
HOW TO REGISTER FOR A COURSE

Quick Reference Guide 

SuccessFactors: Learning 
Registrations
Welcome to the Learning Registration Quick Reference Guide. 

The Learning Registration tile reserves your seat once you’ve registered for 
your scheduled course offering. 
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Registration
A scheduled offering is a course or instructor-led item offered at a specific  
date and time. A registration using the SuccessFactors Learning reserves a  
seat when you are registered for the offering. From the Learning Catalog or  
Learning Assignment:
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Registration Basics
Registration status is located on your Learning Plan in the My Learning  
Assignments tile. Registration details include:

4 Select View Registration from the My Learning Assignments to view  
course assignment, and scheduling information for your registration.

5 Assignment information included who assigned and assignmenttype.
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Review the current status. Status types include enrolled and waitlisted.

Click to view Current Registration information.

To withdraw a registration on your schedule, click

Change Registration
To change a registration on your schedule:
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Request Schedule
To request a schedule:
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Click Register Now to display the Registration screen

Enter any comments (special needs, requirements, etc) about your 
registration in the Comment Textbox on the registration screen

Click                 to confirm the registration 

Expand the Available Offerings section

Click                           to register for a specific course

Click                           to register direct reports for a specific course

Expand the Request Schedule section

Enter the need by date and reason (optional)

Click

LEARNING REGISTRATIONS
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External Requests
From the My Learning page, click the External Requests quick link.
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New Request
Before completing the request form, it is recommended that you review the form to determine the  
required fields, indicated by red asterisks(*). This will assist you to determine the information you  
need to know in order to complete and submit the request. Read through the provided instructions  
for more information.
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View your list of external requests and details about each request submitted

Click New Request to create a new Training request

Complete all required fields. You will not be able to submit without populating all required 
fields. 

After all required fields are populated, click Submit to progress the form to the approval 
process.

Click Show All to review the approvers 

Once you have examined the approval process, you must agree to the 
acknowledgement. Check the I Agree checkbox. Click Submit to complete the process.  

STEP BY STEP:  EXTERNAL REQUEST
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