2431352


STEP 5

Click on Edit arrow to view menu

Please note: if you are required/already have licenses in the system, they will show up 
in-between the National ID's box and the Other ID's box. Example does not show due to not 
having any current licenses.
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https://wd12.myworkday.com/maryfreebed/d/inst/1$37/247$416.htmld#TABTASKID=2998%2431503


STEP 6

Click on Change My Licenses button

This option can be used to Add, Edit or Remove licenses on your profile.
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STEP 7

Click on the Plus button shown here to add a new certification or edit a
 current certification that will show in the menu.

You should be updating expiration dates to reflect renewals on current licenses, and those 
required by your role/job description.
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STEP 8

Fill out the License ID Type (drop down menu), Identification #, Issued Date
 (if available), and Expiration Date of the license you are adding, or edit the
 expiration date if you are renewing. 
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STEP 9

Add screenshot/PDF/Word Document/Photo of ANY licenses or credential
 you are adding/updating. We MUST have documentation of any updates to
 licenses, or it will not be approved. 

Attachments MUST include your name, license type and expiration date in the attachments 
section of each license for it to be approved. This is a Joint Commission and CARF regulation.
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STEP 10

Click on Submit at the bottom of the screen to submit to HR for verification. 
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