SuccessFactors: Employee
Introduction

Welcome to the Employee Introduction Quick Reference Guide.

Learning management allows your company to create courses and
curriculum based on performance goals, career and succession plans,
organizational development, and for individual, personal development.
Learning creates career pathways for development and growth.

LMS GUIDE FOR EMPLOYEES

Quick Reference Guide



EMPLOYEE INTRODUCTION
I —

Access SuccessFactors Learning to complete assigned courses.

Here you can self assign Courses (Items) and Curricula, A Learning~ firke Gt (et} v ) O s successfﬂasgggprmsy
register for Instructor Led Training, view Learning History, record
. My Learnin,
completion for External Events and run reports on completed
Courses and assignments. Learning allows your manager and HR to
create and assign Courses and Curriculum based on job
requirements, compliance tracking and development objectives. Wiy oarring Assignments. oty | Peceng. ¥ Find Lsariing s
. Approvals
Getting Started v OVERDUE 2} What d tto LEARN today? | G G
’ . . What do you want to loday 0 € Com ity
Select Learning from the drop-down menu to view your learning e — i
assignments and learning resources. 4DAYS OVERDUE | REQUIRED v Pl
. g Building Access Policies and Proceedures M Orers
i DOC HR-001 rev.1.2 8/11/2004 News
2 My Le.arn Ing Page ) ) B Part of Building Access and Emergency Preparedness My Curricula ~ Options and Settings
My Learning creates an end user learning management experience
for employees and managers controlled by the SuccessFactors 4DAYS OVERDUE | REQUIRED YOU HAVE UNMET PREREQ... | v Ll e
Learning administration. 2 Emergency Evacuation Proceedures HeowdLezrming
2 OJT HR-003 rev.1.2 8/11/2004 Reports
X X Bm Part of Building Access and Emergency Preparedness - N
Learning Tiles i i oty
The My Learning page is comprised of configurable tiles, which 4 DAYS OVERDUE | REQUIRED v Sttt a VU Hale
you can drag and drop to create your own personalized view. g Emergency Preparedness DiLa Sen hesess
DOC HR-002 rev.1.2 8/11/2004 Training Planner
. . ) I Part of Building Access and Emergency Preparedness 1
28 My Learning Assignments _ _ i
The My Learning Assignments tile displays your assigned learning v DUE WITHIN A WEEK -
activities. You can view your assignments and related details, launch
training, register for offerings,complete surveys, and much more. At CONTINUE SURVEY | Learning History
SuccessFactors Global University Feedback
. - ' o
My Team (for Man agers) For Course Privacy 101
Displays a pie-chart status of all your subordinates’ assignments. N MOST RECENTLY ADDED
i ini [ Privacy 101
Managers and learning administrators may have access to - V)
additional tiles containing more resources and information for your

learning organization.

Learn MORE: What is an LMS?

A Learning Management System (LMS) allows your organization to deploy a comprehensive learning strategy that includes Instructor Led Training (ILT), eLearning, Virtual Learning,
Exams, Certificates, and extended learning. With an LMS system, your organization can create courses and curriculum based on performance, development and compliance objectives
for your organization, and for your individual, personal development. Key Terms used with Learning include:

Curriculum A set of one or more items that can be assigned and tracked as a group. Items Learning Items recorded for the employee. Completion status provides details to indicate
can be grouped together in order to track them as a single entity. History whether you received credit or not. Recording learning records any completed
Item The smallest assignable unit. An item can have one of four system driven AT, [ 0L L2 ST,
classifications. An item can be instructor-led, online, blended, or can also be Learning List of items and related activities (such as surveys) that are currently assigned
classified as other.
Plan to you.
Completed Iltems recorded for the employee. Completion status provides details to indicate Registration/  Associating an employee with a scheduled offering. Employee status can be
Work whether the employee received credit or not. Enrollment enrolled, waitlisted, cancelled, or pending (waiting approval).
Scheduled Registering for a scheduled offering takes a spot and a seat in that course on

Offerings that date on that time with the instructor that you want at a specific location.




ACTION STEPS: LEARNING TILES

Sort By Date | Pr;" Filter

My Learning Assignments n

A\ You have pending approval requests

\ PRIORITY 1 | REQUIRED

\/‘ Basic Preparedness
™

DOC HR-002 rev.1 11/25/2008

v
»
Fundamentals of Leadership Less » ﬂ
COURSE Leadership 202 rev.1 6/7/2013
L Seli-Assigned

DESCRIPTION  This keystone course teaches the basic leadership skills required for a supervisory
position. Topics include teamwork, coaching and development, planning, and
decision-making.

B}ONTIN UE COURSE >

TYPE  Instructor-led Course

HRS 8 HAS

LENGTH CREDIT

v
Interpersonal Communication Skills for Teams
COURSE HR-122 rev.1 2/2/2006
é L Self-Assigned
\

My Learning Assignments

The My Learning Assignments tile displays items assigned to you and includes call-
to-action buttons/statuses for each entry, with configurable data fields and displays
start/end dates for enroliments.

Courses are organized by time, e.g., overdue, due within a week, due within a
month, due later, and no due date (for items that are self- assigned or have no
required due date).

Select Filter to display a row of fields.
each type of entry.

The filter searches the title only for

Rl Each learning activity is listed with a call-to-action button and status update. You
can show/hide information, view the course start date and location for
enroliment, and display curriculum requirements.

Select the down arrow to view additional details about acourse.

Select a title to view the complete details of the course or learning activity
to review information about the course, your registration, and any course
requirements.

Click the More link to view additional information about the activity,
including its description, type, length, credit, contact, and CPEs.

Find Learning Tile

Search for learning activities in the catalog. Find Learnin g
Enter keywords in the text box to perform a quick
search for related items in the catalog.

Click Browse All Courses to navigate in to the
Learning Catalog which lists featured and
recommended courses.

nat do you want to LEARN today Go

Browse all courses >

Learning History Tile
Learning History displays events recorded in the last 30
days

Learning History

Click VIEW ALL to view your completed work

v [ s T e o

New Events can also be added to your history on this
tile by clicking Add

MOST RECENTLY ADDED
LY This tile lits recently added and completed work.
S_elect a title (in_ this case, ART Microsoft Excel) to
view more detais ART Microsoft Excel Q

My Curricula Tile

Displays a pie-chart status of items within assigned 2 n
curricula. My CumCU|a v

Click My Curricula to view curricula and their member
items under the Curriculum Status page. This status
page also displays your completion status of the
assigned curricula.

Learning Links

Links access some of the most commonly used functions. Links are designed to access areas of the SuccessFactors

Learning easily and quickly.

¢ Approvals: Review and approval actions you have been asked to perform.

¢ External Requests: Request, authorization, agreement & certification of training for events outside of Learning.

¢ Options and Settings: Update your learning preferences. Settings determine the formats and standards used to
display information to you in the application.

* Record Learning: Record a learning event for yourself or for one of your subordinates.

¢ Reports: Report on compliance and audit history by the employee.
Employee may only access his/her own learning records.

¢ Skills Inventory: Identify additional work-related skills or abilities that you possess. Your skills inventory is used
to provide a more complete picture of your abilities to your supervisor and to talent/organizational planners within
your organization.

¢ Training Planner: You and your manager may submit training requests, which are reviewed by a designated
Training Manager in the Training Planner.




STEP BY STEP: COURSE INFORMATION
I —

# Learning v CarlaGrant (cgrant) ¥ @ Q People v Search successfactors“

An SAP Company
My Learning My Team

+ Back
Registration (2]

@ AJW Delivering the Advanced LMS Demo
1 CCOURSE AJW-ADMIN
Revision: 1 - 12/9/2013 0931 CST
Item Description: This is 5 day training course that will teach you a lot about the LMS.

¥ Assignment Information

Required Date: Completion Date: Days Remaining:
Assignment Type: REQ Assignment Date: 8/26/2014 Assigned By: admin2,Admin, Test
¥ Current Registration
Day(s) Starta End Location Status Action
5 9/8/2014 0900 Europe/London 9/12/2014 1300 Europe/London Edinburgh Facility - Enrolled = z
Edinburgh Classroom 01 View Details

¥ Available Offerings

> Request Schedule

Course Registration
Click a course’s View Registration or Request Schedule links to go to the Registration
page. Here you can review details related to the registration.

The course name and description are listed.

Assignment Information lists prerequisite assignments for the course and the
required completion dates.

Current Registration displays the dates, location, and status of the course for which you
have registered. Click View Details to see additional information about the course.

Available Offerings display the current course schedule.

Request Schedule allows you to request the course schedule, if this information is not listed.

# Learning v Carla Grant (cgrant) ¥ @ Q People v Search successfactvrs"

An SAP Company
My Learning My Team

+ Back

AJW Delivering the Advanced LMS Demo

This is 5 day training course that will teach you a lot about the LMS.

ﬁ:gm 40Hns

CREDIT

View 1 subject area, less A

COURSE AJW-ADMIN
(rev.1 12/9/2013) SUBJECT AREAS  Associate
& Instructor-led Course SOURCE Internal
You may also: On your learning plan
Enrolled View Registration > No due date >

Course Details
Click a course title link to view Course Details. Here you can review information about the course,
iour registration, and any course requirements.

Basic information about the course is displayed:
° Type of course (online, instructor led, etc.)
° Target audience (employees, managers etc.)
° Contact information for additional details related to the course.
P4 The course description and goals are listed along with the time commitment and CPEs:
° Length of the course in hours
° Credits for course listed in hours
° Contact in hours
* CPEs

Click the more link to view associated competencies and subject areas for the course.

Additional course information includes:
° Your enrollment status
° Prerequisite status
° View registration information
* View your Learning Plan



STEP BY STEP: LEARNING ACTIONS

Launch Online Content

Each learning activity is listed with a call-to-action button and status update. You can show/hide information, view the course start date and location for enrollment, and display curriculum requirements.
You are able to launch online courses directly from Learning. The Online Content Structure window will launch once the page is loaded.
Do not close the Online Content Structure window after you launch content. The window must stay open because it needs to record when you complete a content object.

My Learning Assignments Sort By Date | Priority

Click Start Course from the learning
assignment listing. The Online Content
Structure page displays.

A Youhave pending approval requests

1 START COURSE

T Fiter

Review the outline of content objects.

An item may contain one or more content
objects.

AICC Content Example (Articulate)
'ONLINE EXAMPLE-AICC-01 rev.null 12/21/2010
A self-Assigned

Request Schedule

Click the content object title link to launch the
content object.

Alarm Systems
COURSE EHS-148 rev.1 11/25/2008
2 Seit-Assigned

‘V % Anti-Discrimination Policy w/Exam
ZEMS 0 HRSOP-DISG rev.t 101182011
% 2 Selt-Assigned

‘ waNAGER REQURED

Remove

When the content object is complete, the
window closes, and returns you to the
Online Content Structure page. Completed
objects will be listed with checkmarks and the
date of completion.

CONTINUE COURSE

Request Schedule

ART Microsoft Excel

CCOURSE ART-Microsoft Excel rev.1 9/11/2013 Assign to Others

Online Content Structure

Anti-Discrimination Policy w/Exam
DOC HR-SOP-DISC

Revision: 1-10/18/2011 1106 CST

Do not close, refresh, or navigate from this page while you are work
content. Some content may rely on this window to save your progre:

When you have completed the content, you can relaunch the conter
menus or the links below to navigate elsewhere.

Online Content Structure

—. @ Anti-Discrimination Policy w/Exam

DOC HR-S30P-DISC
Revision: 1-10/18/2011 1106 CST

The sub-objects need to be completed in sequential order
+ 8/26/2014 [Z Anti-Discrimination Policy 3

. Anti-Discrimination Policy

[E Anti-Discrimination Policy Exam
This exam tests the employee's knowledge of
discrimination when they see it in the workplat

Continue a Course
To continue an online course:

Select Continue Course on My Learning Assignments to re-launch online courses and
activities.

The Online Content Structure page displays and the course launches in a new window.

My Learning Assignments Sort By Dato | Prioriy T Fiter

A You have pending approval requests

\ START COURSE v
AICC Content Example (Articulate)

ONLINE EXAMPLE-AICC-01 revnull 12/21/2010

S
ﬁ- 2 Self-Assigned

Request Schedule
Alarm Systems

COURSE EHS-148 rev.1 11/25/2008
A selt-Assigned

Remove

Online Content Structure

@ AICC Content Example (Articulate)

ONLINE EXAMPLE-AICC-01
Revision: 12/21/2010 1403 CST

S Details [Z) Using Plateau Talent Management
In this tutorial, you will learn the basics of th

navigate within the system, access your lea

v \% CONTINUE COURSE | v/ pia...more
\\A‘ Anti_Nienriminatinn Dalims w/Evam
Remove a Course My Learning Assignments Sort By Date ! Priority T Filter vanced LMS Demo
X A You have pending approval requests 3
Courses the employee self-registered for may be removed. To remove a course: iy
Select the course title and select Remove. 5 AICC Content Example (Articulate) G —_—
- 4 ONLINE EXAMPLE-AICC-01 rev.null 12/21/2010 l
H - . . . * A Self-Assigned
Click Yes to confirm removal. The course is removed from My Learning Assignments. 5
v Confirmation
Alarm Systems S St Are you sure you want to remove Alarm Systems from
COURSE EHS-148 rev.1 11/25/2008 Refiove W/  yourLeaming Plan? ||
& Self-Assigned
e
\ CONTINUE COURSE | v/ Yes No
ic i~

\v Anti-Discrimination Policy w/Exam
S
DOC HR-SOP-DISC rev.1 10/18/2011




STEP BY STEP: LEARNING SURVEYS
B

Surveys gather feedback that helps determine the effectiveness of training. o
U ys g H i P : : 9 f  Learning v Carla Grant (cgrant) ¥ M@ Q People v Search successfaCtors
pon completion of a learning event, the system can automatically assign you An SAP Company
a survey to Complete: My Learning My Team
* An item evaluation to collect feedback related to user satisfaction (immediate
reaction)
¢ A follow-up evaluation to provide input on how the user has applied learning
on the job (behavior change as a result of learning) My Learning Assignments oy Dl Py L et Find Learning Links
4} Approvals
Keyword Course name or ID Surveys - All Assignment Types v Whai doyou wan o FEARN o day i e
Select Add Comments to add additional information to your response. =
v OVERDUE Browse all courses > External Requests
Select Start Survey to launch the survey. 1 e
. CONTINUE SURVEY | v My QuickGuides
NOTE: You may return to a survey by . . .
(7) SuccessFactors Global University Feedback My Curricula ~ News
CO m p | et' n g a SU I’V(—:‘y Survey Options and Settings
e E R ‘ Performance Reviews
Surveys in the LMS consist of a set of questions. Administrators can group
related questions into a pool using an objective. Complete by selecting the
appropriate response for each question. f Learning~ o 1y ] sewh succes sfa ctors”
An SAP Company

Select Add Comments to add additional information to your response. My Loerning My Teamn

Click Save and Close to leave the survey and return at a later time. Survey

Please complete the following user satisfaction survey to rate the overall course, the instructor, course materials and training methods.

A

Submit Save Close

Continue to click Next Page to answer additional questions.

Title: SuccessFactors Global University Feedback Survey

A A

When you have completed the questions, click Submit. Thin:Sney e ananyuiols

Please rate the overall course on the following statements.

\

1. The training class was relevant to my job.

Spotlight: Types of Learning Surveys and Exams

Surveys or exams may be created and existing exams may be used to T T Ry o
support three levels of evaluation: e
¢ User Satisfaction: Evaluation survey (course feedback form, sometimes
called “Smile Sheet”) 2. The training content provided me with new skills and knowledge related to my job.
* Mastery of Content: Take a test to demonstrate knowledge of the content Strongly Strongly
(using existing exam objects designated as pre-test and post-test). RN Dicagros (Disegren: Neulrsl | Agree:  figree
¢ Application of Learning: Demonstrate skill at work and is evaluated. A Add Comments...

guestionnaire survey is created, applied to the item, and configured to
include either the user/employee, his/her manager, or both. After the item
has been completed, the participants will be assigned the survey a set ... S ...
number of days after the completion of the item (days are set at the item

level) and have a designated amount of time to complete.

3. The training was well organized

Add Comments...

4. The training objectives were clear to me.

Strongly Strongly
N/A Disagree Disagree Neutral Agree Agree

Add Comments...

Copyright © 2014 SuccessFactors, Inc. Al rights reserved. Thesa oniine services are SuccessFactors confidential and proprietary and for use by authorized SuccessFactors customers only. Show successfactors“
version tion An SAP Company




STEP BY STEP: ONLINE EXAMS
e 5

For online content and online exams, you may access and complete an exam directly from My Learning _ successfactors
Assignments or by finding the item in the catalog. For instructor-led events, you can fulfill the assignment only Bl eamine Cera Grart (cgrant) ~ [ Q. Poople - Search AP Comgany
by attending the course, either in person or virtually. When an exam is My Learning

associated with an item, users can launch the exam from their Learning Plan and upon completion of an exam,

users’ scores are tracked. Online Content Structure )

ONLINE BL-CONTENT_EXAMS
Revision: 4/18/2006 12:01 PM America/New York

Exams are listed as content objects and can be pretests or post content exams. Select an Dowmlosdd s
exam link to get start. :

B © CONTENT AND EXAMS

]

The sub-objects need to be completed in sequential order

[£) PRETEST
Exams in the LMS consist of a set of questions. Administrators can group related questions = p—

into a pool using an objective. Complete by selecting the appropriate response for each

questlon [5] CONTENT 2
[ POST TEST

Select Check Answers to instantly review individual questions.

Options include whether the user can revisit content during the exam (like an “open book” Exam: DE-PRETEST Crade = Close
exam), whether the exam is timed, the passing grade, etc. You may click Close and return to E H
the exam at a later time.

Question 1 of 5 P Next

Select Grade to complete the exam and view the results.
. To avoid last minute moves, you should be looking down the road

If enabled, select Display Question List to review the questions they missed on the exam or O 15-20 seconds

B B

they can be given access to review all questions. ¢y 10-15 seconds
¢ 5-10 seconds
The gomp!eted exam results are listed. Options include an exam summary, analysis, and the Once you check your answers, you cannot change them
guestions listed. Check Answers
Exam: DE-PRETEST Close Help

Results of exam are listed on the Learning History and completed work.

Exam Completed Exam Review: Display Question List E
Congratulations! you have PASSED

Exam Summary:

Your points: 2.67 Questions Answered: 5/5
Points Needed to Pass: 2.25 Correct: 4
Percent Needed to Pass: 75 (%) Incorrect: 1

Analysis - Questions and Objectives
Objectives target a particular topic or subject area. Your overall score determines whether you
pass an exam, You can fail particular objectives and still pass an exam.

Direct Questions

Number Question Asked Correct Points Avail  Points Earned Your Percent Passing Evaluation
Questions Pr d by Obj
Objective Objective Name Asked Correct  Points Avail Points Earned Your Percent Passing Evaluation
187 187-Driver Education - 3 2 1.00 0.67 67.00% 75.00% FAIL
Safety
188 188-Driver Education - 1 1 1.00 1.00 100.00% 75.00% PASS
Signs and Signals
189 189-Driver Education - 1 1 1.00 1.00 100.00% 75.00% PASS

Speed Limits



