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Job Aid: Navigation on the My Employees Screen

Purpose

The purpose of this job aid is to guide supervisor users through the step-by-step process of navigating
the My Employees Screen within LearningLink.
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Run Reports
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Task A.  Navigation and Viewing a Subordinate’s Record
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tab.
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your To-Do List, but for
the selected employee.

Q Perform a simple catalog
search, for example, to
find an item to add to
your To-Do List or the To-
Do List of a direct report.

@ | The Supervisor Links area
is designed so that you
can access parts of the
application quickly and
easily. The status pods in
the supervisor area are
specific to the user who
is selected in the tree
view.

Task B.  Run Reports

@ | From the Home page,
select the Reports easy
link.
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9 Select a Report Name to
open the report.

Reports
Select a Report from the list below to run a repert for yourself or your subordinates.
Report Name
E3 Active Goals
Close-Fit Jobs
Close-Fit Jobs Legacy
Competency Assessment Comparison
Competency Assessment Trend
£ Curriculum Status
Curriculum Status Legacy %9
Employee/Superisor Gap
Initiative Aignment
Initiatives
Item Requests
Item Requests Legacy
£ ltem Status
Item Status Legacy
Learning Histary
Learning History Legacy
E3 Learning Hours
Learning Hours Legacy
Learning Needs
Learning Needs Legacy
Learning Plan
Learning Plan Legacy
Multi-Rater Peer Vs User

My Alignment.

@ Help
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e Enter the report criteria. Reports e

— Back to Browse Reports
Note: Available criterion will (o oI SE LS
Vary depending On the report User: & self { Direct Subordinates ( All Subordinates ( All

Report Title: User Curriculum

Q Select Run Report.
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Note: Select Help (*=) for o sunpeport | et
additional information on
reports.
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