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When you assign a course to an

ASSIGN employee, it lets the employee

for online self-paced courses

know these are courses you want
them to attend.

When you remove a course from an

REMOVE employee, it lets the employee

know you no longer want them to

G I O S S a ry for online self-paced courses T

When you register a course to an

R EG |STE R employee, it lets the employee

) know you sighed them up for a
for live scheduled courses specific scheduled course.

When you withdraw an employee
WITH D RAW from a course, it lets the employee
know you no longer want them to

for live scheduled courses attend that scheduled course.
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A Message for You...

- - " Welcome Employee Bobcats! 0 o o
As a supervisor, you will be able to view | > O

We are excited to welcome you to SuccessFactors (SF) Learning - a new leaming management recently added
system (LMS) dedicated to enhance employee learning for Texas State. This is an exciting time Viea Al
for learning and develepment opporunities.
- f - b I - h n Happy Learning!
Information about your empiloyees via the My Questions? Find Learning

Team” tile. =
My Team

Friofity 7 Fiiter Explore more...

Explore the upcoming courses available
for you! ODC Course Calendar

H About us: To learn more about the team,
n ” I IE please visit Organizational Development
and Comi i

(ART COURSE | -

From the SF Learning home page, click
on the "My Team" tile.

p
d Communications or you can reach us
at fir_odc@ixstate. edu.

MUE COURSE | -

My Curricula -

If you have multiple employees reporting | e
to you, you must SeleCt the employee & Building Supportive Communities: Taking Action .

COURSE ITM162

My Team

| Jl SIEMTERURSE | o W OnTime (4)
you want to review. ]Lﬁlﬁ .

Code of Conduct: Financial Integrity
COURSE ITMBD
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View Assignments

After clicking on "My Team" you will

navigate to the 'Learning Plan’ page.

O n th iS pa g e, a ll e m p loyees t h at re pO rt Search Learning Plan: Danica Gabriella Ar... !! EE Sort By Date | Priority W Filter

to you are displayed in the column on " PR Keyword . Course name or D | Select Al ~ | AlAssignment Types
Armando Daniel Ca... :

the left. The first employee’s learning | ~ DUE ANYTIME

*  Elizabeth Cruz -
Bloodborne Pathogens for SHC

Samantha Alley Will... : COURSE BBP for SHC
& Seli-Assigned

assignments is automatically displayed.

Tamara Dasha John... *

To view other employee learning
assignments, click the appropriate

name in the column on the left.
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Assign & Remove

There are two ways to assign and remove la seac Learning Plan: Elizabeth Cruz 3 52 Sontsy Date iy ¥ it
learning to an employee. The first way is ' :”"“:T"_E":""”‘ ; M _ SIEDN T - ) A ssoment Types -
located under "Learning Plan." S “ '; i

Tamara Dasha John... : Send Message :
Start by selecting the employee you D ......... |VaystoStay Motivaied While Job Hunting
want to assign learning to and click the i e
three dots next to their name.

Learning Plan: Elizabeth Cruz §E EE sortBy Date! Priority ¥ Filter
When the pop up box appears, click e A L e e
“Assign Learning.” v DUE ANYTIME
1

To remove learning assignments click % 10 Ways to Stay Motivated While by
the drop-down arrow to select "remove." et
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Assign & Remove Cont.

Manager Links

Assign/Remove Learning

The second way to assign and remove learning D
eqIsternvvi raw cmployees

to an employee I1s on the "Manager Links" tile.

Locate the "Manager Links" tile on the right

of the "Learning Plan" page and click
Assign/Remove Learning
"Assign /Remove Learning."

Select the action you would like to take:

Once on the "Assign/Remove Learning”

4 Assign Learning & Remove Assigned Learning
R R h " R R " Assign items, programs and curricula to Remove assigned items and programs
l k A L one or more employees. from one or more employees. Curricula
p a g e’ C I C e I t e r SS I g n e a rn I n g O r and administrator-assigned items and

programs cannot be removed.
"Remove Assigned Learning.”

Cancel

Assign / Remove PG. 7




Assign & Remove Cont.

+~ Back

Assign Learning
Once both the appropriate course and employee

Enter Learning Activity Details
* Required

are selected, click "continue” to assign or

~ ltems, Programs and Curricula + Add
r e m O V e There are no items, programs or curricula selected.
~ Employees + Add

There are no employees selected.

After clicking "continue"” you will be
prompted to confirm details and click
either "Assign Learning" or "Remove

Confirm Details

Le a r n i n g ! tO S U b m it. Items, Programs and Curricula

Assignment Type Priority Assign Date Required Date

.NET Deep Dive: NuGet Package &

Once submitted you will receive either the o
Employees
message "Successiully Assigned” or
"Successfully Removed"” on the following
page.
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Register Employees

There are two ways to register a course to an

employee. The first way Is located under

' e =i or
SEEE] Learning Plan: Elizabeth Cruz EE E= s5ont By Date | Priority 7 Filter
n I_ - P I n
earning Plan. — S
anica Gabriella Art... - 3 'Elizabeth Cruz/| € nameoriD Select All - All Assignment Types -
Armando Daniel Ca... ° Assign Learning

Register Employes

Start by selecting the employee you | EEmenCuz  E L gxtomalLeamingRe.. )
. . Tamara Dasha John... : Send Message
want to register the course to and click | ——— Ways to Stay Motivated While Job Hunting
Samantha Alley Will... Rptions & Settings RSE LINKEDINLEARNING 7077
the three dots next to their name. — EreakAsoned

When the pop up box appears, click

“Register Employee.”
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Register Employees Cont.

Manager Links

Assign/Remove Learning

The second way to register a course to an Register/Withdraw Employees

employee Is on the "Manager Links" tile.

Locate the "Manager Links" tile on the

right of the "Learning Plan" page and
click "Register /Withdraw."

Register/Withdraw Employees

Select the type of action you would like to take:

Once on the "Register /Withdraw

3," Register Employees &x Withdraw Employees

E m p loye e S " p a g e, C l | C k " Re g | St e r Register Employees into a class. Withdraw Employees from a class.

Employees.”

Cancel
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Register Employees Cont.

= Bk
Register Employees for Class

After clicking "register employee” you will
Enter Registration Details

navigate to the "Register Employees for

~ Class + Add

Class" page.

« Employees + Add

First select the appropriate class by
clicking the "add" button. w

Register Employees for Class

Enter Registration Details
* Regquired

After selecting the appropriate class you

« Class: WellCats Educational Series & Change Class

will then be prompted to select the

Start DatelTime: 1/27/2022 12:00 PM America/Chicago Description: No Description
Facility & Location: Associated ltem: COURSE WellCats Ser
o
a p p ro p r I a 't e e m p l Oye e Available Seats: 0 of 50 enrolled, 0 waitlisted
L]
~  Employees + Add

Registration Status Payment Method Accoun

Once both class and employee are

selected, click "continue.”
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Register Employees Cont.

. . " . . - E;:Zm Employees for Class
After clicking "continue” you will be prompted

Confirm Registration Details

to confirm details and click "Reqgister

Class: WellCats Educational Series &3

n . Start Date/Time: L/27/2022 12:00 PM America/Chicage Description: Mo Description
Employees” to submit.

Facility & Location: Associated ltem: COURSE WellCats Ser

Employees

Once submitted you will receive the

Active

Enrollment(Enrolled)

message "Successfully Registered” on ey B Usrs B i O aragrs C Ot
the following page.

Successfully Registered

Successfully Registered

All registrations in this class were successful.

Register or withdraw more employees

Close
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Withdraw Employees

Manager Links

Assign/Remove Learning

To withdraw an employee from a course Register/Withdraw Employees

locate the "Manager Links" tile.

The "Manager Links" tile is on the right

of the "Learning Plan" page. Click

n . . I Register/Withdraw Employees
Register /Withdraw.

Select the type of action you would like to take:

Once on the "Register /Withdraw

3," Register Employees &x Withdraw Employees

E m p loye e S " p a g e, C l | C k “W | t h d ra W Register Employees into a class. Withdraw Employees from a class.

Employees.”

Cancel
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Withdraw Employees Cont.

— Back

Withdraw Employees from Class

After clicking "withdraw employee” you will

Enter Registration Details
Required

navigate to the "Withdraw Employees from o Cclass 2. b

No class selected

Class" page.

~ Enrolled Employees

Select a class to view registered employees

First select the appropriate class by
clicking the "add" button. e

Withdraw Employees from Class

Enter Registration Details

After selecting the appropriate class you
v Class: WellCats Educational Series 3 Change Class

will then be prompted to select the

Start Date/Time: 1/27/2022 12:00 PM America/Chicago Description: No Description
Facility & Location: Associated ltem: COURSE WellCats Ser

appropriate employee.

-~ Enrolled Employees

Registration Status Withdraw

¥ Select All

Once both class and employee are L T o

selected, click "continue.”
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Withdraw Employees Cont.

— Back

Withdraw Employees from Class

After clicking "continue” you will be prompted

Confirm Withdrawal Details

to confirm details and click "Withdraw Class: WellCats Educational Series

Start DatelTime: L/27/2022 12:00 PM America/Chicago Description:

E m p I 0 ye e S ! to S u b m | t . Primary Location: Associated ltem: COURSE WellCats Ser

Employees to be Withdrawn

User can Self-Register

Once submitted you will receive the

stion 4
Tartiara B asour i Educational 141 MNo

message "Successfully Withdrawn" on 5 g o

_| Remove associated item from the Learning Plan

the following page.

Withdraw Employees from Class

Successfully Withdrawn

All withdrawals in this class were successful. Where applicable a refund has been issued to the withdrawn users.

Register or withdraw more employees

Close
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HAPPY
LEARNING!



HUMAN RESOURCES

Thank You

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

€ 5.7899

E hr_odc@txstate.edu




