
Workable HR
TRAINING TOOLKIT

The Workable HR Training Toolkit provides guidance for the use of
available training resources for HR Admins and Employees.



Integrate these resources into communications and training programs 
to enhance the success of Workable HR at your organization.
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HR Admin Resources 
& Training

Workable HR Training Toolkit

Our help center features a variety of step by step articles and walkthrough videos 
to assist you with a wide range of topics. Top resources are:

Videos and Articles

Adding and managing employees


Employee onboarding workflows


Time off management 


Using the Time-off requests Report

While your implementation of Workable HR is complete, these resources provide 
a great overview of how Workable HR was implemented.

Implementation Guides

Onboard & Manage


Time off

Utilize the user guides to learn how to manage your company’s employee 
management and time-off features in Workable.

User Guides

Workable HR Handbook


Onboard & Manage: HR Admin User Guide


Time- off Management User Guide


Workable HR Setup Guide

https://help.workable.com/hc/en-us/articles/9294082908439-Adding-and-managing-employees
https://help.workable.com/hc/en-us/articles/13386979820951--Video-Employee-Onboarding-Workflows
https://help.workable.com/hc/en-us/articles/18578155599895--Video-Time-off-management
https://help.workable.com/hc/en-us/articles/18916990892311-Using-the-Time-off-requests-Report
https://help.workable.com/hc/en-us/articles/13611956998807
https://help.workable.com/hc/en-us/articles/17260036984343
https://get.workable.com/hubfs/HRIS%20Implementation%20-%20Success/Workable-HR%20Handbook.pdf
https://get.workable.com/hubfs/help_center_support/Onboard%20&%20Manage_%20HR%20Admin%20User%20Guide.pdf
https://get.workable.com/hubfs/help_center_support/Onboard%20&%20Manage_%20Time%20Off%20Management.pdf
https://app.storylane.io/share/nsztufsl9nil
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Help troubleshoot the frequently asked questions.

Frequently Asked Questions

Resources to plan and execute a successful launch of Workable HR. Utilize our 
email templates (based on invitation type) to help employees log in for the first 
time and become acquainted with Workable.

Rollout and Communication Templates

Rolling out Workable HR at your organization


Invite your employees


Launch communication templates

Register for , our on demand training platform with self-paced 
courses to gain confidence as a Workable member. Learn from experts, ask 
questions, and more. Perfect for more in-depth learning and training new HR 
team members after launching Workable.

Workable Academy

Workable Academy Courses

Employee Onboarding & Management


Time-Off Toolkit: Implementation & Management


Employee Profiles: Templates for Efficient Data Management 


Preparing Document Templates for E Signatures


Onboarding Excellence: A Step-by-Step Workflow Guide

� What to do if my onboarding link has expired�

� Can I resend an onboarding email�

� Can I edit onboarding information if there was a mistake�

� How do I publish an employee profile�

� How can I edit a time-off balance of an employee�

� How can I correct time-off request mistakes?

https://help.workable.com/hc/en-us/articles/20791414125207-Rolling-out-Workable-HR-at-your-organization
https://help.workable.com/hc/en-us/articles/10562723212823-Inviting-new-employees-to-Workable
https://get.workable.com/hubfs/help_center_support/Workable HR roll out templates.docx
https://www.workableacademy.com/
https://www.workableacademy.com/course/employee-onboarding-and-management
https://www.workableacademy.com/course/time-off
https://www.workableacademy.com/course/profile-templates
https://www.workableacademy.com/course/document-templates
https://www.workableacademy.com/course/onboarding-workflows
https://help.workable.com/hc/en-us/articles/13681063448343-What-to-do-if-my-onboarding-link-has-expired
https://help.workable.com/hc/en-us/articles/14596747172631-Can-I-resend-an-onboarding-email
https://help.workable.com/hc/en-us/articles/19032628091287-Can-I-edit-onboarding-information-if-there-was-a-mistake
https://help.workable.com/hc/en-us/articles/14136814275479-How-do-I-publish-an-employee-profile
https://help.workable.com/hc/en-us/articles/15908137249175-How-can-I-edit-a-time-off-balance-of-an-employee
https://help.workable.com/hc/en-us/articles/19571156360215-How-can-I-correct-time-off-request-mistakes
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Employee Training 
Materials

Workable HR Training Toolkit

Walkthrough guides would be helpful to be used as training.

Walkthrough Guides

Company & Employee Profile


View & Sign documents


Employee Time off Requests & Company Calendar

PDF Guides are perfect to attach in emails or include in your company files.

PDF Guides

Employee User Guide


Requesting time off

Support your employees use of Workable HR with effective training materials.

Our help center features a variety of step by step articles which can be linked in 
communication to employees.



Onboard and manage:

Time off:

Articles

Completing your onboarding tasks


What to do if my onboarding link has expired?


Managing your employee profile information


Reviewing and signing a document

Requesting time off


Canceling time off

https://app.storylane.io/share/bjk6faqpltoh
https://app.storylane.io/share/ew5lit6dqdhm
https://app.storylane.io/share/1m4yalftr3uk
https://get.workable.com/hubfs/help_center_support/Onboard%20&%20Manage_%20Employee%20User%20Guide.pdf
https://get.workable.com/hubfs/help_center_support/Onboard%20&%20Manage_%20Requesting%20Time%20Off.pdf
https://help.workable.com/hc/en-us/articles/9294251416855-Completing-your-onboarding-tasks
https://help.workable.com/hc/en-us/articles/13681063448343-What-to-do-if-my-onboarding-link-has-expired
https://help.workable.com/hc/en-us/articles/9672752897303-Managing-your-employee-profile-information
https://help.workable.com/hc/en-us/articles/11726518093847-Reviewing-and-signing-a-document
https://help.workable.com/hc/en-us/articles/15941347262615-Requesting-time-off
https://help.workable.com/hc/en-us/articles/16021238111255-Canceling-time-off-requests
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Our help center features a variety of step by step articles which can be linked in 
communication to managers.

Article

Approving/rejecting time-off requests

PDF Guides are perfect to attach in emails or include in your company files.

PDF Guide

Line Manager User Guide

All employee related resource material apply to Managers, the following 
resources are dedicated to the management of employees.

Manager Training 
Materials

Workable HR Training Toolkit

https://help.workable.com/hc/en-us/articles/16021378285975-Approving-rejecting-time-off-requests
https://get.workable.com/hubfs/help_center_support/Onboard%20&%20Manage_%20Line%20Manager%20User%20Guide.pdf


Support when you need it!

In your Workable account, click your user icon in the 
upper right and select “Help” > “Ask a Question”

Live Chat

Learn

support@workable.com 

Email

3:00am - 5:00pm ET

 +1 (844) 657 7637,  +44 (0) 800 086 8870

Call

Evolving resources for continued support and guidance 

with Workable HR features.

Help Center:


Find articles and videos to assist you with a wide 

range of Workable topics.

Workable Academy:


Our centralized training hub for on-demand learning.

mailto:support@workable.com
https://help.workable.com/hc/en-us/categories/8834563651095-Employee-Management
https://www.workableacademy.com/courses
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