Course Sponsor- Learn Specialist Role

Key Objectives:

+ Select course link for email template

+ Review course content, dates, and learners

+ Export status report to Excel

+ Withdraw Learners (to add Learners contact HR Learn Specialist)

1. Loginto Oracle HCM
2. Select “My Client Groups” from the top ribbon

3. Select “Learning Administration”




4. Under Learning Catalog, select “Offerings”

What do you want to do or manage?
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5. Enter the training title in the search box, select published start date as applicable
6. Select the training from the Offering Title column

7. For course link click on offering number



Offering Tme‘contains v ” building a safe {and}

*Publish Start Date‘ﬂn or before v | 12-May-2024 [y

4 search Results

View v Formatw 5T Createw # Edit & Copy

Offering Number Offering Title Course Title Publish Start Date Publish End Date Creation Date Offering Start Date Offering End Date
Building a Safe and Inclusive Community Building a Safe and Inclusive C...  10-Nov-2021 10-Nov-2021

oLc2o7o11 Building a Safe and Inclusive Community - MIIS Buiding a Safe and Inclusive C_.  25.Jan-2022 25-Jan-2022

0LC235277 Building a Safe and Inclusive Community - MIIS Manager Building a Safe and Inclusive C. 31-Mar-2022 31-Mar-2022

Columns Hidden 15

8. Select the self-service link to share with learners (will bring them to Oracle one login)

Learning ltem Humber OLC195002

Self-Service Link

https://eggw.fa.usZ craclecoud. com: 44 3fscmUl redwood/ |earner|earn/redirect 7
learningltemld=300000247318037&learningtemType=0RA_CLASS

Embed Code for Self-Service Link

https://eggw.fa.us2 sracledoud. com: 44 3fscm Ul redwood/ |learmen|ear/redirect?

learningltemld=300000247318037&learningtem Type=0RA_CLASS

Administrator Link

https://eggw.fa.us2. cracled cud. com: 4423 hem faces'deeplink™
objType=WLF_LEARN_ADMIN_VIEW_OFFERING&action=NONE&objHey=pClass|d%303000002473 18041

9. Review training Overview, General Information and Description



Overview

539 17-Apr-2024 0

Total Active Learner Assignments Most Recent Changes Learner Assignments Missing Most Recent Changes

I General Information I

Offering Numbsr Pubfzhed Dates
OLC195002 10-Now-2021
Offering Language
Zeif. F'acx;l.-;:).pIE American Englizh
o
Description

Welcome to your courzel To acoess the activities within this course pleaze dickon “Enroll” in the too right comner. After selecting " Enroll™ you wil z== the option to * Launch™ sach activity. After
finiching each activity select “Save and Close” in the top right comer. The course is complete after 30 actvities have been completed.



10. From the side bar, select “Activities”

Building a Safe and Inclusive Community

Definition
E Activities

| H Learners

[ Adrinistrator con-
7 wersation

[y Erwollee conversa-
"~ tion




11. Review the Learning Activities

Overview

Default Section

‘Compietion Rules
pletion rules defined by actiities

Sequencing Rules




12. From the side bar, Select “Learners”

Building a Safe and Inclusive Community

Offering

Definition

Activities

I |_|-| Learners

[ Administrator con-
" versation

& Enrollee converza-
~ tion



13. Change the ** Assignment Status to “All”

Aooess Access Groups Learning Assignments  Leaming Initistives

A Geanch Learners

Match @) A8 () Any
= Nm| | ** sgsignment status | & e |
L] [ B e

| Complste Pending Appron
| Completed

4 | =arner Results | Completion Request
| Detieted

1,313 285 127 412  1,43|. comen

Distinct Learners | In Progress Mot Started Active Completd '+ MProgress

| Mok Pasesd
) ) | Mok Stared ] )
View v+ Formatw 5T Add Leamers v  Change Status v 7 Edit Azsignmant 1\/ o [CIIBI' Mass Action =
Name Status Initiative Name

14.Review the Learner Results

4 | sarner Results

1,313 = 285 127 412 | 1,431

Distinct Learners In Progress Not Started BActive Completed

15. Export to Excel

View v FnrmatLealmsv



16. Enter the employee’s name in the **Name box and select “Search”
a. Review Status, Progress, Completion Date, etc.

sroups  Learning Assignments eamning Initiativ

!
Wi

4 Seanch Learnesrs

Match @ a0 (O Any

= Na'119|:_5-'5-" |

Asshgnment Status | A

= Person Kepword | |

ntatmahla'na|

17.To withdraw learners, select row, Change Status, Withdraw Learner
a. Selectreason and enter comments
b. Select “Withdraw Learners”



Acocess  Access Groups  Learning Assignments
A Seanch Learner:

Match @ a8 ) Any

Lesrning Initistives

= Mams ||:..5r'are

| ** pecignment Status |A

’*Pelmnm]nmml

| = Inlih‘lﬂer-lmm|

4 | 2arner Results

2

Distinct Learners

1

In Progress

View v Formatw 5E  Add

Name

Megan DuShane (Megan)

Micole DuShane {Nicols)

Rows $elsctsd 1 Codumns Hiddsn 24

18.

Initiative Name



