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Job Aid: Registering Subordinates in Scheduled Offerings

Purpose

The purpose of this job aid is to guide supervisor users through the step-by-step process of managing the
registration of subordinates in scheduled offerings within LearningLink.

Task A

Register Subordinates in a Scheduled
Offering — 16 Steps

g

Task B | \ 4

Withdraw Subordinates from a Scheduled

Offering — 12 Steps

Task C | v

View Subordinate’s Registrations

3 Steps

Task A.

Register Subordinates in a Scheduled Offering

From the Home page,
select the My Employees
tab.

5. CumaTENT OF LABGR

@ [eorningLink

Diana M Daly
Director of Steel Sales Horth America
Morth America Steel Sales

Welcome Diana Daly | 4@ Check System | Sign Out

My Employees Organization Admin

‘four Talent Profile is Incomplete

Select the Register
Employee easy link.

5. CumaTENT OF LABGR

@ [eorningLink

Home

My Employees

Welcome Diana Daly | g Check System | Sign Out

Organization Admin

Employees

@ Help

Theresa A D'Amico: To-Do List

Catalog | 3

Theresa & D'amico ‘
iy

| Search To Do fist...
Donna 1 Deats Overdue
Ay 16 days owerdus

15 days averdus

Due within a week
Dec/1/2010

Dec/aro010 (8

3| Show: | Everything A Supervisor Links |¢

o

k& Improving Your Sales Performance
Jhust be registered
& Developing Your Full Sales Potential

Jhust be registered

L& Public Speaking for Managers

Jhust be registered

Buileting B, [, Serccoce

Select the Register Users
radio button.

Select Next.

Registrations
Select Action

your suberdinates to and from schedule offerings.

Select

 Withdraw Users ' Register Users

@ Help

This menu optien is available to supervisors. It provides features to manage the learning Activities of your subordinates. On this page you can register and withdraw

o Next
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Search for a scheduled
offering by entering
keywords.

Select Next.

Registrations @ Help
Search Scheduled Offerings

Previous || Next

Search G
Enter Keywords to search for a scheduled offering e
Keywords:

¥ ExactPhrase

Note: Results will depend on catalog access.

Select the radio button
for the scheduled
offering option into which
to register your

Registrations @ Help
Select Scheduled Offering

Keywords: Not Specified

Exact Phrase: No

Previous | Next
Select Offerings

tie Description Facility & Location Start Date/Time Select
em p I Oyee(S) - Company Benefits Company Benefits Orientation Mew York Office - Mew York  Jul/2%/2015 08:00 AM EST (o
Orientation Lecture Hall 02
Se I eCt NeXt Company Benefits Company Benefits Orisntation New York Office - New York  Jul/24/2013 08:00 AM EST c
- Orientation Lecture Hall 02
Company Bensfits Company Benefits Orisntation New York Office - New York  Apr/27/2011 08:00 AM EST c
Orientation Lecturs Hall 02
Company Benefits Company Benefits Orientation Mew York Office - Mew York  Jan/24/2018 08:00 AM EST (o
Orientation Lecture Hall 02
Company Benefits Company Benefits Orientation Mew York Office - New York  Jul/25/2012 08:00 AM EST (ol
Orientation Lecture Hall 02
Company Bensfits Company Benefits Orisntation New York Office - New York Jan/28/2015 08:00 AM EST c
Orientation Lecturs Hall 02
Company Benefits Company Benefits Orientation Mew York Office - Mew York  Oct/30/2013 08:00 AM EST (o
Orientation Lecture Hall 02
Company Benefits Company Benefits Orientation Mew York Office - Mew York  Oct/25/2017 08:00 AM EST e [
Orientation Lecture Hall 02
Detivering High-Impact  Learn to create and detiver high4mpact New York Office - Mew York Dec/3/2010 09:00 AM EST IS
Sales Presentations sales presentations to potential chients. Classroom 03
Excelling at Customer Excelling at Customer Service Simulation Mew York Office - New York Dec/26/2014 08:00 AM EST (o
Service Simulation Classroom 01
Excelling at Customer Excelling at Customer Service Simulation Mew York Office - Mew York  Jun/27/2012 08:00 AM EST (o
Service Simulation Classroom 01
Excelling at Customer  Excelling at Customer Service Simulation New York Office - New York  Aug/22/2012 08:00 AM EST c
Service Simulation Classroom 01
Excelling at Customer Excelling at Customer Service Simulation Mew York Office - New York Oct/26/2011 08:00 AM EST (o
Service Simulation Classroom 01
Check the Se I eCt Registrations @ Help

checkbox next to the
corresponding
subordinate to register.

Select Next.

Select Users.

Previous || Next
Selact All / Deselect Al @
Select Users
User Registration Status 1D Reservation Date (MMM/d/yyyy) Time (hh:mm AM/PM)  Time Zone Select
DAmico, Theresa A [ENROLLEnrolles) 7] ] n Standard Time) =
Deats, Donna J [EnroLLEnrotes =] ] tandard Time) - &

Select All / Deselect All

Note: Adjust the registration status for each employee, if necessary.

Verify the list of users
and any enter optional
comments.

Select Next.

Registrations @ Help

Previous = Next
Select All / Deselect All
User Comments Remove

Deats,

=
Donna J @
Select All / Deselect All

Remave Checked

Edit Assignments

Edit Assignments

Note: To remove users from this list, select their corresponding checkbox,
and select Remove Checked.
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@ Enter financial
information, if
applicable.

@ Select Next.

Registrations @ Help

ng — Select Users — Edit Assignments — Edit Financial

For each seat, either pick the slot to be used, or enter an available order ticket, or enter the chargeback accounts and price to be paid for the seat Chargeback
accounts and a price cannot be entered for Users who do not have a shopping account or for non-item scheduled offerings.

Previous || Next

Edit Financial Data @

User Slot 1D Order ID AccountCode  Price

Deats, Danna J @ None N/A NiA NiA

@ Select the email
recipients by checking
the corresponding Email
confirmations to
checkboxes.

€| Select Finish.

Registrations & Help

Select Users — Edit Assignments — Edit Financial — Record Registration

Scheduled Offering: 4107
Title: Delivering High-Impact Sales Presentations
COURSE SALE0135

Revision: Dec/23/2004 02:39 PM EST

Start Date: Dec/3/2010 09:00 AM EST

Email confirmations to: W Users [~ Instructors M Supervisors [ Others

@ Previous | Finish
Record Registration @
Registration Status ID  Reservation Date

registrations were
successful.

E::;, Donna J EMROLL({Enrolled) Dec/1/2010 03:04 PM EST
A status message displays Registrations
- - - Finished
indicating the .

Task B.  Withdraw Subordinates from a Scheduled Offering

€& From the Home page,
select the My Employees
tab.

Z % DEmTENT OF LABOR o ‘Welcome Diana Daly | g Check System | Sign Out
@ LearningLink

My Employees. ‘Organization Admin

Diana M Daly
Director of Steel Sales Horth America
North Americs Stesl Sales

four Talent Profile is Incomplete

@ Select the Register
Employee easy link.

Z U, UPTMENT OF LABOR Welcome Diana Daly | 4 Check System | Sign Out
&P Learninglink

Home My Employees Organization Admin

Employees

Theresa A D'Amico: To-Do List

Theresa & D'Amico ‘

& Search Ta Do fist... | Show:| Everything - | EE
Donna J Deats Overdue -
& 16 days owsrdus [ Improving Your Sales Performance

Hhust be registerad
15 days overdue (Z Developing Yeur Full Sales Potential
Hhust be registerad
Due within a week

Dec/1/2010  [Z public Speaking for Managers

Dec4/2010 i Building Relationships for Continuing Success
dhust be resistered Status: Theresa A ...
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Select the Withdraw
Users radio button.

Registrations

Select Action

your subordinates to and from schedule offerings.

This menu option is available to supervisors. It provides features to manage the learning Activities of your subordinates. On this page you can register and withdraw

@ Help

offering by entering

Q Select Next. —— e
@ withdraw Users ' Register Users
Search for a scheduled Registrations 9

Search Scheduled Offerings

Previous | Next

checkbox next to the
corresponding

Select Next.

subordinate to withdraw.

keywords — G

y " Enter Keywords to search for a scheduled offering.

@ sclect Next e e

@ | sclect a scheduled Registrations ks

R . Select Scheduled Offering
offermg option. Keywords: Nt Specified

Exact Phrase: No

@  select Next - =)

e eC eX " Select Offerings

Title Start Date/Time Select
Company Benefits Orientation Jul/2%/2015 08:00 AM EST (o
Company Benefits Orientation Jul/24/2013 08:00 AM EST (ol e
Company Benefits Orientation Apr/27/2011 08:00 AM EST (&l
Company Benefits Orientation Jan/24/2018 08:00 AM EST (o
Company Benefits Orientation Jul/25/2012 08:00 AM EST (ol
Company Benefits Orientation Jan/28/2015 08:00 AM EST (ol
Company Benefits Orientation Oct/30/2013 08:00 AM EST (o
Company Benefits Orientation Oct/25/2017 08:00 AM EST (o
Delivering High-Impact Sales Presentations Dec/3/2010 09:00 AM EST (o]
Excelling at Customer Service Simulation Dec/26/2014 08:00 AM EST (ol
Excelling at Customer Service Simulation Jun/27/2012 08:00 AM EST o
Excelling at Customer Service Simulation Aug/22/2012 08:00 AM EST (ol

e Check the Withdraw Registrations @ Help

Select Users

Select Users to Withdraw
User

D'Amico, Theresa A

Deats, Donna J

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 All / Deselsct All

Registration Status D Reservation Date
ENROLL{Enrolled)
ENROLL(Enrolled)

Withdraw
MNow/30/2010 11:22 PM EST r
Dec/1/2010 03:08 PM EST ~

Select All f Deselect All

Select the email
recipients by checking
the corresponding Email
confirmation
checkboxes. Remove the
item from the
subordinate’s To-Do List
by checking the
corresponding checkbox.

Select Finish.

Registrations

Scheduled Offering: 4107

Title: Detivering High-Impact Sales Presentations
COURSE SALE0135

Revision:Dec/23/2004 02:39 PM EST

Start Date: Dec/3/2010 09:00 AM EST

Email confirmations to: ¥ Users [ Instructors ¥ Supervisors [~ Others

I™ Remove associated item from the To-Do List @

Record Withdrawal

User item Title Scheduled Offering ID  Registration Status ID  Reservation Date

Deats, Donna J COURSE SALEQT35 (Rev Dec/23/2004 02:33 PM EST)

@ Help
Record Withdrawal

Previous  Finish

4107 EMROLL({Enrolled) Dec/1/2010 03:08 PM EST
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A status message displays || Fesistrations
that withdrawal from the Fﬂ:‘“’
scheduled offering is e

successful.

Task C.  View Subordinate’s Registrations

‘Welcome Diana Daly | g Check System | Sign Out

My Employees.

From the Home page,
select the My Employees
tab.

@ Loringink

Diana M Daly
Director of Steel Sales Horth America
North Americs Stesl Sales

‘Organization Admin

four Talent Profile is Incomplete

Welcome Diana

Use the employee tree to
view the To-Do List of
direct and indirect
reports.

Select an employee card

( Search To Do list... ﬂg‘ ShDW:IEVe"}‘TW—'I m
to load that user's To-Do Everytning
H Donna 1 Deats Overdue : ™
Llst . Ay 16 days overdus [ Improving Your Sales Al Learming

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

@ S CUARTMENT OF LABGR

P) Learninglink

Employees

Theresa & D'Amico

Home My Employees

Organization

Admin

Theresa A D'Amico: To-Do List e

st be registered
15 days overdus  kd Developing Your Ful
st be registered
Due within a week
Dec 172010 I public Spealing for |
st be registered

Decid/2010

st be registered

Registrations
Cnline Courses

External Requests
Course Evaluations

hssessments

Performance Reviews

Compensation

“@ Building Relationships for Continuing Success
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