Locating Training UTLearn

Individuals with direct reports in the HR system are considered

. . . Home Learning Reports UTLearn Help & Hints
supervisors/managers in UTLearn. Supervisors/managers have the
ability to assign instructor led training, online classes, and materials View Your Transcript
. . T Welcomi

to direct reports and, in some cases, indirect reports. Eente Calendar

Supervisors/managers may assign training to their direct and m -]

indirect reports by performing the following steps: i being e oa mole ht ¥ the Laiing 00 are ook o 1
not here, - liance Training System. To see the list of legacy
training ¢ [nterests and Waitlists , please visit the Legacy Course Catalog

available =N

Manage Employee Learning

1. From the Welcome page, mouse over the Learning tab and —
select Browse for Training. This opens the Browse for Training

page. .
Browse for Training ::o resuns
2. Click the desired course title. This opens the Training Details
. . . . smma Utilities - Forklift Training
page, which displays course and class information. = | Eyent . UT Austin

Forklift training 101 for new employees

= UTLearn ILT Best Practices

Material . UT Austin
Best practices guide when creating/managing instructor-led courses in the system.

smma UTLearn Training Management

Event . UT Austin

This training will focus on managing courses (creating, configuring, scheduling, roste
running reports.




Assigning Instructor-Led Training

UTLearn

3. To assign training for an instructor-led course:

a.

Click Assign at the event level to allow
learners to select their preferred session.

Click the Request drop-down field, and
select Assign to enroll learners to a
specific session.

If you enroll a learner for a session and
there are no seats available for a session,
the Add to Waitlist window is displayed.

Click OK to allow learners to be added to
the waitlist.

Training Details

gmra UTlearn Training Management
Event . UT Austin . 3 hours

3a

This training will focus on managing courses (creating, configuring, scheduling, rosters, etc.), managing enrcliment, and running reports.

Sessions Details

Show | Available w | View Full Calendar
oy Session Details 1 Openings Available
] Session . UT Austin . 3 hours
=
Location Duration
UT MAIN CAMPUS 4/18/2016, 9:00 AM - 4/18/2016, 12:00 PM

Request Q
English (US)

Add to Waitlist

The total number of users exceeds available seats for the session.
Select OK to add remaining users to the waitlist.

3d

Cancel




Assigning Online Class or Material

UTLearn

4. To assign training for online courses and materials,

click Assign on the Training Details page.

Training Details

Online Class . UT Austin — OLT

o [

. New Employee Orientation

test course

Training Details

“_‘ Compliance and Ethics Guide
Material - UT Austin — OLT - 20 minutes

e [

Completion of this material indicates that you have read and understand the Compliance and Ethi



Assigning Training to Direct UTLearn

@ Assign Training

5. Complete applicable sections of the Assign Training page with the
desired information. A Accessibility Through Design

.y Material « UT Austin - OLT

a. Due Date — Select a due date for the training assignment to be
completed by using the calendar tool provided. (Optional)

b. Comments — Enter any comments or instructions related to the e . @
aSSIgnment' (Optlonal) wdds{:ammert \

c. Automatically Register Users — Mark this checkbox to assign
the training in a registered status so the user doesn’t need to
click Register to request registration in the course. (Optional)

d. Direct and Indirect Subordinates — The supervisor’s/manager’s
direct and indirect subordinates (based on HR system data) e @
display in separate tables. Names, assignment history for the
selected training, and current training status (if any) are shown.

(©) sers who have the training already in thei transcript are not included in this assignment

. Direct Subordinates Language Equivalency Assignment History Cument Status Include subordinates

Alzn Beta
l 0 Mone
Eunice Foutrot
0 Mone

Select an Indirect Subordinate E?'

Cument Status

Cancel

Indirect Subordinates Language Equivalency Assignment History




Assigning Training to Direct Reports UTLearn

6. To assign the desired course to individual users, Automatically register users
mark the checkbox to the left of the user’s = e : : e
ckboxto
name. To assign to all direct reports, mark the
ChECkbOX neXt tO the Direct SUbordinateS o . Direct Subordinates Language Equivalency Assignment Histony Curmrent Status Include subordinates
column. Note: If there are multiple direct . o B
reports on different pages, this option selects n'-

all of them across all pages. . .L Eunice Forot

1] MNaone

7. To assign the desired course to a direct report’s
subordinates, mark the checkbox in the Include
subordinates column to the right of the
CorreSpondlng user. Indirect Subordinates Language Equivalency Aszsignment History Current Status

Select an Indirect Subordinate E‘?I

8. Click Submit to apply your changes, or click cancel | [T
Cancel to return to the Training Details page. ° ance




Assigning Training to Indirect Reports and Indirect Shared Reports UTLearn

Select an Indirect Subordinate °

To assign training to an indirect report or indirect shared

report Complete the StepS below. Indirect Subordinates Language Equivalency Assignment History Current Status
7 .
1. From the Assign Training page, click the Select an Indirect
Subordinate icon to search for an indirect report. Select user
2_ The Select user pop_up Window OpenS. Type a hame in Pleaze search for people by entering keywords using any of the following oriteriz: name.
the search box to search for a user, and click Search. °[ aey
3. From the displayed search results, click a user’s name to Full Name

select a user. ° Gary Helo Alzn Bets

4. The selected user is then added to the Indirect
Subordinates or Indirect Shared Subordinates table,
whichever applies. (Indirect shared subordinates are
defined as those indirect reports whose manager has
delegated shared permissions to the assigner.)

1 Resuk

Select an Indirect Subordinate [f:,‘

Indirect Subordinates Language Equivalency Assignment History Cument Status

5. Click Submit to apply your changes, or click Cancel to
return to the Training Details page.
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