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Learning Introduction

SAP SuccessFactors Learning manages the entire
learning lifecycle as users progress through each step
including:
Searching for items in a catalog in order to self-assign
learning
Assigning learning that displays on the users’ Learning
Plan/To Do List
Registering for a scheduled offering of an instructor-
led event
Launching online learning tools for self-paced learning
options
Recording learning history after completing a learning
event
Submitting feedback on evaluations

SAP SuccessFactors




Learn: User Home Page

The Learning Home page is your starting point for
. . g . p g y . . g p SAP SuccessFactors ﬂ Learning v QSealcn for actions or people v .l Carla Grant (cgrant) ~
navigating learning. Tiles provide quick access to
learning information and activities personalized to My Learning
you and your role.
My Learning Assignments £= EE sort By Date| Priority T Filter Learning History Links
My Learning Assignments Keyword C. Course name or [ | Select Al - [ AlAssignment Types - [ dc | :"Hom_“kﬁufes
- - . . ollections (Pre...
The My Learning Assignments tile displays your > DUESTTHIM ARONT:
. . s wgw . TN72016 REQUIRED
assigned learning activities. You can view your - [—— YOU HAVE UNMET PREREG.. v/ SETRRTIRERTD AOGIOWE
assignments and related details, launch training, D _ ” [5 Onboarding V) Cuslgmer Commuunity
and register for offerings. It provides a consolidated SRR R el Feauests
view of courses requiring action. = Employment suvey STAAT COURSE. |/ Effective A
° A” | t d H I 7M7/2016 | AEQUIRED Administrative @ News
courses arle Isted In one place. & Gaining Allies, Creating Change s Options and Settings
* Courses are listed and grouped by Due Date. e P Fovise
: P : Prohibited Acts e
(Optional and Recommended training will have S b ooiianriig .
no due date.) & Review of Customer Accounts e Find Leaming Reports i
e =]
* Use the Show drop-down menu to see specifics, M DUEANYTIME Skils Inventory a
for example, show current registrations an Bl fooBeEtie 20 Creatily NOT AVAILABLE | v/ What do you want to LEARN today Start & Mult-Rater ..
ple, g
online courses [  Leadership Preparation T Browse all courses > Start a Self Assess...

REQUIAED Training Planner

& \Working Smarter: Online Exams DU HAVELNMETEREREG. o

My Learning Assignments Actions R Gy
Each learning activity is listed with a call-to-action ~
button and status update. You can show/hide
information, view the course start date and location
for enrollment. Actions include:

* Request Approval: Initiate an approval request
via an automated workflow.
* Request Schedule: Request information on the
availability and course schedule from the course 1
Owner_ Due in 30 days
e Start Course: Launch a course.
e Continue Course: Re-launch a course you have

started.
* Register Now: Register for a course assigned to
you. ' Find Learning Links
* Remove Course: Remove a course that you Searches for learning activities in the available Links to other learning and system features.

have assigned to yourself. catalog. Enter keywords in the text box to perform

a quick search for related items in the catalog. Click
Browse All Courses to navigate to the Learning
Catalog.

SAP SuccessFacto 2016 SAP SE or an SAP affiliate company. Al rights reserved.




Step by Step: My Learning Assignments

The My Learning Assignments tile includes call-to-action

buttons and statuses per item, the ability to show/hide My Learning Assignments SE S Sont By Date |l Priority Y Filter
additional filters, configurable data fields, display of start
date and location for enroliments, and one-click to display Keyword| . Course name or ID Select All - All Assignment Types ~

curriculum requirements.

By default, My Learning Assignments is Sorted by Date;
however you can click Priority to sort the list by item
priority, or create a view filter.

~ DUE WITHIN A MONTH

By selecting Filter, a row of fields will display. The user Lo NS e T YO HAVE UNMET PREREQ... | v
can enter a keyword and select the Course Type and/or ) )

an Assignment Type. A Basic ACCDUFI’[II"IQ

Click on a Course title to display additional item COURSE FA-101 rev.1 5/14/2003

information on the item detail page. The item detail page PBm Part of Payroll

can be configured by an administrator to display visually

appealing descriptions. 7M7/2016 | REQUIRED iy

My Learning Assignments displays curriculum
requirements. A curriculum requirement displays to
schedule, assign, evaluate, and track the completion
status.

Launch content that is set up to be available online.
There are two broad categories of online content:

¢ Access an online document with an option for “read ;l

Communication Skills for Leadership
COURSE COMMOOO0S rev.6.5 12/23/2004

7M7/2016 | REQUIRED START COURSE |~

and acknowledge”
e Launch web-based training (WBT) as a self-paced
module with menus, embedded quizzes, etc.

If there is no existing scheduled offering in your catalog,
you may Request Schedule by clicking the down arrow.
The request is stored in the system with the user name
and the item requested.

Employment Survey
EXAM HC-SWDIHCS rev.1.2 5M14/2003

7M7/2016 | REQUIRED

Request Schedule

Gaining Allies, Creating Change wm

COURSE COMMOS14 rev.4 12/23/2004 Recommend

Due Dates on My Learning Assignments

* Overdue

- Due Within a Week 7/7/2016 | REQUIRED —

* Due Within a Month

* Due Later list courses beyond 30 days

* No Due Date lists for items that are self-assigned or
have no required due date

» Select the arrow to expand the courses group into the
dates.

SAP SuccessFactors O 2016 SAP SE or an SAP affiliate company. Al rights reserved.



Step by Step: Learning Course Details Page

Click a course title link in My Learning
Assignments to view Course Details. Here you
can review information about the course, your
registration, and any course requirements.

Basic information about the course is
displayed:
* Type of course (online, instructor led, etc.)
» Target audience (employees, managers,
business unit, etc.)
* Who to contact (email) for questions about
the course or assignment

The course description and goals are listed
along with the time commitment and CPEs:
* Length of the course in hours
* Credits for course listed in hours
* Contact in hours
* Continuing Professional Education (CPE)
(if applicable for Professional Certification)

Click more/less to expand/collapse subject
areas and associated competencies (if
applicable) for the course.

You may also:
* Request Schedule to receive notification
for the next available scheduled course.
¢ Recommend the course to others.
* View assignment details.

SAP SuccessFactors &

My Learning

Leamning v Q, Search for astions or pecple v A

+— Back

Communication Skills for Leadership

In this course, you will learn what the requirements of leadership are, how to
communicate your suitability for the role, and how to communicate with those you lead.
Leadership is not the same as management. Unlike management, leadership does not

require formal recognition of authority. However, it does place other requirements on the
person assuming the leadership role. Before people will follow, they need to be reassured
that their leader is deserving of both their trust and their confidence. Good relationships
are paramount, and communication is the prime tool for building those relationships.

more

COURSE COMMO005
(rev.6.5 12/23/2004) Course goals
L Instructor-led Course Lesson Objectives: Establish Your Leadership Credentials recognize the benefits of

establishing leadership credentials with team members. effectively more
A% Target audience: Those within the
organization whose roles require

them to achieve results by being able 5 5HGUH[5F 5 5 HOUR(S) 7 5
to influence other people, and anyone . . .
who has responsibility for managing, CREDIT CONTACT CPEs

supervising, or leading a team.

View 1 competency, 1 subject area, less A

COMPETENCIES  You will earn the following competencies by completing this course
Keep manager and others [ 3
informed of the status of
projects and activities
SUBJECT AREAS  Communication
DELIVERY METHOD  Instructor Led

SOURCE  SkillSoft

ou may also: ©n your learning plan
Request Schedule > Recommend > Due 7/17/2016 >

Carla Grant (cgrant) ~

yoddng
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Step by Step: Learning Options and Settings

SuccessFactors Learning allows you to configure

your Iearnlng SettlngS Se|eCt Options and Settings SAP SuccessFactors ﬂ Learning QSEEICF\ for actions or people v .l Carla Grant (cgrant)
from the Links menu to update your learning My Learning

preferences. Your settings determine the formats C’)Baf" o o -
and standards used to display information to you in ptions and Settings

the app|lcat|0n . Your settings determine the formats and standards used to display information to you in the application

Learning Notifications
Maolify me when an item is added lo my Learing Plan

Lea rning Notifications ] Notify me when an item is modified in my Learning Plan

Motify me when an item is removed from my Learning Plan

Learning Notifications are Admin controlled

functions that can be configured either Reset
globally or locally. Users cannot control the
configuration for notifications. Select a Locale and Time Zone
* = Required Fields
* Active Locale | gngiisn (En| Y
ID: y w
Select a Locale and Time Zone  Gurrency ID: [[uspwspalen | S ¢ =
. * Time Zone ID: | Eastern Standard Time (America/New York) & [ Always display Scheduled Offerings in this Time Zone 3
Select the Active Locale ID to change the Region 1D: | | seect -
display language for tr_1e system. NOTE: P—
If you change the Active Locale ID, only T
courses available in the selected language Update the Locale Format Options
will be displayed * = Required Fields I
“ Date Pattern ID: | wdiyyyy(MM/DD/Y) )
The system currency is configured to " Time Pattern ID: | himm asa(inmm ) 0 4) 3 |
USD. Changing the Currency ID does not * Integer Pattern ID: [ Long 01(1000] |

recalculate amounts from USD. * Decimal Pattern ID: | Doubls 01(1000) ¢ |

* Currency Pattern ID: | Cumency o1(1000) * |

Use the Time Zone ID for your region. This is * Percentage Pattern ID: [ pemsniage 01(1000) ¢ |
an important step to ensure course schedules Reset
display the correct local time.

Do not change the Region ID.

Update the Locale Format Options

Update the Date Pattern ID and Time
Pattern ID to your local/regional preferences.
Courses will be displayed with these settings.

Click Apply Changes to change your
settings.

SAP SuccessFacto O 2016 SAP SE or an SAP affiliate company. Al rights reserved.



Step by Step: Launch an Online Course

Select Start Course to launch online courses. The Leadership and Creativity Part 2
Online Content Structure page displays.

Learn the techniques needed to perform tasks relevant to your position. This course

Review the outline of content ObjeCtS. A covers the essential information you must have in order to complete your objectives.

course may contain one or more content ohain, Ickucing employeos, Custommers, partners and stakeoiders The post way 1o,

ObjeCtS achieve this is to tie learning objectives with business objects across the enterprise.

The Online Content Structure window will oo

launch once the page is loaded. NOTE: DSHEW §E

Do not close the Online Content Structure CouRSE Lonoe

window after you launch content. The window {rev1 6/2002015)

must stay open because it needs to record Ed Onine Gaursa e L e

when you complete a content object. e . Vou may alor O yous eming pln
. . . . ourse " i

Completed objects will be listed with the date sesemmend > St

of completion. NOTE: Admins can enforce
the sequential completion of content objects
in the settings.

i . Online Content Structure (2]
Learning Actions
e Start Course: Launch a course. . @ Leadership and Creativity Part 2
* Continue Course: Relaunch a course you "~ courseLcoo
Revision: 1 - 6/20/2016 02:23 PM America/New York

have Started Downlcaded Date:
* Register Now: Register for a course Synchronized Date:

aSSIQned to et % Details [2 Using Creativity to Manage
O Remove Course Remove a course that yOU Introduction to learning for new hires.

have assigned to yourself.
* Request Schedule: Request registration for
an unscheduled course.

[ creativity Exam

| —| _W_

Content Objects Continue a Course Remove Course
Courses may be made up of one or more To relaunch a course you have already started: Courses the employee self-registered for may
content objects. o Select Continue Course on My Learning be removed. To remove a course:
0 Select an object title to launch that content Assignments to re-launch online courses o Select the course title.
object. and activities.
e Completed objects will be listed with o The Online Content Structure page e On the course detail page, select Remove.
checkmarks and the date of completion. displays and the course launches in a _ _
new window. e Click Yes to confirm removal.
The course is removed from My Learning
Assignments.

SAP SuccessFacto 2016 SAP SE or an SAP affiliate company. Al rights reserved.




Step by Step: Learning Survey

Surveys gather feedback that helps determine the
effectiveness of training. Upon completion of a learning event, Survey
the SyStem can automatica”y assign you a SUrVey to Complete: Please complete the following user satisfaction survey to rale the overall course, the instructor, course materials and training methods.
« An item evaluation to collect feedback related to user St g s e
satisfaction (immediate reaction) Lot
* A follow-up evaluation to provide input on how the user has This Survy is ancnymos

applied learning on the job (behavior change as a result of S

Iea m | n g ) Please rate the overall course on the fallowing statements

Close Next Page

Page 1of4

1. The training class was relevant to my job.

I Strongly

Strongly
Accessing Surveys NIA Dlsagrgee Disagree Neutral Agree  Agree
o From the My Learning page, filter the To-Do List to
show only Surveys. oy sy
e Select Start Survey to launch the survey. NOTE: M piteares Diagres sl A Ao
You may return to a survey by selecting Continue
Survey. 3. The training was well organized

Add Comments...

2. The training content provided me with new skills and knowledge related to my job

Add Comments...

trongly Strongly
N J N/A Disagree Disagree Neutral Agree  Agree

Add Comments...

Completing a Survey

4. The training objectives were clear to ma.

Surveys in the LMS consist of a set of questions. S e A SO
Administrators can group related questions into a T
pool using an objective. Complete by selecting the

appropriate response for each question.

5. | would recommend this course to my co workers.

Yes

No

Select Add Comments to add additional information to
yOUI' response. Add Comments..

Click Save and Close to leave the survey and return at a Close Next Page
later time.

Continue to click Next Page to answer additional
questions. When you have completed the questions,
click Submit.

Types of Learning Surveys and Exams
Surveys or exams may be created and existing exams may be used to support three levels of evaluation:
* User Satisfaction: Evaluation survey (course feedback form, sometimes called “Smile Sheet”)
* Mastery of Content. Take a test to demonstrate knowledge of the content (using existing exam objects designated as pre-test and post-test).
* Application of Learning: Demonstrate skill at work and is evaluated. A questionnaire survey is created, applied to the item, and configured to include
either the user/employee, his’lher manager, or both. After the item has been completed, the participants will be assigned the survey a set number of days
after the completion of the item (days are set at the item level) and have a designated amount of time to complete.

SAP SuccessFactors O 2016 SAP SE or an SAP affiliate company. Al rights reserved.




Step by Step: Learning Exams

For online content and online exams, you may
access and complete an exam directly from My
Learning Assignments or by finding the item in
the catalog. For instructor-led events, you can fulfill
the assignment only by attending the course, either
in person or virtually. When an exam is associated
with an item, users can launch the exam from their
Learning Plan and upon completion of an exam,
users’ scores are tracked.

Exams are listed as content objects and can
be pretests or post content exams. Select an
exam link to get start.

Exams in the LMS consist of a set of
questions. Administrators can group related
questions into a pool using an objective.
Complete by selecting the appropriate
response for each question.

Select Check Answers to instantly review
individual questions.

Options include whether the user can revisit
content during the exam (like an “open
book” exam), whether the exam is timed, the
passing grade, etc. You may click Close and
return to the exam at a later time.

Select Grade to complete the exam and view
the results.

If enabled, select Display Question List

to review the questions they missed on the
exam or they can be given access to review
all questions.

The completed exam results are listed.
Options include an exam summary, analysis,
and the questions listed.

Results of exam are listed on the Learning History
and completed work.

SAP SuccessFacto

Online Content Structure o

— @ Leadership and Creativity Part 2

COURSE LC002

Revision: 1 - 6/20/2016 02:23 PM AmericaiMNew York
Downlcaded Date:

Synchrenized Date:

6 Details [£ using Creativity to Manage
Introduction to learning for new hires.
[ creativity Exam
Exam: DE-POST TEST Grade Close
Do nol close your browser window. Please use e” bullg o0
_ —
Question 1 of 3 b Next

A white painted curb means:

@ Loading zone for freight

{7 Loading zone for passengers

{7 Loading zone for passengers and mail only

Once you check your answers, you cannot change them

Check Answer

Exam: DE-POST TEST Close Help
. ______________________________________________________________________________________|

Exam Completed Exam Review: Display Question List

Sorry, you have FAILED

Exam Summary:

Your points: 0.00

Points Needed 1o Pass: 11.25
Percent Needed to Pass: 75 (%)

Questions Answered: 1/3
Correct: 0
Incorrect: 3

Analysis - Questions and Objectives
Objectives target a particular topic or subject area. Your overall score determines whether you
pass an exam, You can fail particular objectives and still pass an exam.

Direct Questions

Number  Question Asked Correct Points Avail Points Earned Your Percent Passing Evaluation

Questions Presented by Objective

Objective Objective Name Asked Correct Points Avail Points Earned Your Percent Passing Evaluation

187 187-Driver Education - Safety 1 0 5.00 0.00 0.00% 75.00% FAIL

188 188-Driver Education - Signs and 1 0 5.00 0.00 0.00% 75.00% FAIL
Signals

2016 SAP SE or an SAP affiliate company. All rights reserved.




Step by Step: Learning Programs

Learning Programs combine a variety of learning SAP SuccessFactors
. L v Search for acti ! v A Carla Grant 1) v
elements and activities and structure them in the B Leaming Sl W G Gnieon
manner and order that you intend them to be My Learning
consumed. Cee . h
Leadership Preparation
(Comp 001)

Learning program type is listed. The program

is listed as Academic-style, schedule-based

training, Event-based training (e.g. new hire/ Open-ended 0.00%
position) or Self-paced, open-ended training.

Program Status monitors progress toward No Desciption
completion.
Program Description outlines the purpose ? View 4 competencies

and learning objectives of the program.

yoddng

Click View competencies to view associated

Competencies * Reguired for Program Completion
Program Schedule list the agenda and order Day 1
of learning items.

&* Partnering with Your Boss “

Use the Action drop-down to launch items or
. “You may have noticed that the traditional secretary has gone the way of the dinosaur. However, your boss may not yet have entered this new age
ta ke aCt|on on the prog ram elements_ in which administrative support professionals are working as partners with their managers and supervisors. This course will equip you to make the

transition from working as a subordinate who follows orders, to partnering with your boss as an empowered and valued member of the
management team. For administrative support professionals who currently work in this type of relationship with their bosses, the course contains
many strategies that will make them more effective in this role.

Programs provide continuous learning over time.
They allow for learners to be enrolled in an almost £ The Mark of a Leader v
unlimited set of scheduled learning objects, & Oniine

including Jam groups.

Do you feel that your people can't get along without you? If you're not available, do your people lack direction and therefore, productivity suffers? If
you feel that you've been overmanaging and underleading, this course is for you.

Copyright ® 2016 SuccessFactors, Inc. All rights reserved. These online services are SuccessFactors confidential and proprietary and for use by authorized SuccessFactors customers only. Show Successfacto rs"

wversion information. An SAP Company
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Common Tasks: Learning Tiles

P

Learning History

Access your completed work list by clicking the
Learning History tile to view, search for, and
sort for completed work.

o The tile displays the number of recently
recorded completions.

e Click View all to view the Completed
Work page.

e If configured, a user can record
completion of items directly from the
History tile by selecting Add from the
History menu.

N\

Links
Display of each link is controlled via user
workflow.

o Access pages both inside and outside the
LMS quickly and easily.

Click the down arrow in the tile to see the
full list at any time.

AN

My Curricula
The My Curricula tile shows a color-coded
shapshot of status for all assigned curricula.

Click the tile to drill down to details on the
related items.

o Administrators can assign a priority level
to curriculum. Levels are numeric, and
globally configured up to “10”. This helps
end users to prioritize their curriculum
assignments.

e Priority levels can also be assigned to
Assignment Types in order to help you
prioritize your assignments. My Learning
Assignments can be grouped by priority.

Find Learning
Search for learning using the Find Learning
tile.

0 Enter keywords into the text field and
click Go.

Click Browse all courses to access
the course catalog in SuccessFactors
Learning.

NOTE: If the user is also a supervisor, the
link for Assign to Others is displayed. This
provides an easy way to assign training to
employees.

Scheduled Offering Tile
The Scheduled Offering tile automatically
searches for and suggests scheduled offerings
to help you fulfill your learning assignments. The
learning assignments can be on your learning
plans or part of a curriculum.

o The scheduled offering is in your catalog.
The tile returns scheduled offerings when
you has access to them through catalogs.

o The scheduled offering is in your region.
When the search runs out of scheduled
offerings in your region, it completes the
set of twenty soonest scheduled offerings
without regard to region, using only the
soonest offering.

Custom Tiles

Your Learning Administrator can add custom
tiles to the Learning landing page. The custom
content tile supports media rich tiles and can

be personalize the landing page by creating
custom content tiles for specific organizations
as well as define specific dates when the tile will
be displayed.

SAP SuccessFactors O 2016 SAP SE or an SAP affiliate company. Al rights reserved.




Learning Catalog

c
@©
©
>
()
=
o
>
(&)
)
(S
(]
5=
-—
©
<
3
D

The Learning Catalog contro

[}
»
—_
o
c
fo)
73
)
©
4=
[}
»
©
c

scheduled offerings users can see a

register.




Step by Step: Catalog Search

The Learning Catalog is used to browse, search, launch

a course, and enroll in learning activities. Courses can be
Instructor led training, online training, or an event that has a
blend of online and instruction.

Enter keywords related to the topic of the course, title, or
other relevant information in the Search field. Be sure to
enter the whole word in the search, partial words will not
return results.

Click on the Language link to switch between the
language collections of training activities. NOTE:
Languages are only displayed for the selected language
in your Options and Settings.

Click Go.

The Courses tab lists all of the courses that are
available in the Learning Catalog, based on the search
criteria.

The search results table lists the applicable learning
activities:
* The course type, category, and schedule
* Click a course title to view additional details about the
learning activity
Hover your mouse over a course to display available
actions:
* Request Schedule: request notification for the next
available scheduled course
* Add to Learning Plan: create an assignment for the
course
» A Start Course link displays here for online courses
S0 you can start the training

Use Sort By filter to organize the search results by
different options by title.

Click the links and check boxes to filter results
Category, Subject area, Source, or Delivery Method
NOTE: Once you select the category, the filter choices
will change. For example, if you select instructor led
item, available course dates will be displayed.

Click Clear to remove filters in a section or Clear All to
remove all filters in all sections.

+— Back

Catalog Search

Search:

1 Course We
Recommend

%  Languages: English (English) ; Currency:USD (US Dollar)

Courses (1)

Narrow Courses:

Clear All
¥ Category Clear
v Instructor-Led
Show courses with online
content
@ Scheduled courses only
Online
Other
Extemal
Curricula
Program
QuickGuide
Collection

¥ Location
New Yaork Office

¥ Course Dates
Begins after any date [*)
Begins before any date (77

¥ Subject Area
Achieving Results
Building Organizational Comm...
Change Management
Cleanroom Related SOPS
Computer and Metwork Hardw...
Energy
Environmental Health and Safety
Finance and Accounting
Healthcare
Hiring and Staffing
View all

¥ Source
Extemnal
Internal
Plateau
SkillSoft

¥ Delivery Method
Contains classroom and o...

A

Company Benefits Orientation (COURSE HR-101)
Instructor-led Course

Learn the technigues needed to perform tasks relevant to your position.
This course covers the essen more

See Offerings for Price
¥ Hide Course Dates

7/27/2016 08:00 AM -1 day
Company Benefits Crientation

New York Office - New York Lecture Hall 02
Free | 25 seats avallable

10/26/2016 08:00 AM -1 day
Company Benefits Crientation

New York Office - New York Lecture Hall 02
Free | 24 seats available

1/25/2017 08:00 AM - 1 day
Company Benefits Crientation

New York Office - New York Lecture Hall 02
Free | 25 seats available

4/26/2017 08:00 AM - 1 day
Company Benefits Orientation

New York Office - New York Lecture Hall 02
Free | 25 seats available
7/26/2017 0B:00 AM - 1 day

Company Benefits Orientation
New York Office - New York Lecture Hall 02

Free | 25 seats available
10/25/2017 08:00 AM -1 day

Company Benefits Orientation
New York Office - New York Lecture Hall 02

Free | 25 seats available

1/24/2018 08:00 AM - 1 day
Company Benefits Crientation

New York Office - New York Lecture Hall 02
Free | 25 seats available

4/25/2018 08:00 AM -1 day
Company Benefits Crientation

2]

Course
Calendar

Sort By: [ Relevance #

EF Assign to Me
[&] Assign to Others

L3

L7 Register Now

[£] Register Others

L7 Register Now
L] Register Others

L7 Register Now
[&] Register Others

L7 Register Now
[&] Register Others

L7 Register Now
[£] Register Others

L7 Register Now
[£] Register Others

¥ Register Now
[£] Register Others

¥ Register Now

Filter & Narrow

The Narrow Courses area of the catalog search or browse allows you to instantly filter the
results. After you apply an instant filter, the system allows you to click the Clear (for the filters
in that section) or the Clear All (for all filters in all sections) hyperlinks. For instance, clicking a
category or a subject area displays items assigned to that category or subject area.

2016 SAP SE or an SAP affiliate company. All rights reserved.




Learn: Learning Curriculum

Administrators and managers may assign curricula
to employees as part of their learning and
development. A curriculum lists all the courses and
actions to complete the learning. NOTE: When an
employee is assigned a curriculum, the system
automatically assigns the learning items to the to-do
list (My Learning Assignments) but does not register
the employee for the required courses.

Curriculum Detail

Curriculum status and assignment is listed for
the course.

Courses and content objects are listed as
assignments in the suggested order.

Each course has its own status and
appears independently on the My Learning
Assignments tile.

Curriculum Status
Curriculum Status lists the current status of all
assigned curriculum.

Click My Curricula tile to view Curriculum
Status. Curriculum Status lists the current
status of all assigned curriculum.

Click on a curriculum title to view the course
details

Details include an assigned priority, date of
next action and who assigned the curriculum.

Self assigned curriculum may be removed by
the employee.

SAP SuccessFactors &

Learning v QSealch for actions or people v .l Carla Grant (cgrant) ~
My Learning

«— Back ~
Payroll

ID: FA-101 Assigned by Admin

| All the learning components required to qualify a student for Payroll.
Incomplete
Assignments By Suggested Order | ~
~

‘I 7A7/2016 | AEQUIRED

a Review of Customer Accounts

COURSE OPP-RCA rev.1.2 5/14/2003

YOU HAVE UNMET PREREQ... v
2 TH7/2016 | AEQUIRED

8 Basic Accounting
COURSE FA-101 rev.1 514/2003

3 7M7/2016 | AEQUIRED

s Prohibited Acts
COURSE OPP-PA rev.1.2 5114/2003

SAP SuccessFactors ﬂ Learning QSEEICF\ for actions or people v .l Carla Grant (cgrant)
My Learning
+— Back ~
Curriculum Status (2]

This page includes a list of curricula that have been assigned to you. Each curriculum title links to the Curriculum Details page which includes a list of the
curriculum's items and Action drop-down menus where you can register for of request items. On this page you can also view the sub-curricula associated with
each curriculum and access information on items as well.

Curriculum Title Priority Mext Action Date o Expiration Date Assigned By Remove
Payroll a NIA TH72016 Ni& Admin (Ef rk)
No Title v NIA NIA NiA Admin (Emily Clark)

N

Curricula

A Curriculum is a grouping of one or more ltems for the purpose of assigning and tracking as a single entity. Curricula allow each related Item to have a
required date and a retraining date for Iltems that must be repeated on a recurring basis.

oddn
N S I _m_
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Step by Step: Calendar Search

The calendar displays what Instructor Led Training
(ILT) is available on each day. The ILT scheduled
offerings (sessions) are grouped and displayed

by their subject area. Click the subject area link to
view the scheduled offerings and register to your
preferred selection.

Select the Course Calendar link to access the
course calendar view.

Click Month | Week | Day to view the
calendar in that mode.

Select the month and year to view a specific
time period.

Click Calendar Options to set calendar
display preferences.

Select Calendar Search to filter items in the
calendar that match search criteria.

Click a date to display the day view of the
calendar or click the segment title to view
segment details.

SAP SuccessFacto

SAP SuccessFactors &

Learning v QSearcn!ol actions or people v .l Carla Grant (cgrant)
My Learning
+— Back ~
Catalog Search (2]
Course
Search: ‘ { Go I « Calendar

%  Languages: English (English) ; Currency:USD (US Dollar)

Below are the resulis of your search of the Calendar of Scheduled Ofierings. You can view the Calendar in a Manthly or Weekly view.

™ Month [ week il Day 4 4 Monthof: | June (2006 2] b B Calendar Search  Calendar Omfaz
Calendar of Scheduled Offer
Monday Tuesday Wednes. Thursday Friday
3 3 1 2 3
[ 7 8 8 10
13 14 15 16 17
20 21 22 23 24
27 28 29 30

successfactors”

An SAP Company

Copyright © 2016 SuccessFactors, Ine. All rights reserved. These online services are SuccessFactors confidential and proprietary and for use by authorized SuccessFactors customars only. Show

version information.

2016 SAP SE or an SAP affiliate company. All rights reserved.
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Learn: Social Learning

Social Learning, powered by SAP Jam provides SAP StccessFactors

easy content creation, sharing, discovery, and social
networking combined with workplace communities. My Learning

* Fostering on-going, continuing education.
Continue assignments and stay connected to
learners through a dedicated community.

* Enabling peer-to-peer support and collective
management of best practices, eliminating
duplicate work efforts, reducing project
completion time, and increasing productivity.

With the learning implementation you are granted
access to the SAP Jam collaborative learning
space. Social learning provides:

Social Learning channels are integrated into
the learning catalog search.

Use Narrow Social Content to filter content
by social content types.

Select the content title to view the content on
SAP Jam.

Select the name or group on the content post
to connect to people with common job roles,
skill sets and interest.

@  Leamning v Q, Search for actions or pecple v A Carla Grant (cgrant) v
« Back
Catalog Search o
Course
Search: sales - Go Calendar
(- Languages:
;Primaty: English (English) -
| Secondary: : Currency: | USD (US Dollar) ¥
. N
You searched for "sales"
Courses (0) = Social Learning (27) Sort By: [ Relevance ¢
Narrow Social Content: Records per Page: 25 % Page 1 Go of2 Next»
Blog Posis - Sales Tools
Discussions ‘ 14
Documents Collaboration Group for Ace Sales Tools
Links Faka
User Groups uk:mlc rou::I imembers
Wiki Pages e

SAP SuccessFacto 2016 SAP SE or an SAP affiliate company. Al rights reserved.

Holiday Season Sales Initiative Sales Goal

poddng

by Vic Stokes in Holiday Season Sales Initiative
4 Views 9 Likes

Holiday Season Sales Initiative
Holiday Season Sales Initiative

Private Group 9 members
by Vic Stokes

National Rivera - Sales Strategy
Decide on sales strategy for Solar Energy Transformation project at
National Rivera

Private Group 5 members
by Perry Johnson

Sales Team Meeting Whiteboard
082710 Mtg Use Cases

by Sid Morton in Sales Tools
16 Views 99 Likes




Registration

A scheduled offering is a course or instructor-led item
offered at a specific date and time. A registration using
the SuccessFactors Learning reserves a seat when you
are registered for the offering.

SAP SuccessFactors




Step by Step: Registrations

Registration provides you with all of the relevant

. . . . = Ba{“k

information about a specific scheduled offering. Catalog Search )
Registrations are required to enroll a userin a | Couree We Couree
specific offering. Search: | | ’ Go ] Recommend Calendar

% Languages: English (English) ; Currency:USD {US Dollar)

You can also register for some courses directly Sort By: [ Relevance 3|

. Courses (1)
from the Learning Catalog search results. From the
H : H . Narrow Courses:
Leammg CataloQ or Leamlng ASSIgnment' T Company Benefits Orientation (COURSE HR-101)
¥ Category Clear A Instructor-led Course [# Assign to Me
CIICk Reg'Ster NOW tO dlsplay the 4 IEW;:;\:::?S% with anline Learn the technigues needed to perform tasks relevant to your position. m CIDEES
Registration screen. content This course covers the essen more %
E t t ial d I' Scheduled courses only See Offerings for Price
nter any comments (special needs, O[nh:f ¥ Hide Course Dates
requirements, etc.) about your regllstratlnon in External 712712016 08:00 AM -1 day
the Comments textbox on the Registration gurricula Company Benefits Orientation (7 Register Now
rogram) New York Office - New York Lecture Hall 02 [Z] Register Others
Sk g;:;:ﬁ;fe Free | 25 seats available -
Click Confirm to confirm the registration. 10/28/2616 08:00 AM -1 day
Company Benefits Orientation u_{ Register Now
¥ Location New York Office - New York Lecture Hall 02 [Z] Register Others
| New York Office
Free | 24 seats available
NOTE: Courses that do not require approval or
scheduling may be launched directly from the « Bagk
assignment without registration. Registration 2]

Lastly, enter any comments that you wish to be associated with your request and/or registration.

Previous m
Scheduled Offering

@ Company Benefits Orientation

COURSE HR-101

Revision: 1 - 5114/2003 12:00 AM AmericaMew York
Start Date: 7/27/2016 08:00 AM America/New York
End Date: 7/27/2016 05:00 PM America/New York
Capacity: 0 of 25 enrolled, 0 watlisted

Price : Free

Registration Comments

User Name: Smarter Super Super100, Working
Registration Status: Active Enroliment (Enrolled)

Comments:

£

2016 SAP SE or an SAP affiliate company. All rights reserved.




Common Tasks: Registration

P

Request Schedule
To request a schedule:

o Select the item from the catalog or
learning assignment.

e Expand the request a schedule.

e Enter the need by date and reason
(optional).

o Click Request.

N\

e

View Registration
To view course registration:

o Locate the course in My Learning
Assignments.
e Review the current status.

e Click View Registration to view
additional details regarding the
registration.

Registration Basics
Registration details include:

o Course information

e Assignment information, including who
assigned and assignment type.

e Current Registration information

o Available Offerings for alternative
schedule for the course

e Request schedule details

Change Registration
To change a registration on your schedule:

o Select the item from the catalog or
learning assignment.

e Expand the Available Offerings
schedule.

e Review the additional offerings.

o Click View Details to register for a
specific course.

e Click Waitlist to register for a course that
is current full.

Withdraw Registration
To withdraw a registration on your schedule:

o Select the item from the catalog or
learning assignment.

o Expand the Current Registration
schedule.

e Click Withdraw.

Assign to Me

Courses from the catalog can be self assigned
to My Learning Assignments. NOTE: An
assignment does not register, approve, or
schedule you for a course. To assign a course
listed in the Learning Catalog:

o Hover your mouse over the course in the
Learning Catalog and click the Assign
to Me link that pops-up. The course is
added to the assigned My Learning
Assignments.

SAP SuccessFactors O 2016 SAP SE or an SAP affiliate company. Al rights reserved.




Step by Step: Learning Approvals

Some courses require manager approval prior to

+— Back
completing registrations. Approval requests are Catalog Search o
submitted to the one up manager. Courses requiring Soaroh: [pusiness | Bl | eonmens ool
approval are listed with a Pending Approval status. e e Erckh (Eralieh; Carmnos UED LUE Dol
Once approval or denial decisions have been made, , potseaesbtseny o
o . y:| Relevance % |
notifications are sent to employees. Covpaee GO —
oot Counee: Records per Page: 25 § «Previous | Page |1 Go of 16 | Next»
FOI" courses reqUIrlng approval: M ﬁmz:md Overview to Effective Business Communication (COURSE ADMO102)
o Select Register Now from the course details ol £ rtuctoried couss 2 Ao o
age External Calvin Coolidge said, 'No one ever listened themselves out of a job." m Ansign o Othars
p g . Curricula Furthermore, you could say tha more
Program
o A warning message indicates that the course vl  Phce Cotree Dotss:
requires approval for registration. Click Yes §/30/2016 06:00 PM - 2 days N o
. ¥ Sub Ars %] Register N
to continue. | :cr:]ee?\ng ;:sulls Free | 12 seats svallavle = H::I:he: Cl:.:;rs
Building Organizational Comm...
e The approval workflow is listed by default with _
Warning 2]

the approvers listed.

Warning Details:

o Enter Comments to support the request.

+ The scheduled cffering {4365) requires approval for you 1o register. If you continue, you will be registered with a pending status until the
approvers approve your registration raquest.

Do you wish to procesd? e

o Click Confirm.

The course is added to My Learning Assignments
with a Pending Approval Status.

+— Back

Registration 2]

The Scheduled Offering selected requires approval for registration. If you continue, you will be placed in a pending status until your request is approved.

Additionally, all steps listed must have an Approver listed before the request can be processed. Please select a user to serve as Approver in any sieps that are
indicated with a 'Select User for Approval’ under the Approvers area.

Lastly, enter any comments that you wish 1o be associated with your request andfor registration.

Previous m
Scheduled Offering
@ Overview 10 Effective Business Communication
COURSE ADMO102
Revision: 4 - 12/23/2004 02:38 PM America/New York
Start Date: 6/30/2016 06:00 PM America/Indianapolis
End Date: 7/1/2016 12:00 AM America/indianapolis
Capacity: 0 of 12 enrolled, 0 waitlisted
Price : Free

Approval Steps
Approval Step o Approvers
Supervisor Supervisor Level 1 (Show All)

Registration Comments

User Name: Daly, Diana M
Registration Status: Pending (Pending)
Comments:

(4 . O

2016 SAP SE or an SAP affiliate company. All rights reserved.




Step by Step: External Request

From the My Learning page, click the External

Requests quick I|nk SAP SuccessFactors ﬂ Learning v QSearcnmr actions or people v A Carla Grant (cgrant) v
My Learning
+ Back
View your list of external requests and details Request, Authorization, Agreement & Certification of Training (2]

about each request submitted.

Below is a list of all of your External Requests. Click the Request ID for more information about the reguest. Click Copy Request or Withdraw Request button
and click Go to Copy of Withdraw from an External Request. Click the New Request butten 1o initiate a new request.

Click New Request to create a new training

request form. External Requests Viewing Options: [~ 4|l requests B Sont BY: [RequastiD *

There are no requests specified for this status.

New Request

New Request

Before completing the request form, it is
recommended that you review the form to determine
the required fields, indicated by red asterisks(*).
This will assist you to determine the information you Complete the form beiow in order to request training outside of your agency. Be certain to complete al of the required fislds.
need to know in order to complete and submit the - Reaured e

request. Read through the provided instructions for

more information.

Complete all required fields (*). You will not be A O C CAORO S

Request, Authorization, Agreement & Certification of Training 2]

Submit  Save

SECTION A: TRAINEE INFORMATION Instructions

ab'e to Submit W|thout popu'ating a" required A. Agency Code, agency sub element and submitting office number B. Request Status / Record Action
EEE. — O
Atfter all required fields are populated and you

. . A, Applicant's Ni First Five Lette f Last N
clicked Submit, the form progresses to the pricanE Tane e ettt eme
approval process_ Last Name First Name Middle Initial
Click Show All to review the approvers. [Grant | Caria 1
Once you have examined the approval ‘A, Home Address A6, Position Level
process you must agree to the

2. Non-supervisor b anager

acknowledgment. Check the I Agree remsiperseny Heres
checkbox. Approval Submission o
Click Submit to complete the process. Submit for Approval

The item/request selected reguires approval using the sieps listed below.

Any step that do net have a user listed must have a name filled in before the request can be subrmitted.

Approval Step Approvers

Supervisor Supervisor Level 1 (Show Ally

Acknowledgement:

By checking this checkbox, | agree to all rules and regulations regarding external training requests.

| Agree
Submit

SAP SuccessFacto 2016 SAP SE or an SAP affiliate company. Al rights reserved.




Step by Step: Learning History and Completed Work

Learning History provides a view of completed courses.

Here you are able to track and manage learning, view the
courses you have completed, and print certificates. When

you complete a learning activity (for example, you complete a
course or attend an external event), the system saves it to your
completed work. Your completed work becomes a historical list
of all the activities that you have completed.

Learning History Tile
The Learning History tile on the Learning Home page
provides a user with a list of recently completed work.
Select a title to view the details of the completed course.
Clicking the View all link takes the user to their
Completed Work page. (see below)

You can record completion of external events directly
from the Learning History tile by selecting Add from the
tile.

Completed Work

Completed Work lists the courses by Completion Date,
Title, and Status.

Use the Show Completions to filter the completed work
displayed.
Use Title to search and filter course work by keywords in

SAP SuccessFacto

the title.

Select Status to filter completed work by the listed
status.

Complete Work Course Details

To review details for the completed course, hover over
the course title. The completed course hours will be
displayed.

Select View Details to view the complete registration
information for the course.

Select Print Certificate to print a certificate of
completion for events.

Select Review Content to re-launch the course.

SAP SuccessFactors ﬂ Learning v QSealch for actions or people ~ A CarlaGrant (cgrant) v
My Learning
My Learning Assighments 2= EE sort By Datel Priority Y Fiiter Learning History Links
My QuickGuides
Keyword C. Course name or ID Select Al Sl Assionmont IYpet s \r.ew Al m e
Collections (Pre...
v DUE LATER o -
7M7/2016 | AEQUIRED S EC ADDED o
el pprovals
EEmET START COURSE | v
i Customer Community
~ DUE ANYTIME [z Orboarding (V] :
[ d Creativin External Requests
eadership and Creativity TSI
2 My Orders
. Effective 4
o Leadership Preparation RO ‘L Administrative @ N
Options and Settings
Performance Reviews
Record Learning
Find Learning Reports
Skills Inventory
What do you want to LEARN today m Start a Multi-Rater ... :.::
SAP SuccessFactors ﬂ Learning ~ QSeamh for actions or pecple v M CarlaGrant (cgrant) v
My Learning
+«— Back
Completed Work e
Show Completions: All -
Completion Date * Title Status
All -
BAB/2016 09:11 AM E Onboarding Completed status for System Programs ,*é:]
12/3/2015 06:00 PM [2) Gizem ltem Passed Course =)
10/8/2015 04:57 PM @ Communicating with Power and Confidence Requirement Waived L:C:]
8(20/2015 05:34 PM [2) Communicatip= -t Pwtrax mnt Sonficonn S S =2
Privacy 101 ®
80112015 1000 PM [ Effectve adm oY
Simulation Completion Date: §/2/2014 05:56 PM
Q View Details - )
8/2/2014 05:56 PM @ Pri 1 B @ .5
(= print certificate - °
3(21/2014 10:00 AM [2) Privacy 101 = 3
& Review Content -
3/10/2014 04:16 PM E Privacy 101 =)
8 ltems * All dates are for America/New York time zone. I

2016 SAP SE or an SAP affiliate company. All rights reserved.




Step by Step: Record Learning

SuccessFactors Learning allows you to record learning events that take place
outside the system. Employees and managers may add learning events to
learning history.

My Learning > Links > Record Learning

Select either Item or External Event as the Event Type, and click Next.

Search for keywords related to the item or learning event to be recorded,
and click Next. Review the list of search results.

Click Next. Select a course that closely resembles the external learning
event. Click Next.

Complete the details of the learning event by entering the required
completion fields:

e Completion Status

* Completion Date

* Completion Time

e Time

Click Next.

Add Comments regarding the external learning event. List the name of
the event. Users in compliance areas should remember that comments
will appear on audit reports.

Click Next.
Review the Learning Event information.

Click Finish to add the learning event to Completed Work.

SAP SuccessFactors @  Leaming v Qsearcn foractions orpeople |~ ML Carla Grant (cgrant) v
My Learning
 Back
Record Learning @ Help

Select Event Type

Use this wizard 1o record a leaming event for yourself or for one of your subordinates. To record  learning event for one of your subordinates, select the user from the
team view. The event will be recorded for the user that you are Viewing in the 1op menu bar. You can record ltem and External event types.

Next
Select

© item External Event

Record Learning @ Help
Search ltem
Previous Next
Search

Enter Keywords (o search for an llem.
Keywords: Exact Phrase

Instructor-Led [ Oniine [ Blended [ Extemal £ Other (Select one or more)

Record Learning © Help
Enter Learning Event Information
LMS 6.4 - User Overview
ONLINE USER_WBT
Revision: 6.4 - 2/4/2012 02:00 PM America/New York
Item Description: LMS 6.4 - User Overview

Previous Next

Enter Learning Event Information
* = Required Fields
Instructor ID: Select
Instructor Name:
Grade:
* Completion Status:

* Completion Date: |5,
by 12112018 @
* Completion Time: [1g:12 Ay
(hh:mm AMIPM)
“ Time Zone:  ("Eastern Standard Time (America/New York]
Total Hours:
(1000)
Credit Hours:
(1000)

.00

Contact Hours:
(1000)
CPE:

.00

0.00
1000,

Record Learning @ Help
Edit User Event Information

Previous Next
Edit User Event Information

User: Aaron, Hank
Comments:

Certificates
To print a certificate for a completed course:

o Hover mouse over a completed work learning event.

o Select Print Certificate from the list of options.

9 SuccessFactors Learning generates a PDF in a new browser
window.

Record Learning © Help
Record Learning
LMS 6.4 - User Overview
ONLINE USER_WBT
Revision: 6.4 - 2/4/2012 02:00 PM America/New York
Item Description: LMS 6.4 - User Overview

Previous Finish

Record Learning

Instructor:

Completion Date: 6/21/2016 10:12 AM America/New York
Total Hours:

Credit Hours: 1.00

Contact Hours: 1.00

CPE: 0.00

Record Learning
User Grade Status Gomments

Aaron, Hank OL-PASS
Total: 0.00 US Dollar (USD)

SAP SuccessFacto

2016 SAP SE or an SAP affiliate company. All rights reserved.




Training Planner

The Training Planner enables you, your managers, and
training managers to get a better idea of the amount of
training each organization needs. You and your manager
can submit training requests, which are reviewed by a
training manager. Training requests can be internal items
or external training requests.

SAP SuccessFactors




Learn: Training Planner

You and your manager may use the training planner to submit SAP SuccessFactors

L. . i K . @M  Leaming v QSearchforactions orpecple ~ ~ ML Carla Grant (cgrant) ~
training requests, which are reviewed by a designated Training
Manager in the Training Planner. To get started, select the fbeamie
Training Planner from the quick links menu. Training Planner Training planner 2015 ~

Training Requests You Have Sent

These courses have been sent to your manager for review. You will be notified via email for status updates.

Select the time period for the training plan.

‘You have requested 32.00 hrs of training at a total cost of $0.00.

o . . . Effective Administrative Si t Prof i | Simulati 32.00 hrs $0.00
Select My Requests for a specific time period to view & e S e
the courses requested and under consideration.
Partnering with Your Boss 0.00 hrs $0.00
Requests I’'m Considering lists all your training ideas &

and allows you to collect and draft your training ideas
before submitting them as requests for approval.

Requests I'm Considering

Se|eCt Add Course tO elthel’ Find From Catalog Or Add Collect your training ideas and send them to your manager during the planning cycle. Your manager will let you know which ones 1o take. E
Outside Course You are considering 8.00 hours of training at a total cost of $0.00.

. Pinar ltem1 8.00 hrs $0.00 Edit ®
Complete the details of the selected course request and &

add comments. The course is listed under the Requests
I’m Considering.

Add Course + Send Requests to Manager

Click Edit to edit the training request before sending it to | Find From Catalog
the manager. Editing allows for moving a course request Add Outside Course
to a different time period, editing the rationale for taking it Teaining Request for Pinar ltem1 ®
the course, or updating costs. “Request Perisd | Traring pamerz01s <

- Tuition  0.00 USD
Use. the drop-down menu to select the Request Period iy g want
during which the training takes place. to atend?

successfactors

Copyright © 2016 SuccessFactors, Inc. Al ri

varsion information. ¥ An SAP Company

Enter a description as to why you want to attend the I i
training you are requesting. Use the drop-down menu to  promy
select the Priority of the request. Training Purposs -

Click Save to add the course to your training plan.

Click Send Requests to Manager to submit the training
plan to the manager. The plans are reviewed by a .
designated Training Manager in the Training Planner. cncel (2

Courses submitted for review are listed in the Training

Request You Have Sent section. - \
Request External Training from the Catalog
You may also request training that is not in the catalog. Select Add Outside Course from
the Add Course drop-down. Complete the details including additional information including
course title, vendor, location, and schedule.

SAP SuccessFacto 2016 SAP SE or an SAP affiliate company. All rights reserved.
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Learn: QuickGuides Introduction

QuickGuides are concise and engaging digital
instructional material that can be accessed
anywhere, at anytime from multiple devices.
Both administrators and permissioned end users
may publish QuickGuides into the organization’s
catalogs.

Authoring QuickGuide
Users permissioned as QuickGuide Authors will
see a My QuickGuides link on the My Learning
page. Clicking this link will take the user into the
area of the LMS where they can create and manage
their own QuickGuides.

Accessing Published QuickGuides
Any user in the organization may view QuickGuides
in the catalogs they have access to. Users may
search for quick guides using Find Learning
or select Browse all Courses and select
QuickGuides from the Category area to view all
QuickGuides.

My QuickGuides
Once a user is granted QuickGuides permissions,
the user can create QuickGuides from Learning or
by using the mobile app. QuickGuide descriptions
are searchable in the catalog and displayed when
launching the guide.

Create a Quick Guide
Click the Add QuickGuide button to step through
process of creating a QuickGuide.

Manage QuickGuides
QuickGuides created by the author are listed on
My QuickGuides by title, and the number of views.
Use the actions menu to Unpublish or Delete a
QuickGuide. Users can also bookmark QuickGuides
from search results or a launched guide.

SAP SuccessFacto
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SAP SuccessFactors & Leaming v QSealch for actions or people v A Carla Grant (cgrant) v
My Learning
~
My Learning Assignments H Sort By Date | Pricrity 'V Filter Learning History Links
B i . My QuickGuides
Keyword Course name or ID Select All - All Assignment Types
(s .
Collections (Pre...
~ DUE WITHIN A MONTH
7M7/2016 | REQUIRED MOST RECENTLY ADDED
§ 3 YOU HAVE UNMET PREREQ Approvals
Basic Accounting
2 7M7/2016 | REQUIAED =] Onboarding a Cuislomor Community
Communication Skills for Leadership External Requests
7M7/2016 | REQUIRED
B My Orders
= Employment Survey START COURSE Effective y
7A72016 | REQUIRED Administrative ek @ News
& Gaining Allies, Creating Change Options and Settings
TM7/2016 | REQUIRED
L Performance Reviews
Prohibited Acts
2 7h72016 | REQUIRED Record Learning
Review of Customer Accounts Find Learning Reports
 DUE ANYTIME
Skills Inventory
LEEIE RN I NOT AVAILABLE what o you want 1o L@ oy | [EETH Start a Mulii-Rater ...
" Browse all courses » Start a Self Assess...
D Leadership Preparation VIEW PROGRAM
T Training Planner
| VYOI HAVE 1 INMET PREREN
SAP SuccessFactors ﬂ Learning ~ QSealcn for actions or people W .l Carla Grant (cgrant) ~
My Learning
+— Back el

My QuickGuides

Title

~ Published

How to Create a Quick Guide
 Draft

No Title

No Title

2016 SAP SE or an SAP affiliate company. All rights reserved.

W Bookmarks

Add QuickGuide

© Views
2 2 UN
0 0
0 0

Actions

PUBLISH | v

PUBLISH |~

PUBLISH | »
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Step by Step: QuickGuides

SAP SuccessFactors #  Leamingv Qsearcntoractons orpeopls. |~ M Carla Grant fogrant) v SAP SuccessFactors M  Leaning v Qsearch for actions orpecple ML Carla Grant (cgrant) v/

My Learning My Learning
~ Back ~ ~ Back

Create a New QuickGuide [ Publish | Create a New QuickGuide m

Enter the title of your QuickGuide Step 1
= Cover P;
CoverPage 50 characters remaining Bl CoverPage
O Stept Enter the description (optional) ... I Step1 Enter the text for step 1 ..

. ndas step . rdsastep
180 characters remaining

180 characters remaining -
Maximum Steps: 30 Maximum Steps: 30

[E] Add a Photo 3] AddaPhoto
Create and Publish a QuickGuide Steps and Publish a QuickGuide
Admin Tools > Learning > My QuickGuide link > Add QuickGuide Admin Tools > Learning > Browse all courses link
Select Cover Page and enter a title in the textbox and add a photo for Select Step 1 and enter instructional text and an image to describe this
the cover page. process step. You also have the option to delete any step in the process.
Photos will be displayed to users at a maximum of 650 by 490 pixels in a Click Add a Step to add the next step in the process. Repeat this step
published QuickGuide. until all process steps for the QuickGuide are complete.

When done, click Publish to publish the QuickGuide to a catalog.

SAP SuccessFacto 2016 SAP SE or an SAP affiliate company. Al rights reserved.




Collections

Employees find great content, privately save knowledge
collected from the Web but have no way to easily share
it to others within the organization. Collections provides
employees and managers the means to discover, curate,
share and manage external content.

SAP SuccessFactors




Learn: Collections Introduction

Collections allows users to curate, group, and share
external content. This feature enables employees to
collect and organize Web content and make it easily
discoverable by others within the organization.

My Collections
All of your created collections are listed. Click Add
new collection to create a new collection.

Bookmarked Collections
View Collections you have bookmarked for quick
access.

Recommended Collections
Displays your colleagues suggested collections.

View All
Select View All to view all available collections.

View Collection
Select the Collection to view the details.

View Curated Content
From the collection page, review all the curated
content listed in the collection.

Manage Curated Content
Select the menu to edit or delete the content.

Manage Collection
Select the menu to manage the collection:
 Edit the content summary for the collection.
* Delete the Collection.
* Change the cover image for the collection.
 Publish the collection (accessible across the
organization)
* Bookmark the collection.
* Recommend the collection by sharing to other
users.

SAP SuccessFacto

SAP SuccessFactors ﬂ Learning v QSearch for actions or people v l Carla Grant (cgrant) ~
My Learning
My Collections View Al

Communication
Programs

+ By Carla Grant

Add new collection

Bookmarked Collections

No bookmarked collections

Recommended Collections

No recommended collections

SAP SuccessFactors &

Learning QSearch for actions or people v l Carla Grant (cgrant)

My Learning

-

Communication Programs (1)

Author: Carla Grant Edit Collection Summary

Delete Collection

- Change Cover Image

Publish

SAP Software Solutions | Business Applications and
Technology

sap.com

Get software and technology solutions from SAP, the leader in
business applications. Run simple with the best in cloud, analytics,
mobile and IT solutions.

Bookmark

Recommend
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Step by Step: Create a New Collection

To add a new collection click Add new collection from the My TR
Collections section.

o The Create New Collection pop-up appears.

o Enter the Collection ID.

e Enter a title and description for the collection.

o Decide if you would like this collection to be visible to
other users.

e Click Create.

To add content to the collection:

0 Enter the web address. Once entered the title and
description should automatically appear from the website
meta data or you enter your own title and description.

o Click Add. B Create  Cancel

o To add another entry click +.

Communication Programs (0)

Author: Carla Grant

This collection has no entries.

om b |
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Learning for
Managers

Managers are responsible for promoting employee
development through training. Learning allows you to
easily manage your employees’ learning activities to
ensure that they are engaged, productive, and successful
in their roles.

Managers use Learning to view, assign, register and
record learning events for their employees. My Team
provides a workspace to access team members’ records.
From here, you can:

* Access the team viewer

* View employee’s learning plan

» Take various actions using the manager links

SAP SuccessFactors




Learn: Manager Employee Tiles

Managers use Learning to manage their own
learning, and they use features on the Home page
to manage team’s learning.

My Employees Tab
My Employees tab manages the learning activities
of direct and indirect reports.

* Managers use My Employees to access their
learning activities and their direct and indirect
reports’ learning activities.

* The Learning Plan displays the items that the
employee is required to complete, either on a
one-time or recurring basis.

* All items shown are ones that the employee has
not yet successfully completed.

Find Learning
Use Find Learning to assign learning to team.

My Employees
Displays a list of your direct reports and the status
of their learning items. My Employees tile displays
a current view of your teams learning status. Click
on the chart to access the My Employees tab.

Manager Notifications
Manager Actions and notifications are listed at the
top of the manager’s My Learning Assignments.
Click the notification to view the action required.

SAP SuccessFactors &

My Learning My Employees

My Learning Assignments

Keyword . Course name or ID Select All

> OVERDUE

~ DUE ANYTIME

REQUIRED

Learning

Sort By Date | Priority Y Filter

All Assignment Types

L Working Smarter: New Admin Training vess a

COURSE SFSF_WS101 rev.1 2/10/2012

DESCRIPTION  This is a virual training that is designed for new LMS administrators. Topics include:
Admin Introduction, Learning Needs Management and Scheduling Management. The

final session is a case study that allows participants to experience "a day in the life” as

a LMS Admin.

TYPE  Instructor-led Course

28HOUH[5J 40HUUH[&.]

LENGTH CREDIT

My Curricula

You currently have no required
curricula.
Go to Curriculum Status

QSearcn for actions or people v

Find Learning

What do you want to LEARN today m

Browse all courses »

My Employees

o1 W7

Overdue On Time

Learning History

s
MOST REGENTLY ADDED
B Onboarding O
5| Onboarding O

Copyright & 2016 SuccessFactors, Ine. All rights reserved. Thase onling services are SuccessFactors confidential and proprietary and for use by authorized SuccessFactors customars only. Show
version Information.

A Emily Clark (admin)

Links
My QuickGuides

Collections (Pre...

Approvals

Customer Community
Dashboard

External Reguests
My Orders

News

Options and Settings
Performance Reviews
Record Learning
Reports

Skills Inventory

poddng

Start a Multi-Rater ...
Start a Self Assess...

Training Planner

FaN

successfactors:

An SAP Company

Links

* Record Learning events for team members.
* Run Reports on your team.

As a manager you may use the Links tile to review Approvals for your team, Record Learning events for team members, and run Reports on your team.
Links menu provides access to manager specific actions.
* Review pending Approvals submitted by direct reports.

SAP SuccessFacto

2016 SAP SE or an SAP affiliate company. All rights reserved.




Learn: My Employees

Managers use My Employees to access their
learning activities and their direct and indirect
reports’ learning activities. The Learning Plan
displays the items that the employee is required to
complete, either on a one-time or recurring basis. All
items shown are those that the employee has not
yet successfully completed.

My Leamning My Employees

Search
Julia L Gloukhoff

Carla Grant

Michael T Hoffman

Employee Hierarchy
Click an employee’s name in the Employee
Hierarchy menu to view their Learning Plan To-
Do List. If they have direct reports, this will reveal
their names so you can also view and manage their
learning.

MNoah R Hofiman
Markus Hoof

Jennifer L Moore
Kendra D Morton

Sabrina M Morton

To-Do List
Use Find Learning to assign learning to
employees. The Learning Plan To-Do List provides
a consolidated view of learning activities requiring
action.
* All activities related to the employee are listed in
one place.
» Tasks are listed and grouped by Due Date.
* Use Search to locate a specific course.
¢ Use the Show drop-down menu to see specifics,
for example, show current registrations, online
courses, or surveys.

Catalog Search
Use Find Learning to add courses to your personal
Learning Plan To-Do List. Enter keywords and click
Go to perform a quick search or click Browse all
courses to look through the catalog. The process
for adding learning activities to your team’s learning
plans is discussed in the next section.

Supervisor Links

SAP SuccessFacto

2016 SAP SE or an SAP affiliate company. All rights reserved.
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Learning v

Learning Plan: Carla Grant [2z]

Keyword

Course name or ID Select All -

v DUE WITHIN A MONTH

5§
&

&

Use Supervisor Links to quickly go to different
sections of the Learning module and manage your
team’s learning activities. Options include: Assign/ .
Remove Learning, Record Learning, Dashboard,
Organization Chart, Register/Withdraw .
Employees, Approvals and Reports

7M7/2016 | REGUIRED

Basic Accounting
COURSE FA-101 rev.1 5/14/2003
[ Part of Payroll

7H7/2016 | REGUIRED

QSea'c" for actions or people

Sort By Date | Priority Y Filter

All Assignment Types

YOU HAVE UNMET PREREQ... wv

Communication Skills for Leadership

COURSE COMMO00S rev.6.5 12/23/2004

7M7/2016 | REGUIRED

Employment Survey
EXAM HC-SWDIHCS rev.1.2 5/14/2003

7H7/2016 | REGUIRED

Gaining Allies, Creating Change

COURSE COMMO514 rev.4 12/23/2004

7H7/2016 | REGUIRED

Prohibited Acts
COURSE OPP-PA rev.1.2 5/14/2003
B Part of Payroll

7H7/2016 | REGUIRED

Review of Customer Accounts
COURSE OPP-RCA rev.1.2 5/14/2003
B Part of Payroll

Track Status

v a

Find Learning

Find Learning

Browse all courses »

Supervisor Links

Assign/Remove Learring
Record Learning
Register/Withdraw Employees
Approvals

Assessments

Dashboard

Employee Matrix
Performance Reviews
Reports

Status: Carla Grant

Curricula

{8 Overdue (0)
[ Due in 30 days (1)
1 Due Later (0)

Learning History

1item completed in the last
30 days.

Competencies

Mo assigned
competencies

View Status updates tracking the selected
employee’s progress on learning activities.
Curricula displays the employee’s progress on
assigned curriculum.
Completed Work lists learning activities
completed in the last 30 days.

e Competencies displays links to assigned
competencies and development activities.

Emily Clark (admin) ~

yoddng




Step by Step: Team Member Actions

Hover your mouse over a name in the Hierarchy

SAP SuccessFactors &

SAP SuccessFacto

menu to take these actions' Learning v QSearchfar actions or people ~| M Emily Clark (admin) v
My Leamning My Employees
Select Record Learning to enter learning Carla Grant ®
. , . . Search ) H Sort By Date | Priority T Filter Find Learning
events into the employee’s learning history. Record Learning
Julia L Gloukheff « Learning Plan Guerdy Assign Learning A e e
. gzrricu\a Incomplete (1} . Find Learring m
Select Assign Learning to search the Caria Grant ———— Browse all courses >
. . anage ernate Su...
catalog and assign learning to an employee. :
Michael T Hoffman Reports ¥YOU HAVE UNMET PREREQ... v

Select Register Employee to register an
employee for a course.

Select Manage Alternate Supervisor to

assign alternate manager(s) to an employee.

Either alternate or primary managers can
complete the primary manager’s tasks.

Select Reports to run reports on data
such as learning history, learning needs
(items currently on the learning plan), and
curriculum status for the employee.

Select External Requests to review requests

related to learning events such as an item,
scheduled offering, or external event.

Select Options & Settings to view
notification and time settings for the
employee.

MNoah R Hofiman

Markus Hoof

Jennifer L Moore

Kendra D Morton

Sabrina M Morton

2016 SAP SE or an SAP affiliate company. All rights reserved.

b b Do ]

External Requests

Profile

Send Message

N
Options & Settings
oS 107 LA Ership
COURSE COMMO00S rev.6.5 12/23/2004
TM7/2016 | REQUIRED v
Employment Survey
EXAM HC-SWDIHCS rev.1.2 514/2003
7M7/2016 | REQUIRED s
Gaining Allies, Creating Change
COURSE COMMO0514 rev.4 12/23/2004
TH7/2016 | REQUIRED e
Prohibited Acts
COURSE OPP-PA rev.1.2 5/14/2003
B Part of Payroll
7M7/2016 | REQUIRED s

Review of Customer Accounts
COURSE OPP-RCA rev.1.2 5/14/2003
B Part of Payroll

Supervisor Links

Assign/Remove Learning
Record Learning
Register/Withdraw Employees
Approvals

Assessments

Dashboard

Employee Matrix
Performance Reviews
Reports

yoddng

Status: Carla Grant

Curricula

{8 Overdue (0)
[ Due in 30 days (1)
1 Due Later (0)

Learning History

1item completed in the last
30 days.

Competencies

Mo assigned
competencies




Step by Step: Assign Learning

As a manager, you may add learning activities and curricula
on your team’s learning plans. Remember, an Item (course)
is an assignable activity such as an instructor-led course or Assign Learning
online training. Using the Assign/Remove Learning option,

you can assign or remove one or more items to one or more

My Learning My Employees

Select the action you would like to take:

employees. Only items that are in the catalog can be added. (5] Assign Learning (%] Remove Assigned Learning
. . Assign items, programs and curricula to one or Remove assigned items and programs from ane or
YOU can a|SO remove ItemS that the employee added tO thell’ more employees. mare employees. Curricula and administrator-

assigned items and programs cannot be removed.

own personal learning plan.

My Employees > Supervisor Links > Assign/Remove
Learning

Select Assign Learning.

Select the green &2 button next to Items, Programs
and Curricula, to add Items and Curricula. The Select
Desired Courses from Catalog window will appear.
Hover over the course you wish to add and click the Cancel
Select option. '

To add employees, click the green &3 button next to
Employees. Click check boxes to select employees and e .
their subordinates, if applicable. Click Add to add the

employees to the list of Employees. NOTE: To remove
an employee from the List of Selected Employees, click Enter Learning Activity Details

* Required

the check box to select the employee and click Remove =1 Htems, Programs and Curricula (3
Checked.

Assign Learning

There are no items, programs or curricula selected.
. ; L. I=/ Employees |
Click Continue when finished.

There are no employees selected.

Verify the information and select Assign Learning. A
confirmation window will appear.

Remove Learning
There are three ways to remove learning:
* Use Assign/Remove Learning on Supervisor Links.
* Locate the course on the employee’s Learning Plan. | < Bac Ly | Cancel
Click the title and click Remove from the course details.
* To remove a curricula, click the Curricula status and
click the remove icon.

SAP SuccessFactors O 2016 SAP SE or an SAP affiliate company. Al rights reserved.




Common Tasks: Register/Withdraw

P

Register Learning

Managers can register (enroll) or withdraw
employees into/from scheduled offerings on
My Employees. Items and curricula that display
are from catalogs that managers have access
to - not the catalog that your employees have
access to.

Managers may:

* Register employees in a scheduled offering

» Withdraw employees from a scheduled
offering

* View an employee’s Learning Calendar

My Employees > Supervisor Links >
Register/Withdraw

Select Register Employees.

Enter keywords to search for the
scheduled offering. Click Next.

Select the offering. Click Next.

Click check boxes to select employees.

Use the Registration Status drop-down
menu to adjust the registration status for
each selected employee, if necessary.
Click Next.

Enter comments for each employee’s
registration, if necessary. Click Next.

Confirm the registration details including
any financial requirements. Click Next.

Click Finish to register the selected
employees.

Q00 00000

N\

Employee’s Registration

After registering or withdrawing employees from
scheduled offerings, view the employee’s list of
current registrations to verify the registration or

withdrawal.

To view your employee’s current registrations:

Select the employee.

Select Registrations from the Show
drop-down menu.

Roll your mouse over the title to view the
scheduled offering summary information.

Click View registration or View Details
to see registration and scheduled offering
details, respectively.

Withdraw Team
Managers may withdraw employees from
registered courses.

Follow the same process as registration,
selecting the employees and course to be
removed.

My Employees > Supervisor Links >
Register/Withdraw

Select Withdraw Users. Click Next.

Select the course offering. Click Next.

The registered team members are
listed. Click check boxes to select team
member(s) to be withdrawn from the
course. Click Next.

(2
(3
o Review the withdrawal information.
(5

Click the Email Confirmation check boxes
to select who will be notified about the
withdrawals. In order for team members
to be notified, click in the Users check
box.

Click the check box to remove the
assignment from the selected team
member’s learning plan.

©

Click Finish to withdraw the selected
team.

SAP SuccessFactors O 2016 SAP SE or an SAP affiliate company. Al rights reserved.




Common Tasks: Supervisor Links

P

Manager Approval

Some learning activities require a manager’s

approval.

* Managers are notified of the approval
requests.

* Requests are marked as pending until
approved.

* Approvals do not denote registration.

My Employees > Supervisor Links >
Approvals

All employee training requests pending
review appear in this list.

Ensure the Enter Reasons for
Approvals or Denials is checked so
you can add comments to explain your
decision.

Click on the course title to review the
course details to help you make your
approval or denial decision.

Choose the appropriate button to:
* Approve the training request
* Deny the training request
» Skip approving or denying this request
at this time

Click Next.

Add Approval Reasons to the approved
training request. Click Next.

Click Confirm to complete the approval
workflow.

© 0 600

Click Start Over to return to the Pending
Approval page.

N\

Manager Record Learning

Managers can record a learning event for
themselves or for one of their employees. Types
of learning events include an item or an external
event.

Select the green &2 button next to Item
to add items to the Record Learning.

The Select Desired Courses from
Catalog window will appear. Hover over
the course you wish to add and click the
Select option.

To add employees, click the green 3
button next to Employees.

Click check boxes to select employees.

Click Add to add the employees to the
list of Employees.

Review the information listed under Item
and Employees.

Select the Completion Status from the
drop-down menu.

Click Continue.

This will bring you to the Record Learning
Confirm Learning Details page. Click the
Record Learning button to record the
items selected.

Completed Work

Managers can view an employee’s completed
work list by opening an employee’s record.
Completed Work displays a list of items that
the employee has completed and the dates the
employee completed them.

o Select the employee for whom you wish
to view Completed Work from the team
viewer.

o Click the Completed Work status pod for
the selected employee. The employee’s
Completed Work displays as a secondary
page.

e Select the Show Completions
drop down menu to refine the list of
completions to specific time periods (All,
Before, After and Between).

o The employee’s completed work is listed

in a table. Use the table to:

* Select a column header to sort the
table.

* Enter a key word in Title to locate a
specific course by name.

* Select Status to refine the list of
courses completed.

Select a course title to view the CPE,
Credit and Contact hour details for the
course.

Click View Details to review the full
information related to the course
completion.

Click Print Certificate to print a
certificate of completion for the item

Click the close icon on the upper-right
corner to close the window and return the
My Employees view.

©0 © o
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Training Planner
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Step by Step: Manager Training Planner

Managers and employees the training planner to
Submi? training req?,le:ts WhICh are regVipeWed by SAP SuccessFactors & Learning v QSearchfar actions or people v~ M Emily Clark (admin) v
a designated Training Manager in the Training My Learning My Employees
Planner. To get started, select the Training Planner o e - .
from the quick links menu Jrtining Ranocs L st
My Requests My Team's Training Requests
.. . . . Create your training plan! Send your reguests Review and assign training to your team.
Training Plans are organized by time periods; o marer o oo, p e s
select the timing drop-down to view your P e o AR T ordinds
training and your team members plans for the e s e R $0.00 and 32.00 hrs
time period.

When an employee makes a request the
overview provides only the information about
the number of direct reports requesting and
the amounts requested. Select My Team’s
Training Requests to view your team’s
training plans.

yoddng

Copyright © 2016 SuccessFactors, Inc. All rights reserved. These online services are SuccessFaciors confidentlal and proprietary and for use by authorized SuccessFaciors customers only. Show successfacto rs“

version information, An SAP Company
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Step by Step: Assign Learning

Managers may create and save training plans for
their team and easily share training plans with other
stakeholders.

Course to be Assigned lists the budget and
assignments for courses for the selected time
period. If applicable, courses are listed with
budget and cost restrictions.

Click Editto make changes to the budget and
schedule for an individual.

Click Select Employees to select the
employees who need to attend the course.
A pop up window will appear to select
employees to assign the course to.

Use the checkboxes to select employees.
Multiple selections are possible. When done,
click OK.

SAP SuccessFacto

My Learning

My Employees

+ Back

Training Planner: My Team

New Team Requests

Review the requests below. Exclude those you want to send back and send the remaining requests 10 the organization owner.

Hour(s)
Carla Grant 32.00 hrs
Effective Administrative Support Professional 32.00 hrs
! Simulation
! Partnering with Your Boss 0.00 hrs

Bulk Request

Courses you have added for your team. You can decide who gets to go later or select employees now.

Behavior: Putting Your Best Foot Forward 0.00 hrs
! 3@ 0.00 hrs $0.00

Total 32.00 hrs

Add Bulk Requests

Training planner 2015 ~

Costs

$0.00

$0.00 Exclude

$0.00 Exclude

$0.00  Ediw
Edit
Delete
$0.00

Select Employees

Send Requests For Review

Review the requests below. Exclude those you want to send back and send the remaining requests to the organization owner.

| Select Employees

Carla |
Select employees to attend Behavior: Putting Your Best Foot Forward.
| “IJennifer L Moore “IJulia L Gloukhoff
“IKendra D Morton “IMichael T Hoffman
| “INoah R Hoffman “Isabrina M Morton
“Icarla Grant “IMarkus Hoof
Bulk F
Course}
|
|
Add Bulll

=

Hude

Hude

pr Review
Cancel m
4

2016 SAP SE or an SAP affiliate company. All rights reserved.




Step by Step: Team Training Request

The Training Planner enables managers to get

a better idea of the amount of training each
organization needs. Use the New Team Requests
section to review requests from your team and to
add courses to assign.

Employee requests will display the
employee’s name, course, allotted hours, and
associated costs.

Use the Exclude drop-down to Change
Request Period or Reject Course. NOTE:
If rejected, a pop-up window appears and
you may provide comments for the requester
about why the course was rejected.

To approve the request, select Send
Requests For Review to send the training
plan to complete the approval process.

To change the request period:

Select Change Request Period from the
selected course.

Use the drop-down menu to change the time
period.

Add comments to the notification.

Click Save to save the new request period.

SAP SuccessFacto

SAP SuccessFactors &

Learning v QSearch for actions or people ~| M Emily Clark (admin) v

My Employees
+— Back

Training Planner: My Team

Training planner 2015 ~

New Team Requests

Review the requests below. Exclude those you want to send back and send the remaining requests 1o the organization owner.

Hour(s) Costs
Carla Grant 32.00 hrs $0.00
Effective Administrative Support Professianal 32.00 hrs S0.00 Exclude
! Simulation
Partnering with Your Boss 0.00 hrs 50.00 Exelude
& oeee Change Request Period
Reject Course
Bulk Request

Courses you have added for your team. You can decide who gets to go later or select employees now.

Behavior: Putting Your Best Foot Forward 0.00 hrs $0.00 Edit
! 3@ 0.00 hrs $0.00

Add Bulk Requests

New Team Requests

Review the requests below. Exclude those you want to send back and send the remaining requests to the organization owner.

Hour(s) Costs
Carla Grant 32.00 hrs $0.00
Effecti’ S - o o $0.00 Exclude -
! Simuli Change Request Period ®
For Carla Grant
8 Partne 30.00 Exclude
"gggg” New request period for Partnering with Your Boss:

-
Send comments to Carla Grant:

Bulk Request

Courses you have added

Pl
Behav $0.00 Edit +
3@ It will be moved to the selected request period.
Cancel m
$0.00
Send Requests For Review

Add Bulk Requests

2016 SAP SE or an SAP affiliate company. All rights reserved.




Learning Reporting

A priority for learning managers is to be able to run
detailed reports. The overall goal of the Reports is to
provide you with the knowledge needed to use the
SuccessFactors Learning report interface to run, save,
and create recurring report jobs.

SAP SuccessFactors




Step by Step: Reporting

SAP SuccessFactors Learning can generate reports about
your learning. Reporting is accessible via Links on the Home
page. Reporting lists a variety of reports, by category, which
can be used for compliance and audit history by the employee.
Employee and managers may only access reports about the
employee and learning records.

Click Reports from the Links section of your My
Learning page.

View the list of available reports on the Reports screen.

Click the expand icon to see additional reports in each
report group.

Click the report name to select a report and display the
run reports screen.
Each report page has two sections:

The top section determines report layout.

The bottom section allows you to select.

Once the layout and criteria are defined, click Run
Report. A new window opens with the resulting
information about the employee.

SAP SuccessFacto

SAP SuccessFactors #

My Learning My Employees

+ Back
Reports @ Help
Select a Aeport from the list below to run a report for yourself or your subordinates.

Report Name

3 Active Goals
Certificate Of Completion Learning Event
Close-Fit Jobs

[ Competency Assessment Comparison
Competency Assessment Trend

Curriculum Status
Employee/Supervisor Gap

E3 Item Requests

Itemn Status

Learning History

Learning Hours

Learning Needs

Learning Plan
Multi-Rater Peer Vs User
My Alignment
Performance Review Comparison
Performance Review Exceptions
Performance Review History Trend

E3 Performance Review Question Response
Performance Review Status
Performance Review Team History
Plan
Program Status

Succession Planning

Tuition

User Information

My Learning My Employees
+ Back
Reports @ Help
Run Active Goals Group By User

User: @ Self  Direct Subordinates  All Subordinates Al
Include Alternate Subordinates

Report Title: [Active Goals Group |
e e —

Learning v QSealnnlclscl\unsurpaapls ~ A EmiyClark (admin)

ReportFoster: [ |
Report Destination: (Browser %)
Report Format: (THTML 3|

Include Goals From:

£ Mask User IDs
(@ Page Break Between Records
Current Plan € All Plans

Goal Target Date From: |°'_’*] |:|

(MM/DDIYYYY)

Goal Trget Dat T (1|
(MM/DDAYYYY)
Goal Status: 0 3
Only Goals Supporting My Goals: .
Goal Type:  [Tall g

Include Activity Details:

2016 SAP SE or an SAP affiliate company. All rights reserved.
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Common Tasks: Key Learning Reports

Report
Name
Certificate of

Completion
Report

Curriculum
Data Report

Curriculum
Item Status
Report

Curriculum
Status
Report

User ltem
Status
Report

Learning
History
Report

Definition/Filter/Usage

The Certificate of Completion Report enables you to create a
report of printable certificates of completion for Learners by
learning Item.

Use the query screen to search for a Learner or ltem requiring
certificates. Use the Run Report for Completed learning events to
filter the results for completed Items.

The Certificate of Completion report prints the certificates of
completion for Learners by Item.

Use the Curricula Data report to view information about Curricula
and Subcurricula.

¢ Use the filters to locate a specific Curricula. You may choose to

include Subcurricula.
The Curriculum Data report returns Curricula attributes; including
the Sub-curricula.

The Curricula Item Status report provides information on the
Curriculum assigned to each Learner, including their curriculum
status.

Use the filters to select the Learner and Curriculum.

The Report includes Items assigned to each Curriculum, the
completion date, completion status, and required date for each
item.

Curriculum Status reports display information related to the status
of the Learners assigned Curriculum.

* Use the filters to select the Learner and Curriculum.

This report returns the Curriculum assigned to each Learner and
their Curriculum status, as well as the number of days remaining
before the required training needs to be completed to keep the
Curriculum current.

User Item Status displays information about a Learner’s
completion status for Iltems during a specified time period.

¢ Use the filters to select the Learner, Item, completion status, and

date range to run the report against.
User ltem Status report returns Learners’ completion status for the
Items they completed in a given date range.

The Learning History Report displays information about ltems that
Learners have completed.

¢ Use the filters to select the Learner, and date range for which you

would like the report to return results.
The Learning History report returns the Learning History
(completed ltems) for the Learner.

Learning
Needs
Report

User Online
Item Status
Report

Registration
Status
Report

Scheduled
Offerings
Report

Scheduled
Offering
Roster
Report

Definition/Filter/Usage

The Learning Needs Report displays information about the
Items that have been assigned to the Learner that need to be
completed.

Use the filters to select the Learner, Item, and Required Date
range for which you would like the report to return results.
The Learning Needs report returns the Items assigned to a
Learner.

The User Online Item Status report displays each Learner’s
progress for Online Items.

Use the filters to select the Learner, Item, and initial, last
accessed, and completed date ranges to run the report against.
The User Online Item Status report returns a Learner’s progress
through online courses reported at the content object level.

The Registration Status Report displays registration information
for both Learners and Scheduled Offerings.

Use the filters to select the Scheduled Offering, Learner, and
registration status to run the report against.

The Registration Status Report returns a detailed list of
registration information including registration dates and times,
enrollment numbers, Instructors, and Scheduled Offering details.

The Scheduled Offerings report displays information about each
Scheduled Offering.

Use the filters to select the Scheduled Offering and status to run
the report against.

The Scheduled Offerings report returns detailed information about
each Scheduled Offering including the ltem scheduled, dates
scheduled, registration and waitlist data, Instructor data and
segment data.

The Scheduled Offering Roster report displays information about
the Learners registered in a Scheduled Offering.

Use the query screen to select the Scheduled Offering to run the
report against.

The Scheduled Offering Roster report returns the roster of
Learners in a scheduled offering.

SAP SuccessFactors O 2016 SAP SE or an SAP affiliate company. Al rights reserved.



Additional Resources

There are a number of additional resources that can
provide more information about SAP SuccessFactors,
including:

SAP SuccessFactors website:
http://www.successfactors.com

Online system help

Task-specific job aids

SAP SuccessFactors monthly newsletter

SAP SuccessFactors Customer Community: http:/
community.successfactors.com/

For information about courses and registration, contact:
training@successfactors.com
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