Drop Learning help document

Click on the Learning and Development link in the HRIS Learning
Management box.

Click on Team Learning under Manager Self-Service and then Team

Select the Team Learning action from the Go To... drop down box for
the team member (direct report).

Team Members

Team Members is a list of all your direct reparts. You can view details about each member's
learning by selecting from the Go To pull-down and clicking the Ga buttan. If any of yvour team
memhbers have direct reports, yau can view their team by choasing the team member in the View
pull-down and clicking the Ga buttan. Learning Appravals is a list of your team's pending learning
requests. You can also approve or decline requests an this page. Ifyou would like to see mare
information about a reguest click the name ofthe learning activity or prograrm.

The City is currently not using systematic approvals in HRIS for employee leatning.

iew Team Members Reporting To:

Direct Reports -- Robert G Garrett, Department

] Anatali J Meehl Department Manager

[ lrene O Geiselhart Department Manaoer

[] Mathan & Bryant Senior Consultant

[] Steven Ann Pasche Senior Consultant

4, Click on the Go button.

5. All learning for the selected team member will be displayed.

6. Select All Learning — Currently Enrolled, In Process from
the Search Filter drop down list.

7. Click on the Go button.

8. Click on the Drop button for the class for which you wish to
cancel.
9. Click on the Drop button when the system asks to verify the

action: “Are you sure you want to drop [Team Member Name]
from this activity?”

Team Learning

Tearm Learning is a list of the Learning your tearm members are enrolled in and curricula and cedifications
far which they are registered. You can view the details, progress status, and schedules for their learning by
clicking an the narme ofthe activity or program. To filter the results select a filter andfor 3 Learner and click an
the 'Go' hutton.
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