SuccessFactors: Manager
Introduction

Welcome to the Manager 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.
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STEP BY STEP: ASSIGN/REMOVE LEARNING

As a manager you may assign learning events to your employees.
From the My Team page, click the Assign/Remove Learning link
in the Supervisor links to step through the process of assigning or
removing learning.

Click @ Add on Items and Curricula.

Use the search window to locate the course to assign to the employee.
Select the checkboxes of the courses to be assigned.

Click Add.

Click a Add on Employees.

Review the list of employees. Select the checkboxes of the employees to be
assigned.

Click Add.
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Review the assignment information. Enter the Assignment Type,
Assignment Date and a Required Date of completion.

Click Continue. Confirm the information listed and click Assign
Learning.
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Spotlight: Remove Learning
Toremove an assigned learning, follow the steps above and select the
course and employee assignment to be removed.
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STEP BY STEP: REGISTER/WITHDRAW EMPLOYEES
-

BOAR

As a manager you may register your employees for scheduled offerings. From
the My Team page, click the Register/Withdraw Employees link in the
Supervisor links to step through the process of either registering or
withdrawing employees.

Register for Learning

Select Register Employee and click Continue
cnckﬁ Add on Scheduled Offerings

Use the search window to locate the course to assign to the employee. Select the item to be
recorded

cnck{l} Add on Employee
Review the list of Employee. Select the checkboxes of the employees to be assigned. Click Add.

Click Continue

Review Registration Information
Review the registration information
Enter the Registration Status for each employee

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 Continue to move to the next steps. Review the information entered to register the learning
item. Click Register Employee to finalize this step.

Spotlight: Withdraw Employees
To withdraw employees from a scheduled event, follow the steps above and select the course
and employee registration to be withdrawn.
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STEP BY STEP: APPROVALS

As a manager you may approve your employees requests for
learning events. From the My Team page, click the
Approvals link in the Supervisor links to step through the
process of approving requests.

Review the list of Pending Approvals including Internal
Training, External Training and E-Signature Verification.

Review the list of approvals and select to Approve, Deny or Stop an
approval.

Click Next.
Enter the justification in the commentsfield.

Click Next.
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Review the information entered to register the learning item. Click
Confirm to approve the request.

Spotlight: Approval Process

An approval process is a set of levels of approval an employee must go through
before an enroliment in a scheduled offering or launch of any online item can
be completed. An approval process prevents employees from launching an
online item or registering for a scheduled offering without obtaining approval.
Once the approval process is engaged, approvers are notified via email and an
alert text is displayed on their home page.
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STEP BY STEP: REPORTS
-

As a manager you may run reports on your team'’s learning activities. From the
My Team page, click the Reports link in the Supervisor links to step through the
process of creating a report.
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Click Expand to expand the report group.
Click the titlelink.

Select to run the report on your own learning, direct reports, all subordinates or all employees
you have permission to view.

Modify the Report Title, ifnecessary.
Enter a header and footer for the report.
Select the Report Destination from the drop-downmenu.

Select the Report Format from the drop-down menu.

To hide user IDs, check the Mask User IDs checkbox.

Toinsert page breaks between records returned, check the Page Break Between Records
checkbox.

Select to include item, external or program events.

Click Run Report.

Spotlight: Key Reports

Each report offers options for selecting, grouping and sorting your output in various ways.

Output types include CSV, HTML, and PDF formats.

* Certificate of Completion Report: Create a report of printable certificates of completion for
Learners by learning item.

* Curriculum Status: Display information related to the status of the Employees assigned
Curriculum.

¢ Item Status: Displays information about an employee’s completion status for ltems during a
specified time period.

¢ Learning History: Displays information about ltems that Employees have completed.

* Learning Hours: Displays the total number of “hours” of a specified type that the selected
team members have completed. The reports can show total hours by credit hours, CPE
hours, contact hours or total hours.

¢ Learning Needs: Displays information about the ltems that have been assigned to the
Employee that need to be completed.

* Scheduled Offering Report: Displays detailed information about each scheduled offering
including the item scheduled, dates scheduled, registration and wait-list data, instructor data,
segment data, and delivery costs.
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STEP BY STEP: RECORD LEARNING
-

As a manager you may add recorded learning items and external learning
events to your employees. From the My Team page, click the Record
Learning link in the Supervisor links to step through the process.
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Record Learning

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

Click r‘} Add on Items.

Use the search window to locate the course to assign to the employee. Select the item to be
recorded.

Click 0 Add on the Employees.
Review the list of employees. Select the checkboxes of the employees to be assigned.

Click Add.

Enter Learning Event Information

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

Enter the completion date in the Completion Date and Time
Enter the Instructor ID and Instructor Name. Click Select to choose the instructor.
If required, enter Total, Credit and Content hours earned for the item

Enter the CPE credits earned

Edit User Event Information

Use the Edit User Event Information screen to provide additional details related to the item.
Enter your Grade for the course

Select the Completion Status

If needed, enter the costs related to the learning item. These costs associated wth the
learning item are listed.

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 Continue to move to the next step. Review the information entered on to record
the learning item. Click Record to append the learning item to the employee’s learning
history.

Torecord an external event, follow the steps above and select the course and employee

assignment to be recorded.

| Record Learning

Select the type of item you would like to record:
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Record learning for items that are not entered into the system.

Record Learning

Enter item Details
* Required

Back

James Reed

Jennifer Lo &
Judy Hoffman &

Search Results X
E Item ‘ ) _
RecordsperPage| 10 ¢ | page: 123 4 5 uPrevious Next (104 total records)
No item selecte
[=] Employees ‘ (+] Title D Type Select
SIS0 6 1o Uooks gelected. @ AR New Hire Orientation COURSE ART-New Hire Orientation L select
(Rev 9/10/2013 0822 CST CST)
@ ATIT Policies Course  COURSE AT-TP. & Select
(Rev 9/10/2013 0932 CST CST)
@ AT New Hire Orientation  COURSE AT-NHO & Select
(Rev 9/10/2013 0926 CST CST)
@ Basic Safety Training  BRIEF EAM ITEM1 L select
Record Learning
Enter Item Details
* Required
[z @ ltem : AT New Hire Orientation (AT-NHO) ey g/10/2013 0826 CST | Change lem
“Completion Date: 8/26/2014 [¢2] Total Hours: 16.00
(MM/DD/YYYY) s T
“Completion Time: 1418 Contact Hours:
(HHmm) T
* Time Zone: Seleot [C5T Credit Hours:
Instructor ID Q cpE-
Instructor Name: My Team =
= = Expand AliColiapse All
= Employees | pfaults
Tars e T Usora o Name (Select All Quick Select
Carla Grant (V]
Alexander Thompson
Dariene Sharp
Harry Wilson

Cancel

n Add Cancel

Record Learning

Enter Item Details
* Required

“Completion Date: [B/26/2014
(MM/DDAYYYY)

“Completion Time 418
(HHmm) i
 Time Zone:
Instructor ID:
Instructor Name:

(=] Employees | (3

Select [CST i
Q CPE:

[=] @ Htem : AT New Hire Orientation (AT-NHO) Rev 9/10/2013 0926 GST | Ghange Item

7 ] Total Hours:
Contact Hours

Credit Hours

16.00

Assign Defaults

Name Grade - Completion Status. Costs comments Remove
e L m; m m = m = o
Hoffman, Judy [ (| ] [x]




