
HOW TO ACCESS YOUR LEARNING HISTORY

SuccessFactors: Learning History
Welcome to the Learning History Quick Reference Guide. The Learning 
History tile provides you with access to your completed training history.

Quick Reference Guide 



1 The Learning History tile on the Learning Home page provides and  
employee with the recent completed work.

3 Click View all link will take the employee to their Completed Work page.  
(see below)

2 Recently added courses and completed work are listed on the tile. Select  
a title to view the details of the completed course.

4 If configured, you can record completion of items directly from the  
Learning History tile by selecting Add from the History tile.
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Getting Started: Learning History Tile
When you complete a learning or performance activity (for example, you complete an item or assessment), the system saves it to your completed work. Your
completed work, therefore, becomes a historical list of all the activities and tasks that you have completed in the user interface.

1

2

3

4

2

1

3 4

5 6
7

8

1

3

2

4

1

Completed Work

Employees can access their completed work list by clicking the  
Learning History tile to view, search for, and sort for completed  work. 
This gives employees a view of their learning history.

Completed Work lists the courses by Completion Date,  Title and 
Status.

2 Use the Show Completions to filter the completed work  
displayed.

3 Use Title to search and filter course work by keywords in  the title.

4 Select Status to filter completed work by the listedstatus.

Completed Work Course Details

Access completed items to review the ratings and comments  you 
received for your competencies in prior assessments or  
performance reviews.
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Hover over a course to view the details of the course. The  
completed course hours are listed for the course.

Select View Details to view the complete registration  
information for the course.

7 Select Print Certificate to print a certificate of completion  for 
successful events.

8 Please use the stars displayed to rate your experience  with the course.

NOTE: You cannot change any details of the completed items.

LEARNING HISTORY
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Employees and managers may add learning events to their learning history. 
Follow these steps to  add recorded learning items and external learning events.
Record Learning
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Search for a Learning Event
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Enter Learning Event Information

Use the Enter Learning Event Information screen to enter your details of the learning event.
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Edit User Event Information

Use the Edit User Event Information screen to provide additional details related to the item.
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Review Record Learning Record

Review the information entered on to record the learning item. Click Finish to append the 
learning  item to your learning history.
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From the Home page click the Record Learning link in the Easy Links section or selectAdd
from the Learning History tile.

Select Item to record a learning event or select External Event to include information from  an 
separate external source. Click Next to continue.

Use Keywords to search for an item in your learning organization’s learning catalog

Use the check boxes to narrow the search to a type of learning event.

Click Next to search the catalog and view the results.

Review the search results. Click to view the details of the course offering.

Select the item to enter your learning details.

Enter the Instructor ID and Instructor Name. Click the Select link to select the instructor.

Enter your Grade for the course.

Select the Completion Status.

Enter the completion date in the Completion Date and Time.

If needed, enter your Total, Credit and Contact hours earned for the item.

Enter the CPE credits earned.

Click Next to continue.

Use the Comments section to provide additional information related to the learning item 
and  outcomes. These comments are appended to the learning event record.

Click Next to move to the next step..

STEP BY STEP:  RECORD LEARNING ITEMS



Employees and managers may add external and self recorded learning 
events to their learning  catalog. Follow these steps to add recorded learning 
items and external learning events.

Record Learning
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Search for a Learning Event
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Enter Learning Event Information
Use the Enter Learning Event Information screen to enter your details of the learning event.
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Review Record Learning Record
Review the information entered on to record the learning item. Click Finish to append your the  
learning item to your learning history.

11 Click Finish to append your external learning event to your learning history.

1

2

6 7

4

3

5

8

9

10

11

From the Home page click the Record Learning link in the Easy Links section or select Add
from the Learning History tile.

Select External Event to record a learning event that include information from an separate  
external source

Enter a Description for the event. This can be the title of the course work and a 
brief  description.
Click Next to enter the details of the event.

Enter the Instructor ID and Instructor Name. Click the Select link to select the instructor

Enter your Grade for the course.

Enter the completion date in the Completion Date and Time

If needed, enter your Total, Credit and Contact hours earned for the item.

Enter the CPE credits earned.

Click Next to continue.

STEP BY STEP:  RECORD EXTERNAL LEARNING EVENTS
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