SuccessFactors (SF)
Learning

Register & Cancel Course Enrollment




Table of
Contents

ACCESS

SEARCH

SCHEDULE

REGISTER  raceos

PAGE 9-10

How to access SF Learning

How to search for courses

How to find scheduled courses

How to register for courses

How to cancel course enrollment



How to Access My Learning Dashboard

Learning ~

My Learning My Team

Step 1. Log into SF

Learning via the SAP >>>
Portal using your NetlID

and Password.

Step 2. Click on

"Learning" and find "My L Feaured || History

. . n Welcome Employee Bobcats! * 0 @ o
Le a r n I n g AS S I g n m e n tS We are excited to welcome you to SuccessFactors (SF) Leaming - a new learning management =

system (LMS) dedicated to enhance employee learning for Texas State. This is an exciting time View All
for learning and development cpportunities.

Hapoy Learning!

Giieitions? Find Learning

For course and content questions contact: fir_odc@txstate.edu (

! What do you want to LEARN today?

v For technical support contact: ifac@txstate. eds !
v Browse all courses »

My Learning Assignments §= EE Sort By Date | Priority 7 Filter Explore more...

Keyword O Course name or 1D Select All - All Assignment Types

Explore the upcoming course's

Step 3. The " My Lea rn i ng . available for you! ODC Course Calendar
Ste p 4 ° O n Ce I.O g g e d DUTWME About us: To learn more about the team,

: : Assignments” tile displays _ woueo) . [l Snd Communieatons o you s eschus
|nl you can reglster or Lﬁ i at hr_odc@txstate.edu.
cancel enrollmentin a <<<
scheduled offering , _ —
aSSIQned to yOU by your L‘ " WellCats Educational Series

(Course) thrOugh the . COURSE WellCats Ser s Bl DR
e R supervisor or someone O segn 04252 o 5 e
Find Learning" Tile.

W Due Later (4)
else. .

My Team

* Supporting Transgender/Non-binary People in

all Of your Self-l’egiStel’ed - Higher Education Settings

COURSE Supprngims

®

courses as well as courses _____ C SRR £

+Note: If instructor-led training is assigned to you by your supervisor .
or someone else, you still need to register for a specific course date.




How to Search for Courses

There are different ways to search for a
scheduled offering (course):

"Find Learning" tile:

- Clickin the “Find Learning” text box and type
the name of the course. If there is a match, it will
display in a dropdown as you type. Select the
course and click “"Go.”

"Browse all courses” option:

- If you are unsure of the course name, click on
“Browse all courses” to see a list of all available
courses within the Course Catalog.

xNote: You can select additional search parameters under
“Refine By” that will assist you in finding a specific course.

My Learning My Team

A Message for You...

Welcome Employee Bobcats!
We are excited to welcome you to SuccessFactors (SF) Leaming - w learning management
S}S'[E'I“'HL"JS ded-: tect oe ha nce e :-lovee lea ning for Te X3S Stete This is an exciting time
or learning and development cpportunitie
Happy Learming!
Questions?
=

For course and content questions contact: fr_odc@fxstate edu

For technical support contact fac@txstate. edu

I
History

9
recently added

Find Learning

| O What do you want to LEARN today?

Browse all courses

My Learning Assignments

Keyword O Course name or ID Select Al b All Assignmemt Types

~ DUE ANYTIME

L‘ Supporting

Higher Educ
COURSE Supprng]
® Begins 10/6/202

Find Learning

Explore more...

Explore the upcoming course's
available for you! ODC Course Calendar

, L‘ ; Allies
¥
| * WellCats Ec

COURSE WellCats |
® Begins 1004/202

Browse all courses »

‘ My Team

|
{
‘ . B On Time (1) ‘




How to Find Scheduled Courses

If a course has several WLEEaaE | Loy

sessions scheduled they Library

will automatically populate. s
The following details of the Results for Alles’

14

@ Q Language & Currency

1 COURSES
course will appear:
Refine By
- Date and time
-
t H Source |
- Location -
« Description pelvenyethes o ot KA | | (couae iREDmeEine,
Categories [@ SeeClasses & SeeClasses
= Assign to Me 4 More Assign to Me 4+ More Start Course 4+ More Start Course 4 More

+Note: If there are no scheduled offerings available, or the scheduled offering dates don’t work for you, you can click
“Assign to Me”. This will place the course in your My Learning Assignments tile.




How to Register

Once you click "Register Now" a follow-up page
will appear for you to check your selection.
Click "Register Now" again.

Step 1. Click on "Register Now."

Learning « Learning ~
My Learning My Learning
— Back
Back . :
= Registration (>]

LGBTQIA Allies Training &

LGBTQIA Allies Training &

T
LGETQIA individuals historically have felt invisible or unsafe on college and university COURSE AlliesTrain
campuses, or found the climate uninviting or openly hostile. These CC"‘Id_ tions often Item Description: LGBTQIA individuals historically have felt invisible or unsafe on college and university campuses, or found the
! e undermine attempts to foster student development and growth, to recruit faculty and staff, climate uninviting or openly hostile. These conditions often undermine attempts to foster student development and growth, to recruit
and to maintain the d'versit;..-' of the campus COMmMmunity. Allies of Texas State is a personal faculty and staff, and to maintain the diversity of the campus community. Allies of Texas State is a personal pledge made campus-wide.
1 pledge made campus-wide. Those who make this pledge aim to make Texas State a more Those who make this pledge aim to make Texas State a more inclusive and affirming campus for the LGBTQIA community. This is
i . S -» ; P : . & enacted by promoting awareness and understanding about sexual and gender identities. homophobia, and heterosexism. The pledge
! PE‘LI_S ve and ‘;ﬁm-& n,:__ca pus fI-:Jr the LGB?—OIE ';Dméﬂu%ty' Ih'g |5| enac.ell:l |D.1’ DEDIQD‘”-'E: begins by attending four (4) hours of Allies of Texas State training. While Allies training does not prepare participants to counsel
G"'-_E" ?”ESE_' and understanding about S_E'_K'-Ja_ an .:.E|;' er em't'ef'- nomophoia, '3':" LGBTGQIA individuals, it does provide participants with information and resources that will help eliminate myths, misconceptions, and
heterosexism. The pledge begins by attending four (4) hours of Allies of Texas State stereotypes often associated with LGBTQIA persons. Any person who attends an Allies training and signs and adheres to the Ally
o contract automatically becomes an official Ally of Texas State. By becoming an official Ally, you are part of a campus-wide network that
ore helps sustain Texas State as a safe place for LGETQIA Bobcats.
: X HOUR{5) > CURRENT REGISTRATION
COURSE AlliesTrain 3
DURATION

E Instructor-led Course ~ AVAILABLE CLASSES

Available Action

1 category more
Seals

1 11/4/2021 11/472021 Zoom - Zoom 39 : .
01:00 PM 04-00 PM On-line View Details

. You may also:
Assign to Me 3 PRty A
_ Register Now # Recommend » agoerlca.chlc ra'-‘-.;;enu:a.(:hm Register Now

+Note: Clicking "Assign to Me" will place course in the "My Learning Assignments” list as a pending course to register for.




Confirm Registration

Step 2. Once on the A final confirmation page will then
Registration page, click "Confirm." appear with course details.

P Learning

My Learning My Learning

Lastly, enter any comments that you wish to be associated with your request and/or registration.

Frevious Registration Comments — Finished

Class

LGBTQIA Allies Training ®
COURSE AlliesTrain LGBTQIA Allies Traini ng

Start Date: 11/4/2021 01:00 PM America/Chicago COURSE AlliesTrain

End Date: 11/4/2021 04:00 PM America/Chicago . i
Capacity: 1 of 40 enrolled, 0 waitisted Start Date: 11/4/2021 01:00 PM America/Chicago
End Date: 11/4/2021 04:00 PM America/Chicago
Registration C t . .
egistration Lomments Capacity: 2 of 40 enrolled, 0 waitlisted

User Name: Johnson, Tamara Dasha

Registration Active Enrollment (Enrolled)
Status: Success

Comments: User Name: Johnson, Tamara Dasha

Registration Active Enrollment (Enrolled)
Status:

Previous Comments:

+Note: Return to Learning, and this course will be listed in the "My Learning Assignments” tile.




Email Confirmation

Step 3. Once you register for a course, you will receive a registration

notification in the form of an email from noreply@odc.hr.txstate.edu

Registration Email Notification

Some content in this message has been blocked because the sender isn't in your Safe senders list. | trust content from noreply@odc hr.txstate.edu, | Show blocked content

noreply@odc.hr.txstate.edu e D

Wed 9/22/2021 9:03 AM

To: Johnson. Tamara D

This note confirms your registration in the following learning activity: COURSE AlliesTrain 1/1/2021 06:00 AM America/Chicago LGETQIA Allies Training The
schedule is as follows: Start: 11/4/2021 01:00 PM America/Chicago

End: 11/4/2021 04:.00 PM America/Chicago

Instructor: Soukup, Jessica

Facility: Zoom

Primary Location: Zoom On-line

If you have any questions about the registration, please contact your learning coordinator.

+Note: No further action will be needed once receiving this email.
Further resources such as Zoom or Teams links will be sent separately.



mailto:noreply@odc.hr.txstate.edu

How to Cancel Registration

Sort By Date | Pricrity % Filter

My Learning Assignments

Keyword | ©. Course name or ID Select All - All Assignment Types

Step 1. In the "My Learning Assignments”

12112021 | REQUIRED START COURSE | -.-

tile, locate the course you want to cancel

Equal Employment Opportunity & Title IX
COURSE eea003
I Fart of Equal Employment Oppoartunity & Tite [X

and click the drop down to the right of
“Enrolled” and select “Withdraw.”

1M21/2021 | REQUIRED START COURSE | -.-

Ethics and Compliance On-Line Course
COURSE ethics202101

I Fart of Ethics and Compliance On-Line Course

121/2021 | REQUIRED START COURSE | -

Red Flag Alert Rules

100
Alert Rules

~ DUE ANYTIME

o ENROLLED | -
EMROLLED | .- ies Tra]n]ng
J - View Registration
’ p . . w at Zoom & Self-Assigned Recommend
- LGBTQIA Allies Training

View Registration Withdraw

COURSE AlliesTrain
@ Begins LLi4/2021 at Zoom & Self-Assigned Recommend




Confirm Cancellation

Step 2. When the Confirmation Step 3. The Current Registrations
screen appears, click “Yes.” screen will appear. Click “Yes” and

your registration for this course will
be cancelled.

Learning «

I N AL . A\ T E i
1 ] A A A S Il'l i A Lea""“g i

My Learning
«— Back

Confirmation Current Registrations o

A Do you want to withdraw from this Remove

525510N7 You can remove assignments from your list if you assigned it to yourself and if you registered for a single class. If someone else assigned
it or if you registered for multiple classes, we do not remove it. Do you want to remove the course from your assignments?

No Yes

Yies Mo




Happy
Learning!
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Thank You

For more information, please contact Organizational
Development & Communications (ODC).

€N 57899

E hr_odc@txstate.edu



mailto:hr_odc@txstate.edu



