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Job Aid: Self-Recording Learning Event

Purpose

The purpose of this job aid is to guide users through the step-by-step process of self-recording items and
external learning events.

Task A

J

Self-Record Items
22 Steps

-

Task B v

Self-Record External Events
19 Steps

Task A. Self-Record Items

Welcome Brian Fahey | (g Check System | Sign Out
c From the Home page successfactors™
BUSINESS EXECUTION SOFTWARE _ —
H Home My Employees Organization
click the Record

. @ Help
H H Brian A Fahey )
earning eas N . ' Your Talent Profile is Incomplete
- Director of Ol Sales Eurape
Europe Oil Sales i'i
To-Da List Catalog L
R i *| EOE)  Easy tinks &
Overdue Approvals Performance Revi
3 days overdue k@l Management Fundamentals BlackRock:SuccessStory Record Learning
External Requests Reports
fhust be registersd News SKills Inventory
& Management Policies and Procedures Options and Settings Start a Multi-Rater Assessment
Whust be registered Order Status Start a Self Assessment
Order Tickets
Due within a week
Less

Octf2/2011 “@ Public Speaking for Managers Currkida >\ [ completed Work

Mhust be registered Overdue (1) "

Due within @ month Due in 30 days (3) | 2 i|=m|:lu;";|:::i in the
Due Later (1)

Oct/5/2011 bl Computer Security Awareness

Select the Item radio Record Learning 9 Het
Use this wizard to record a learning eventfor yourself or far one of your subordinates. To recard a leatning ewent for one of your subordinates, selectthe user from the

b tto n Select Event Type
tearm view. The eventwill be recarded for the user that you are Viewing in the top menu bar. Yaou can recard tetm and External event types

C“Ck NeXt. 9 Mext

Select

€ Iteme External Event

@  Enter keywords to search Record Learning @ Help
for the item. :lect Event Type — Search ltem G

Note: Leave the Keywords Previous | Mext
textbox blank to perform an Search

open search for items.
Enter Keywards 1o search for an tem.

e Click Next. Keywords:| e | Exact Phrase

¥ Instructor-Led ] online ] Blended [C Other (Select one or mare)
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From the search results
list, select the radio
button in the Select
column of the item to
record.

Click Next.

Record Learning

Keywords:

Select ltem

(hone specified)

Exact Phrase: Mo

Select

Title

3a0-Degree Performance Appraizal Simulation
B4 LS Crveriew

& fhanager's Primer for Ensuring Accountability

& Help

Previous Mext

Revisian Date ielect

Dec/23/2004 G

SepfTr2011
Decrf2372004

Click in the Instructor ID
textbox and enter the
instructor.

or

Click the Select link to
select the instructor from
the list.

Enter your grade in the
Grade textbox.

Select the completion
status.

Enter the completion
date.

or

Click the Select date icon
to select a date from the
calendar pop-up.

Enter the completion
time in the Completion
Time textbox.

Select the time zone
where the learning event
took place.

Enter the total hours of
the learning event.

Enter the credit hours in
the Credit Hours
textbox.

Enter the contact hours.

Enter the CPE credits in
the CPE textbox.

Click Next.

Record Learning

6.4 LS Overview
COURSE 6.4 Overvew

Enter Learning Event Information

Revision: 1 - 5ep/ /2772011 03:41 PA AmericasMew York

Item Description: 6.4 LM 5 Overview

Enter Learning Event Information

* = Required Fields
Instructor 1D:
Instructor Hame:
Grade:
* Completion $tatus:
* Completion Date:
[MBAR Sy )
* Completion Time:
{hhsmim Ak P
* Time Fone:
Total Hours:
{10009
Credit Hours:
{10009
Contact Hours:
{10009
CPE:
{10009

|Sepf 2842011

01:03 P

| Eastern Standard Time [AmericaMew Yark)

(36,00

0,00

0,00

0,00

Prewious Mext

. Select@

Prewious Mext
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@ Enter any comments in
the Comments textbox.

If applicable, edit user
costs.

Click Next.

Record Learning

Edit User Event Information 6

Previous Mext

Edit User Event Information

User: Fahey, Brian &
Comments: @

Verify the item
information.

Click Finish.

© 99

Record Learning @ Help
Record Learning
6.4 LMS Overview
COURSE 6.4 Overdew
Revision: 1 - 5ep/27/2011 03:41 P Amerca/Mew York
Item Description: 6.4 LINS Overvew @

Record Learning @

Instructor: Blimard, Kimberly D

Completion Date: 5ep/27/2011 05:00 PAL Americadfew York
Total Hours: 36.00

Credit Hours: 0.00

Contact Hours: 0,00

CPE: 0.00

Previous Finizh

Record Learning

certificate if this event
provides credit.

User Grade  Status Comments Cost Mame Armount

Fahey, Brian & CRS-ATHD
Your item is recorded. Recerd Learning. 8.
You can go to the s P
Completed Work page to status:
print the completion b miopmi i

= ‘Youcan ga to the Campleted Yiork page to print out the Completion Certificate if this event provides crecit for the item

& File Attachments (0)

Task B.

Self-Record External Events

@ | From the Home page
click the Record
Learning link in the Easy
Links section.

Welcome Brian Fahey | @ Check System | Sign Out

successfactors”
BUSIHESS EXECUTION SOFTWARE
& Help
Brian A Fahey )
Your Talent Profile is Incomplete
Director of Oil Sales Europe
Eurape Oi Sales j't
To-Do List Catalog | | Q
3 Shaw: | Eventhing - B | Fasy Links @
Overdue Approvals Performance Revie;
3 days overdue '@ Management Fundamentals BlackRock:SuccessStory Record Learning
) External Requests Reports
fhust be registered s Suills Invertory
& Management Policies and Procedures Options and settings Start a Mutti-Rater Assessment

Order Status Start a Self Assessment

Order Tickets

fhust be registered

Due within a week Less &

0ct/2/2011 b Public Speaking for Managers F— >\ [ Compieted Work 3

Overdue (1) —o

N [ 2 items complatad in the
Due in 30 days (3) last 30 days.
Due Later (1)

Mhust be registered
Due within a month

0ct/5/2011 & Computer Security Awareness

@ Click the External Event
radio button.

9 Click Next.

Recerd Learning & Help
Select Event Type

Use this wizard to record a learning event foryourself or for one of your subordinates. To record a leamning event for one of your subordinates, selectthe user from the
tearn view. The eventwill be recorded far the user that you are Viewing in the fap menu bar. Yau can racord temn and Extemal event types e
Next

select e

Item @ External Event
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Enter a description for
the external event in the
Description textbox.

Click Next.

Record Learning

Enter External Event Description

Enter External Event Description

* = Required Fields

" Description:  |Public Speaking Seminar

& Help

Prewious et

Click the Select link to
select the instructor.

Enter your grade in the
Grade textbox.

Enter the completion
date in the Completion
Date textbox.

or

Click the Select date icon
to select a date from the
calendar pop-up.

Enter the completion
time in the Completion
Time textbox.

Select the time zone
where the learning even
took place from the Time
Zone drop-down menu.

Enter the total hours of
the learning event in the
Total Hours textbox.

Enter the credit hours in
the Credit Hours
textbox.

Enter the contact hours
in the Contact Hours
textbox.

Enter the CPE credits in
the CPE textbox.

Click Next.

Record Learning

Enter Learning Event Information

* = Required Fields
Description: Public Speaking Seminar
Instructor ID: | : =
Instructor Name:
Grade: |

* Completion Date: :SEDJQB_,QD']']
(MRS ey )

* Completion Time: .01:14 P4
[hhmm b AP -

*Time fone: 'Easterﬁ ﬁtandard Time (AmericafNew irork]

Total Hours:
(oan)
Credit Hours: |
(oany
Contact Hours: |
(oany
CPE: |
(oany

: Enter Learning Event Information

510

Previous et

L
w
1]
o

Fresious Mext

A+

90990 @5@
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@ Enter any comments in
the Comments textbox.

Click Next.

Record Learning

Edit User Event Information

User: Fahey, Brian 4
Comments:

=)
Edit User Event Information

Prewious Mext

Verify the external event
information.

Click Finish.

Record Learning

Record Learning @

External Event Description: Public Speaking Seminar
Instructor: Caldwell, Bradley K

Completion Date: 5ep/2/2011 05:00 P dmerica/MNew Tork
Total Hours:

Credit Hours:

Contact Hours:

CPE:

Record Learning

User Grade  Comments

Fahey, Brian #&

Record Learning @

Prewious Finish

Cost Mame Amaount

Your external event is
recorded.

Record Learning

Success

Status:
® The learning evert has been successfully recorded

# File Attachments (0]

& Help

2 Success
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