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Job Aid: Managing Learning Activities (Supervisor)
Purpose

The purpose of this job aid is to guide supervisor users through the step-by-step process of managing
employees’ Learning Plan within SuccessFactors Learning.

Task A. View an Employee’s Learning Plan

1. Click on the My Employees tab from the VA TMS Home page

2. Hover over an employee card to perform the available actions without loading the user's
Learning Plan.

Talent

My Employeas Organization

3. When you click an employee card, that user's Learning Plan is displayed.

Learning Plan: Annie Brown

‘Annie Brown o r\i.Seau:h Learning Plan Show: | Eventhing -

Due within a week
0/10/2012 < VA Privacy and Information Security Awaren...
Must be registered
No due date

& DLRCERT TEST - Talent Management Syste...
Must be registered

Talent Management System Extravaganza -- ...

Note: You may customize the view by filtering the Learning Plan to show Learning only, Registrations, etc.
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Task B.  Assign Items to an Employee’s Learning Plan

1. From the Learning page, click the My Employees tab.
2. Click the Assign/Remove Learning supervisor link.

My Employees Organization Admin

Leaming Plan: Annie Brown

Annie Brown ,Seaseh Leaming Pan | Show | Eventhing x G_, [@ Searcn Cataing @
Browse
Due within a week
SMe2012 & ya Privacy and information Security Awaren...
Must ba registored

2 Tupervisor Links ’

R gisteritithdraw Employe s
Approvals
AsgessmEnts

Mk e

No due date

“& DLR CERT TEST - Talent Management Syste_
Mot e registered

Talent M t System Ex

3. Click Add Items and Curricula.
4. Click Next.

Manage Learning Activities i He
Sedec | Managemeet Aron
This renu cplion il Salable ¥ doperddon 1 prodded lalured 1 Aanase B Baming ABdei. of youd dubordnled The Leamens Acbeliel witaed id uied

B30 dHmE 30 IEoRE B8NS, 30 S50 DATHGET 1 YO SUSCRIN Y

™ Add Ber and Curriosls | Remows Bema

_Select Managemens Actien o o.a' =

e Tha Fbarairen Barrch plas will ol Eove BR=id BRI i TiTugh § UMy of by 85 Sdminigller

5. Click the Items and Curricula Add icon (&#).

Assign Learning

Enter Learning Activity Details
*Required

[=| tems and Curricula | @o

There are no items or curricula selected.

= Employees |@

There are no employees selected.

Back Cancel
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6. Enter keywords to search for the item/curricula to assign to the employee.
7. Use the checkboxes to further filter your search.
8. Click Search.

Search for ltems and Curricula %]

Keywords: o

W Curricula M Instructor-Led ¥ Online ™ Blended ¥ Other
I ExactPhrase [T Search All Languages

9 =earch Cancel

9. From the search results list, click the check the Select checkbox.
10. Click Add.

Search Results [x]

Records perPage| 7 (] Page: 1 2 3 4 5 uPrevious Nexts (124 total recoeds)

Title 1] Type Select
@ A Rich Tapestry of Cultuial OHLINE HR-901 - E -
Contrasis (Rey 111 32008C5T)
@ Account Planning, Development, COURSE SALES-101 & oﬁ
and Growth. {Rev B118/2008CS5T) |
@ MCC Condent Example (Aticulate) OMLINE EXAMPLE-AICC-01 - [ 1
(Rey 120212010CST)
@ AICC Content Example (eTrinsic) OMLINE EXAMPLE-8CC - r
(Rev 12/212010C5T)
@ Alarm Systems COURSE EHS-148 Pl I
{Rey 11252008BCST)
@ allowable and Unallowable COURSE FA-304 e r
Chargas (Rev 1125/2008CST) -

RecorsparPage 0 [v] Fage | 2 3 4 5 «Previous Nexts (124 totsl recceds]

@ Add Cancal

11. Modify the assignment type, assigned date, and required date as necessary.
12. Click the Employees Add icon (&2).

f LS, Dy 3
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Assign Learning

Einter Leamming Activity Details

" R

= Meevs and Cumicula | (5

Title Tree  Assignmand Type
@ Account Panning. Devsliopment. and Grawih & F
- Employees

Thare ans No Empleress pebiched

Elack

Hemava

13. Click the checkboxes next to the employees you wish to add the item/curricula to.

14. Click Add.

Note: Click the Quick Select icon () to simultaneously select all direct and/or indirect reports

for the corresponding employee.

My Team
Expand All|Collapse All
Name [ Select All
Marcus C Hoff
Alexander Thompson v
Diarlene Sharp |?®
[*| Richard Maxx v
Sid Mormony I

Quick Select

o

o

D -~ Cancel

[x]

The selected employees are listed.

15. Click Continue.

Assign Learning
Enter Leaming Activity Datalls

" Reguned

= Items and Currioula (3

Tiie: Tree  Assspameni Type

@ ActoonaiParning, Dealopment, bl Giow -

- Emplojass

Farrs

Eham, Darlene.
Teameasn, Alschsder,
B, P

Baxck

ADVANCE

sy bl

Ruapirread Diabe

R

Homirse
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Review and confirm the details of the item/curriculum assignment.
16. Click Assign Learning.

Assign Learning

Confirm Detalls
ltems and Curricula

Tithe Typa Assignmaent Type Ansegn Date Regured Dabe

@ Account Flanning, Development, and Growth, & REQ 4M0EZ 430EMZ
Employees

FRame

Sharp, Darene.

Thompson, Alecanadar,

Wax, Richard,

Bacx @ Assign Lesming Cancel

A confirmation message displays indicating successful assignment.
17. Click Close.
Assign Learning

Successfully Assigned

Thes BEMACACULE Pl Dissr SUCCESSTuBy SSed 10 e Spedifnd smployees. Il CUMCUL wire BNessy RSSONG0. They Wil ol be ne-assigned

Task C. Remove Items from an Employee’s Learning Plan

1. From the Learning page, click the My Employees tab.

My Employees Organization Admin

Learning Plan: Annie Brown

= [T caaren Lesming Pian [l R
[Annie Brown 4 Saseh Leadning Plan Show | Eventhing b G_, Search Catalog
Browse
Due within a week
ar1e2012 ¥ VA Privacy and Information Secarify Awaren... 2
Must b4 registared

Tupervisor Links ’
AsgignRemove Leaming

Ragisteriihdraw Employees
Approvals
Asgsessments

Mk e

No due date

“& DLR CERT TEST - Talent Management Syste_
Must be registered

Talent M t System Ex

2. Click the Assign/Remove Learning Supervisor Link.
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3. Click Remove Assigned Learning.
4. Click Continue.

Note: The Remove Items option will not remove items assigned to a user through a curriculum
or by an administrator.

Assign Learning

Select the action you would like to take:

u Assign Laearning Rpmeove fssigned Leaming
Aggn lams and cumzull 10 one :\o R asugned damd om one of rn
amployaes wmployess. Cmcula snd adminsirator-assigred

siermes cannoll be removed

oD -

5.___Click the Items Add icon
(&9).

Remove Assigned Learning

Enter Learning Activity Details
*Required

= Items|@°

There are no items selected.

=I Employees | F)

There are no employees selected.

6. Enter keywords to search for the item to remove from the employee’s To-Do List.
7. Use the checkboxes to further filter your search.
8. Click Search.

Search for Items =

Keywords: (6]

W Instructor-Led ¥ Online ¥ Blended ¥ Other
[ ExactPhrase I Search All Languages

6 Search Cancel
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9. From the search results list, click the check the Select checkbox.

10. Click Add.
Search Results ]
mwl‘m»g Pege: | 2 1 4 6 Frevious MNexts (124 teisl receeds)
Title D Type Salect
@ A Rich Tapesty of Cultural OMLINE HR-801 - W -
Conlrasis (Rev 111 32008C5T)
@ Account Planning, Development, COURSE SALES-101 & 9 w
and Growth (Rev 8MA2009CET) !
@ AICC Content Example (Atficulate) ONLINE EXAMPLE-AICC-01 - = |
Ry 12021R2010C5T)
@ AICC Content Example (eTrinsic) OMLINE EXAMPLE-AICC - "
{Rev 12212010C5T)
& Alarm Systems COURSE EHS-148 & T
(Rev 11252008C5T)
@ Allowable and Unallowable COURSE FA-304 P r
Chargas (Rev 11252008C5T) -
HIWPIFI@I":E Paga: 1.2 3 4 & «Frevious Nexts (124 totsl recoeds)
@‘ Add Cancel

11. Click the Employees Add icon ('3).

Remove Assigned Learning

Enter Learning Activity Details

*Required
(=] Itlms|{;}
Title Type Remove
& Account Planning, Development, and Growth. a (%)

=| Employees |@m

There are no employees selectad,

12. Click the checkboxes next to the employees you want to remove the item from.
13. Click Add.

Note: Click the Quick Select icon () to simultaneously select all direct and/or indirect reports
for the corresponding employee.

ADVANCE
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Hame [ select All Quick Select

Marcus Q Hoff (4]
Alexander Thompson
Darlene Sharp
[*| Richard Maxx
Sid Mormony

< xl

o

1 %

)

Add Cancel

14. Click Continue.

Remove Assigned Learning

Enter Learning Activity Details
*Reqguired

(=] Items|{§

Title Type Remove
& Account Planning, Development, and Growth. - (%]
= Employees |@

Name Remove

Sharp, Darlene, 0
Thompson, Alexander, 0
Maor, Richard, (%]

Back m Cancel

Review and confirm the details of the item removal.

15. Click Remove Learning.
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Remove Assigned Learning

Confirm Details
Items

Title Type

"3

& Account Planning, Development, and Growih.
Employees

Hame

Sharp, Darlena,
Thompson, Alexander,

Mao, Richard,

Back @ Remaove Leaming Cancel

A confirmation message is displayed.
16. Click Close.

Remove Assigned Learning

Successfully Removed

Assigned leaming s been Suctessiully nemoved Trom Bhe speciied empioyess. Only INCompiete and fnse-ioating Bems (Those nol A5800 laked wih

CUMMSLA Wi nemcnmd
@ Cle

f LS, Dy 3
ADVWANCE . e
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Task D. Record Item Completion for an Employee

1. From the Learning page, click the My Employees tab.

My Employees Organization Admin

Learning Plan: Annie Brown

{Annie Brown " [ _J,Sv::l-‘d‘l Leaming Plan Showr | Eventhing ¥, Q;I, Search Catalog )
Browse
Due within a week

Gr1e2012 ¥ VA Privacy and Information Secarify Awaren... 2
Must ba regisiered

Tupervisor Links y
Asgignemove Leaming

Registerhithdraw Employses
Approvais
Azgpssments

Mo sk

No due date

“& DLR CERT TEST - Talent Management Syste_
Misst be registerad
Talamt M t System E

2. Hover over an employee in the employee tree.
3. Navigate to and click the Record Learning link.

Leaming Plan: Richard Maxx

Richard Maxx

(&

h-. Richard Ma...
e

Sid Mormany | 1 =
A | To-Dos Overdue (9) wil Aasign Lasming
ﬁ Dadena Sharp Curricula Incomplet ( Register Employes
& ; & Manage Alemate Supervisen
Alexander Th
] Beports
d .

|| External Requesis

o Prodile

Prarequisiles not met

4. Click the Item Add icon
(&9).

Record Learning

Enter ltem Details
* Required

Elm|ﬁ.o

o flem saledsd 1

=] Enmhrm“}

Hame * Grade Costs Comments

My, Richard i

ADVANCE .
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5. Enter keywords to search for the item to record completion for your employees.

6. Use the checkboxes to further filter your search.
7. Click Search.

Search for ltems X
Keywords: ' o
W Instructor-Led ¥ Online ¥ Blended ™ Other
I ExactPhrase [ Search All Languages
o Search Cancel
8. From the search results list, click the Select link.
Search Results [x]
Mﬂlpﬂhﬂl.':z Paga: | 2 3 «Prevous Nexts (24 total neconds)
Tiithe D Type Selact
@ Account Flanning, COURSE SALES-101 P gt -
Developrnent, and Growih (Rev 8M18/2009 1316 CET CST)
@ American Sign Language COURSE HR-118 P «__-‘9
(Rev 11/25/2008 00D CST CST) .
@ Berefits COURSE HR-300 F Seteat |5
(Rev 11/25/2008 0800 CST CST)
@ Budgeting COURSE FA-302 & Selact
(Rew 11/25/2008 0800 CST CST)
& Business Communication COURSE HR-120 & Seledt
Simulation (Rev 11/25/2008 DB00 CST CST)
@ Business Ethics COURSE HR-107 ‘e Seled
(Rev 11/25/2008 DB0D CST CST) -
Reoords per Page "-3 Page: | 2 3 «Frevous Nexis (24 totsl reconds)
Cancel

9. Enter all the item details.

10. Select a Grade/ Completion Status for the employee from the drop-down menu.

11. Click Continue.

Note: Click Assign Defaults to assign a default grade/completion status, comments, user costs,

and currency to all employees selected.

ADVANCE
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Record Learning

Enfer ltem Details
*Raquined

=1 ﬂ Rieini - American Sign Lenguage (HR:-119) Rey 11G52008 0800 CET | Cnange Hee

Cemplabizn Date ot e Tebal Mours
(TTL R
Ceomplabon Time s 9 Cevilaet BSuiL
-
*Tirme Ione Seiec ST et Heura
nsinuctor IO o CFE
Pt Hame
- Employees [+] HAaiagn Diafalls

Hame Grade - Completion Slates. Cosla Commenls Remerve

" W Fxchand @ T a o

@ -

Confirm the record learning details.
12. Click Record Learning.

Record Learning

Confirm Learning Details
Hafi: COURSE HR-119 mev 11052008 s800 £57

Coampietion Date: 4111721012 Ticstad Howrs:
Completion Time: 1132 CST Coatact Howrs:
Instnector: Crodit Hours:
CPE:
Employees
Hama Grade  Completion Status  Commaents Costs Amont
Richard Wam COURSE-PASS

Back @ Ruocord Leaming Cancal

Learning is successfully recorded for the listed employees.
13. Click Close.

Record Learning

Recording Status
Learning Recorded Successfully
Item: COURSE HR-119 rev: 11/25/2008 0800 CST

« Maxx, Richard & File Atachments (0)

@ Close

ADVANCE .
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