
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. Log into Oracle HCM 
2. Select “My Client Groups” from the top ribbon 

 

3. Select “Learning Administration” 

 



4. Under Learning Catalog, select “Offerings” 

 

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  



 

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

 

 

 

 

9. Review training Overview, General Information and Description 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



10. From the side bar, select “Activities” 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

11. Review the Learning Activities 

 

 

 

 

 

 

 

 

 

 

 



 

 

12. From the side bar, Select “Learners” 

 

 

 

 

 

 

 

 

 

 



 

 

 

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

 

14. Review the Learner Results 

 

15. Export to Excel 

 

 

 

 

 



 

 

 

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

 

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



 

18.  


