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STEPS TO GENERATE PRIVACY AND SECURITY TRAINING REPORT

1. Log into Workday with your CWL 

https://wd10.myworkday.com/ubc/d/home.htmld
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STEPS TO GENERATE TRAINING REPORT

2. In the search field input the report name: UBC Privacy & Information 
Security Courses Active Worker Status – Distributed and press enter.
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STEPS TO GENERATE TRAINING REPORT

3. Once you press enter this Report Filter Screen pops up and has several 
options: A

A. Input your Workday Supervisory Organization Hierarchy Managerial Level. Search 
Options are your name (if manager), name of faculty or administration office. 
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STEPS TO GENERATE TRAINING REPORT

4. The Report Filter Screen options: B - E

B. If you are looking for a specific learner, input the learners name  

C. Only Active workers are required to take these courses If you want all workers 
including former workers unclick this box. 

D. Only paid workers are required to take 
these courses. However, if you want to 
include unpaid workers unclick this box. 

E. Only paid workers are required to take 
these courses. However, if you want to 
include unpaid workers unclick this box. 
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STEPS TO GENERATE TRAINING REPORT

5. The Report Filter Screen options: F – G 

G. If you would like a specific faculty, input here. 
F. If you would like only a specific department, input here

Then press OK to start generating the report
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UNDERSTANDING IN TRAINING REPORT

Not all active workers are required to take these Privacy Courses due to 
their employment roles and responsibilities. Therefore there will be 
workers who may have taken the course but are not required to take them.
There are 4 possible outcomes for each worker:
I. Yes(R) – Yes the Individual has completed the required course
II. No(R)  - No the individual has NOT completed the required course
III. Yes(NR) – Yes the individual has completed the course but is NOT required to complete it. 
IV. No(NR) – No the individual has NOT completed the course but is NOT required to do so. 
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COMMUNICATIONS ON TRAINING REPORTING

• Privacy Matters @ UBC (hxxps://privacymatters.ubc.ca/fundamentals-training
• Scroll to the bottom of the webpage



THANK YOU
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