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Add New ltem

Please select the type of item you would like to add:

Scheduled Only Online Only

This item will be scheduled at specific dates and This item will have associated online content that
times, with the option to assign instructors and can be launched and completed at any time.
locations. ... Example: Web-based tutorial

Scheduled and Online Other

This item will contain both scheduled and online This item will be neither scheduled nor online, and
components. actions must be taken outside of the system to
complete it....
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ltems: Main Concepts

An item is an assignable unit that can be tracked in the
SuccessFactors Learning system. It may be a learning
or non- learning activity.

Items are usually thought of as “courses”; however,
they can be much more. For example: reading

a standard operating procedure or attending a
mandatory all-hands meeting.

Admin Tools > Learning > Learning Administration
> Learning > Add Item

0 Select the item classification.

@) cickok.

e Select an item type from the drop-down menu.
This is a globally defined reference that helps

categorize items.

e Enter an item ID. It is recommended that a
standard ID naming convention be applied to
items and all records in the system. Item IDs
can also be auto-generated by the system if
the configuration is enabled.

Enter the item title and domain. You can also

enter a description of the item.

Enter the number of days and number of
hours.

Click Save & Exit.
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Learning Administration »

Test Admin (admin2) ~
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Add New Item ]
Please select the type of item you would like to add:
o Scheduled Only Online Only
! This item will be scheduled at specific dates and This item will have associated online content that
times, with the option to assign instructors and can be launched and completed at any time.
locations.... Example: Web-based tutorial
0 Scheduled and Online Other
Iz] This item will contain both scheduled and online This item will be neither scheduled nor online, and
components. actions must be taken outside of the system to
complete it....
oK
| -
Add New Item (>
m Change type of item
Enter Basic Information i
‘ *Required Fields
g —  EE @ )
*Title: | }
Description: E
“Domain: I Default Public Access Domain (PUB ]-4 Approval Process: i (First Level Supervisor) v J ()
Approval Required: | No v | Credit Hours: [ 0.00 }
Schedule Template
Number of days: | 1 Q |~
Hours per day: | 800 1
Advanced Options
[=] Additional Options
“Revision Time: | 1051 | “Revision Date: | 1112013 | =
Revision Number: | | CPE Hours: | 0.00 |
Cantact Houre: | 0.00 |
Save & Exit Cancel




ltems: Main Areas of the Item Record

The item record is divided into three main areas: Core,
Related, and Actions.

Rl successfactors:
An SAP Company

Test Admin (admin2) ~

Learning Administration ~

Admin Tools > Learning > Learning Administration
> Learning Home Users Competencies Learning Content Commerce  System Admin References  Reports
\ Search: |' Enter Keywords or Command '} (Go)) i | Q ‘
0 Core Area (Summary Tab) 9 Search Resuts
The Core area, also referred to as the Summary [ Safety 0 COURSE 100 (Rev1-10AL. [i] & &  Actions e
Tab in the online Help, contains the basic information Description sanog Assign
of the item record, including the item title, item key, | Schedule
description, and classification. w Bookmark
B . ; Edne z_’;’s_'f‘f‘_"_‘f‘}'_"_"___
e |tem Description Classification: Instructor-Led Thumbnail File: w R‘ev;;e""""
Format the item description and add hyperlinks to S DemPublchcoass Domain i
i . . Approval Process: (First Level Supervisor) Approval Required: No
make it more visually appealing. FrT— ——
Contact's Email: Thumbnail URL:
e Edit ltem Thumbnail b
You can g|0ba||y enable custom thumbnail images and Related 6 More @ AssignmentProfiles © A\ ttem will be assigned without a required date. & 2
upload images for each item. The images will display Assignment Profiles iy LLC LY Status Remove
on the Learning Plan, Item Details, and Catalog (S)eg_'"e':s [ i || selectan
search results. When no custom images are uploaded, C::,:Zw:::t
the system will display either global default icons or Cutalogs No Records
photos. —
Spotlight: Working with Segments © Soach Resuts
e Related Area A segment is a block of time within a scheduled [, Safety it
The Related area of the item record contains offering displayed on the item’s Segments tab. The .
additional information regarding the item. When default segments, added when the item was created,
you select a tab on the left, the subject's details are are used to build out the actual training schedule —— p— T & h
displayed on the right. when the item is scheduled in the LMS. SRR OeteutPubicAccess Domein(

Approval Process: (First Level Supervisor) Approval Required: No

Assign. Type: Credit Hours: 0.00
. Contact's Email: Thumbnail URL:
e Action Areas | vewar@ |
The Actions area of the item record contains links to Relasted  woe® Segments O
Assignment Profiles Description Duration Delay Start Loc:

additional actions that can be taken on the item record,
including: Assign, Schedule, Bookmark, and Send
Notification.

Online Content [=) Day 1

[ nstructional Preview ]

Competencies

(800 ] (000

Catalogs

Jam Groups

Subject Areas
Prerequisites
Substitutes
Scheduled Offerings

Curricula
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Main Areas of the ltem Record: Step by Step

Add Information to ltem’s Core Area Tabs
Admin Tools > Learning > Learning Administration > Learning > Items Home Users Competencies Leaming Content Commerce System Admn References

jser) |

i | i Search: { Enter Keywords or Command

4 Search Resulls

Click the Assign Type field and select Required (REQ) from the drop-down
menu.

[ safety
Description: Edit ¢ Assign

COURSE 100 (Rev1- 101/ [E] 3 @& Actiorg

Click Save.

Click View All. . po—

Active: Yes Bt
A Copy
Thumbnail File:
Revise

Approval Required: No

Classification: Instructor-Led

In the Summary section, click the Source field and select Internal (INT)
from the menu.

*Domain: Default Public Access Domain (

Approval Process:  (First Level Superviso
Assign. Type: [ REQ (Required) ;| © Credit Hours: 0.00

Contact's Email: Thumbnail URL:

\ Vlewml@ﬂ Q Save | Cancel

Additional Settings

*Aequired Fickds

In the Extended Summary section, click the Max Registration field and
enter a default number of maximum users that should be enrolled when the
item gets scheduled.

Click the Min Registration field and enter a default number of minimum
users that should be enrolled when the item gets scheduled.

Click the Self Registration field and select Yes from the drop-down menu (if Friendes summan
not already selected by default).

Creation Date: 9/22/2013 Source: (Inlernal) e
Length: 8.00 e Max Registration: 10
Min Registration: 1 Q Self Registration: Yes e

Comments:

In the Design section, click the Initial Basis field and select Event.

OO0 C6E000 O DI

Click the Initial Period field and select Days.

Click the Initial Number field and enter 30. This will give users who are
assigned this item, 30 days from the assignment date to complete it.

In the Process Control section, click the ‘Supervisors can record
Learning Event’ field and select No (if not already selected by default).

Click the ‘Users can record Learning Event’ field and select No (if not
already selected by default).

Click Save.
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Delivery Method:
Lesson:
Shipping Required:
Organization:
Column 30:
Column 50:
Column 70:
Column 90:
Design

Contact Hours:
Initial Basis:

Q Initial Period:
ining Number:
Approved:

Approval Date:

Instructor Materials:

Item Goals:
Safety Related:
User Materials:
Process Centrol
Do Auto Competency:

Enable User Requests:
Supervisors can record Learnin...
Registration Threshold Days:
User can access online content ...
Enable User Ratings:

No

0.00
- O

Days

No
MM/DDYYY

No

Yes

Yos
@
0

Mo

MNo

Rating:

Prep Time:
Catalog SKU:
Column 20:
Column 40:
Column 80:
Column 80:
Column 100:

CPE Hours:

Initial Number:
Retraining Basis:
Retraining Period:
Approved By:
Audience:

Reviser:

Enable electronic signature:
Enable Users to Waitlist:

User can record Learning Event...
Auto Fill Registration:

Show in Catalog:

Include User Ratings from Previ...

0.00

SKU-3581

0.00

No




ltems: Associating Competencies

A competency is an aspect of job knowledge and - . 2
proficiency as defined by an organization and :; ugs wﬂ:;m Learning m:"t mimm sm:;dmm mgm m"i’ i,
represents a skill, attitude, or ability that is required N S o F |
of a user as it relates to his or her job or area of

responsibility. It may represent a specific goal and Commectors .

desired outcome of training. = Applicalion A
= Application Admin

> Edit Item Connector

. . . . . [z Securi
Admin Tools > Learning > Learning Administration _ y ltem Connector

> System Admin > Connectors B Automanc Processes

= Connectors >

et View Errors View Results
1 Alternate Job Code Connector Last Execution
0 BatCh Allgnment . . Competency Connector - SF Result:
The batch alignment process provides the capability Curriculum Connector Last Execution:
. . . . . . Domain Connector
to associate multiple items with multiple competencies oo 1 current : _
. : ol onnector L
and set a mastery level via the item connector. Learning History Conmeetor Next Execution-
Organization Connector
Organization Owner Connector Schedule
Position Connector [] schedule This Process
Registration Connector
Scheduled Offering Connector O Houry va I_E Hour(s)
User Connector b W juled rent hour of the da
Uzer Connector - Federal - '
Uszer Connector - SF (‘:) Daiy
User Compensation Connector O weekly Day: .
User Compensation History C... ©) Montrly Date: [—'E’
® Conﬂguration Time of Day: —
Spotlight: Associating Competencies with Items ol I &’ ‘ - - & W o
Admin Tools > Learni ng > Home Users Competencies Learning Content Commerce  System Admin References  Reports
Learning Administration > Competencies o) | Search: [ Enter Keywords or Command | (Gor) | | &
The Learning Needs Management Model and the Competencies Search | @

Competency Management Model can be used
together or independently. When the two models
are merged, an association is made between an

> Search > Search Results > Edt ltems

Competency ID: 10

item and a competency. If a user has a current Summary Hescription: Depandausty
competency gap, completing an associated training Subject Areas T —
course may close that gap. [ Pr—
Item Title Rating
Competency Profiles COURSE 608 (Rev 1 - 10/23/2013 1036 Safety in the Workplace 1
—— America/New York)
Objectives OJT APAP-Safety (Rev 1 - 8/2/2013 0100 APAP Safety Procedures 2
Amernica/New York)
Tasks
Users
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ltems: Associating Competencies

Admin Tools > Learning > Learning Administration > Learning Classification: InstructorLed Thumbnail File: r
> Iltems *Domain: Default Public Access Domain (
) ) Approval Process: (First Level Supenvisor) Approval Required: No

eAddl_ng Catalog In_formatlon | N PR M

A catalog_ls used tq make items not assigned by admlr!lstrato_rs = TR

or supervisors, available to users. Access to a catalog is provided T

through an assignment profile and users may have access to more —

than one catalog. Related More @ Assignment Profiles O A\ ttem will b
Segments = Description staty

eAdding Subject Areas to an Item Online Content | l1.|[

Users have the ability to browse catalogs by subject area. Items Competencies

can be associated with one or more subject areas. If an item has a Catalogs

subject area, it is displayed on the Browse Catalog page. Jam Groups No Records
Subject Areas

e Creating Task Checklists Prerequisites

Task Checklists allow customers to build lists of specific tasks that Substitutes

can be assigned through Items. The assignee can then designate Scheduled Offerings

one or more observer to watch them complete the assigned list. Conieils

An observer fills out the Checklist on behalf of the assignee and Tasks e —

adds commentary on each task and the overall Checklist. The

observer then marks the Item itself complete, either successfully
or not-successfully.

Adding Subject Areas to an Item
Admin Tools > Learning > Learning Administration > Learning > Items

Subject Areas

~
Keyword:
Add/Remove Criteria @ e Search Resel

0 Click the Add New Subject Areas icon.

e Enter the keyword information. Add Subject Areas To ltem
. « @
e CIICk SearCh' Recosts per Page] 10 | |[Page 1)] 2/8] 4| 5/ cPrevious || Nexts (72 tolal reconts) Fq-l:Inl!.-
D Description L::;:N” ::mm
e Check the Add checkbox next to search result. cs CusomerSenvice " O
HDEPT Department or Function o u
. EDESK Desklop Applications 2 m|
e Click Add. DIR Director 1@@
EEHS Health and Safaty 1] H|
ENV Environment 1 ]
B ETHICS Ethical Behavior & Professional Conduct 1 |
EXAMPLE 0 O

Demo Examples
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Associlating Competencies: Step by Step

H H 4% Check System i
Creating Task Che_ckllsts _ - _ Ak - successfactors
Admin Tools > Learning > Learning Administration > Learning > Iltems

An SAP Company

DN a = ‘ 0

Home Users Competencies Learning Content Commerce  System Admin References  Reports

0 Select the Tasks tab in the Related area of an item. ([l | oot [Erriomorssorcommans P y L=

ded Next: JJj Add Catalogs [ Add Subject Areas [g) Assign to Users [X]

Select the Add NeW TaSkS button. [5) ELearning CERT 123456 (Rev 1 - 11/5/... DYQJ Actions

Description: Edit @

Enter a keyword and click Search to find available tasks. | | sedeeton

= Copy
Active: Yes Edit (RS e e

—
Se I ect 0 n e 0 r m O re tas kS I isted i Classification: Other Thumbnail File: E """"""""

*Domain: Default Public Access Domain (F

Approval Process: _ (First Level Supenvisor) Approval Required: No L]
Click Add toadd the selected tasksto the item’s task list. “--é e

| viewal® | | save | cancel |

Related More ® Tasks | @ Task Checklist Settings o &)

Once added to the item, tasks can be re-ordered by dragging and dropping. fndelos  Order Description Remove

If any changes were made to the task list, click Save. s o e i
ubject Areas o 1 Communicates Clearly (]
Prerequisites =2 Listens to others 6 O

Click Task Checklist Settings. Substiutes e = =

Scheduled Offerings

Curricula

Check the Enable Task List checkbox.

Check the Observers must be Authorized Instructors checkbox, if you
wish to enforce observer selection from pre-defined list.

Tasks

Select a completion and failure status. fd Tostes Toftem 0

Records per Page | 10 Page: 2 34 5 & uFrevious Mexts (25 total records)

Click Save. AT

Task D Description Add
Ino-Task1 Pour water and syrup

0000 9000

Inc-Task2 Pour chocolate sauce

Inc-Task3 Pour Sugar, milk and baking Powder

KG-TASK1 Pour a glass of wine

KG-TASK2 Pour second glass of wine

KG-TASK3 Drink Bottle

KG-TASK4 Visit off Licence

LEAD_1 Communicates Clearly

LEAD 2 Listens to others e
LEAD 3 Identifies conflict

Records per Page | 10 Page: 2 3 4 5 & «Previous| Mexts (85 total records) Pageufﬂ E
Select All / Deselect All

RRFEODOOODOO-O

Send Hotification
Task Checklist Settings = ) [ pt———

e L e ey () e | T RS
Revise
Classificatio Enable Task Checklist  [¥] T
*Domai ~ o
Observers must be Authorized Instructors: [ ]
Approval Proces . N
Completion Status: E i.\

View All @ *Failure Status: |

Related More @ Tasks @ 2
Save Cancel
Catalogs or Remove
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