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Job Aid: Registration (Supervisor)

Purpose

The purpose of this job aid is to guide supervisor users through the step-by-step process of managing the
registration of employees into scheduled offerings within SuccessFactors Learning.

Task A

Register Employees in a Scheduled
Offering — 17 Steps

Task B v

Withdraw Employees from a Scheduled
Offering — 14 Steps

Task C v

View Employee’s Registrations
3 Steps

Task A. Register Employees in a Scheduled Offering
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Q Click Register
Employees.

@ click Continue.

Register/Withdraw Employees

Select the type of action you would like to take:

Register Employees

Withdraw Employees
Register Employees into a scheduled offering <@

Withdraw Employees from a scheduled offering.

oD

Q Click the Scheduled
Offering Add icon ().

Register Employees for Scheduled Offering

Enter Registration Details
* Required

=/ Scheduled Offering | U’G

Mo offering selected
=] Employees ‘c,.}

Mo employees selected

Back W Cancel

Note: Results will depend on catalog access.

@ | Enter keywords to search
for the scheduled
offering.

6 Click Search.

Scheduled Offerings (]

Search for Scheduled Offering

Kevwords: G

4| Exact Phrase

6: Cancel

@ Click the Select link for
the scheduled offering
option into which to
register your
employee(s).

Select Offerings [x]

Search Results
Keywords: Mot Specified

Exact Phrase: Yes

Records per Page 25IZ| Page: 1 2 3 4 3 «Previouz Hexts (164 total records)

Start Date Description Facility & Location Select
Bazic Electronics - COURSE NRG-101 (Rew May/ 14,2003 12:00 AW America/MNew York) -
Jan/23/2013 08:00 Bazics Electronics Regional Training Select
A dmercalMew Center
ork
Dec/21/2011 08:;00 Bazics Electronics Regional Training Select
At America/Mew Center
ark
Jun/f27 /2012 08:00 Bazics Electronics Regional Training Select

A dmericalMew
vk

Center

-

Record: per Page 25|z‘ Page: | 2 3 4 5 <Frevious Hexts (184 total records)

Cancel
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Click t_k_\_e Employees Add
icon ('a).

Register Employees for Scheduled Offering

Enter Registration Details
* Required

[=| Scheduled Offering: Basic Electronics | Chanze Offering

Start DatedTime: Dec/21/2011 08:00 AW AmercalNew York
Facility & Location: Regional Training Center
Price:0.0 US DollariUSD)

[=I Employees |Q @

Mo employees selected

Description Basics Electronics
Associated Hem: COURSE MRG-101
Available Seats: 0 of 25 enrolled, 0 waitlisted

Back

.onlnue Cancel

Click the checkbox next
to the corresponding
subordinate to register.

Click Add.

My Team (]
Expand &l [Collapse All

Mame Select All Ouick Select
Dorri A Ahills (10) V)

=] Brian # Fahey (4]

[#] Mathan B Hadley 'ﬂ'

Note: Click the Quick Select icon ('?.}) to simultaneously select all direct
and/or indirect reports for the corresponding employee.

Cancel
I

Adjust the registration
status for each
employee, if necessary.

Enter comments for each
employee’s registration,
if necessary.

Click Continue.

Register Employees for Scheduled Offering

Enter Registration Details
* Required

[=| Seheduled Offering: Basic Electronies | Chanze Offering

Start DatedTime: Dec/21/2011 08:00 A AmericalNew York
Facility & Location: Regional Training Center
Price:0.0 US Dallar{USD)

Description Basics Electronics
Associated ltem: COURSE NRG-101
Available Seats: 0 of 25 enrolled, 0 waitlisted

=l Employees | (3

Hame * Registration Status @ Comments Remove

ENROLL (Enrolled) | =] @ B (%]

ENROLL (Enrolled) | =] (%]
ENROLL (Enrolled) | =] a

@D -

Fahew, Brian &
Farley, dmanda i

Faivaor, Chrstine b

Back
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Confirm the registration
details.

M click Register
Employees.

Register Employees for Scheduled Offering

Confirm Registration Details

Scheduled Offering: Basic Electronics

Start Date/Time: 12/21/2011 08:30 A America/New York Description Basic Electronics
Facility & Location: Regional Training Center Associated ltem: COURSE MRG-101
Price:0.00 US Dollar{ISD)

Employees

Hame Registration Status Payment Method Comments

Farley, Amanda A ENROLLIEnrolled)

Fahey, Brian & ENROLL{ERrolled)

Faivar, Christine N ENROLLIEnrolled)

Matify: [¥] Users [¥] Instructors [¥] Supervisors [¥] Others

Your selected employees
are registered for the
scheduled offering.

@ click Register or
withdraw more
employees to repeat the
process.

or
€ Click Close.

Register Employees for Scheduled Offering

Successfully Registered

Al registrations in this scheduled offering were successful.

Register or withdraw mare employees @

@ ]

Task B. Withdraw Employees from a Scheduled Offering

€ From the Home page,
click the My Employees

successfactors- 0
Al
| vome TR

Daorri M Mills
P Ol Lurope
tab. B
Ta-iha Lisy Catalg,
Show: | Fventhing v Cl B Easy Links "
Due within @ month B Amrovals Purformance Raviews
Oct/5/2011 Wl Usine Difective Dusiness Communication Extomal Reguosis Rocord Learning
@ | Click the successfactors- -
e T
Register/Withdraw

Employees Supervisor
Link.

Employees @ Help

, " o Catalog |
Brisn A Fahey Brian A Fahey: Ta-Dao List )

b 4 Show:|EBenthie  v] Supervisor Links tal

AssigniRemove Learning,

=

Overdue
& Mathan B Hadley - Record Learning
Ay 1 day overdue “& Management Fundamentals Registerfwithdraw Employees

Must be registered
2 Approvals

Due within a month Assessments

5ep/29/2011 [%) Plateau Global University Feedback Survey for Effectie A... e
Employee Matrix
SEmt ey Organization Chart
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Click Withdraw
Employees.

Click Continue.

Register/Withdraw Employees

.a Register Employees v Withdraw Employees
'. Register Employees into a scheduled offering. withdraw Employees from a scheduled offering.

Select the type of action you would like to take:

e Dnmue Cancel

Click the Scheduled
Offering Add icon (&#).

Withdraw Employees from Scheduled Offering

Enter Registration Details
* Reguired

=l Scheduled Offering | () @)

Mo offering selected

[=| Enrolled Employees

Select an offering to view registered employees

Back - Cancel

Enter keywords to search
for the scheduled
offering to withdraw the
employee from.

Click Search.

Scheduled Offerings x]

Search for Scheduled Offering

K evwrards: G

Exact Phrase

6: Cancel

Click the Select link for
the scheduled offering
option to withdraw your
employee(s) from.

Select Offerings x]

search Results
Keywords: Mot Specified

Exact Phrase: Yes

Fecords per Page 25|E| Page: 1 2 3 4 5 «Previous Hexts (164 total records)

Start Date Description Facility & Location Select

Bazic Electronics - COURSE NRG-101 (Rev May/ 14,2003 12:00 &% America/Mew York) @ -

Janif23/2013 08:00 Bazics Electronics Regional Training Select

A dmercalMew Center

York

Dec/21/2011 08:00 Bazics Electronics Regional Training Select

A dmercalMew Center

ork

Jun/27/2012 08:00 Bazics Electronics Regional Training Select

At America/Mew Center

Vol i

Records per Page 25IZ| Page: 1 2 3 4 3 «Previouz Hexts (164 total records)

Cancel
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Your employees who are | Withdraw Employees from Scheduled Offering
currently registered are

listed. Enter Registration Details
* Required
@ | Check the Withdraw
checkbox next to each =l Scheduled Offering: Basic Electronics | Chanze Offering
employee to withdraw Start DatefTime: Oct/26/2011 05:00 Al AmericaMew York Description Basics Electronics
from the SCheduIed Facility & Location: Regional Training Center Associated tem: COURSE MRG-101

Offering. Price:0.0 US DallariUsD)

=l Enrolled Employees
@ Click Continue.

Hame Registration Status Withdraw

Fahey, Brian & 9

Farlew, Amanda fin

Faivor, Christine M

Back @ W Cancel

Note: A supervisor cannot withdraw the user if they were registered by an
admin.

Supervisors who withdraw a user from an offering will see a warning if this
item is a prerequisite for another enrollment. Then the system will
automatically withdraw the user from the dependent offering.

@ Select the email Withdraw Employees from Scheduled Offering
recipients by checking
the corresponding Notify
CheCkbOXES Remove the Scheduled Offering: : Basic Electronics

- . Associated ltem: COLURSE MRG-101

Item from the Start Date/Time: 2011-10-26 08:00:00.0 Amerca/Mew_Yark
employee’s To-Do List by
checking the
corresponding checkbox.

€| Click Withdraw

Confirm Withdrawal Details

Description: Basics Electronics
Location: Regional Training Center

Price:

Employees to be Withdrawn

Hame Current Registration Status
Employees.
Fahey Brian A EMROLLiEnrolled)
Farley, &manda M EMROLL{Enrolled)
@ Motify: Users Instructors Supervisors Others | Remove associated item from the To-Do List

Your selected employees | withdraw Employees from Scheduled Offering
are successfully

withdrawn from the
scheduled offering.

Successfully Withdrawn

@ Click Register or Allwithdrawals in this scheduled offering were successful,

withdraw more
employees to repeat the
process.

o L Y

@ Click Close.

Register or withdraw more employees @
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Task C.

View Employee’s Registrations

From the Home page,
click the My Employees
tab.

successfactors™ o
TS AP S8 THARE
T o

Daorri M Mills

& Help

¥F Qil Lurope
Europe (i

Ta-iha Lisy Catalg,
Show: | Fverything *| [EE Eosy Links &
Due within @ month - Appruvals Purfurmanue Ruviews
Oet/5/2011 & Uiine Effective Dusiness Commaunication Exinmal Bnquosty frocord Learming
Use the employee tree to | successfactors- . —
H H lome y Employees rganization
view the To-Do List of
direct and indirect

reports.

Click an employee card
to load that user's To-Do
List.

Customize the view by
filtering the To-Do List by
registrations only.

Employees

“ Brian A Fohey: To-Do List

Brian & Fahey
My

[E2] \ -
) Show: | Evervthing v -J [z2]
Ewerything

Mathan B Hadley Overdue

%] Al L i
iy 2 days overdue  “& Management Fundam armng

3 Regiztrations 6
Must be registered

Cinline Courses

=

Due within a week External Requests

Seps29/2011 [%) Plateau Global Unive Tective A...

Surveys

Start Course Survey
Aszezsments

L'v Plateau Global Unive oo roimance Reviews sing Effec...
Start Course Survey Compensation
Frism asisdeinn o svmmansds
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