
How to Add Supplemental Learning for Team Members

1. Click on the Learning and Development link in the HRIS Learning Management box.  
2. Click on Team Learning under Manager Self-Service and then Supplemental Learning.  
3. Click the Add button.
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Add learning completed by your team members outside the learning catalog.

4. Identify the Supplemental Learning type.

Conference/Seminar A conference or seminar is a gathering in which people with 
a common interest participate in discussions and/or listen to 
lectures on a specialized topic. Generally the topic is related 
to the attendee’s field or current position.

Workshop A workshop is a gathering or training session which 
emphasizes problem-solving, hands-on training, and 
requires the involvement of the participants.

On-the-job Training On-the-job training occurs in a normal working situation, 
using the actual tools, equipment, documents or materials 
that will be used when the participant is fully trained.

Continuing Education Continuing education involves enrollment in 
college/university credit-granting courses or non-credit-
granting courses where Continuing Education Units (CEUs) 
are granted. This type of learning is often obtained through 
a university extension school or community college.
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5. Select the Supplemental Learning type.
6. Click on the Continue button. 
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5. Fill in the details. 
6. Change the Status to Completed.
7. Click on the Save button.

Continued from previous page...


