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Logging in to SuccessFactors via a browser 

Background and benefits 
SuccessFactors Learning offers a centralised booking and administration system for courses offered by UCT 
training providers. The online platform provides a one-stop shop to find, book and manage development 
activities. 
 
Staff members can access the platform on any internet-connected device (including smart phones and tablets) 
using their existing UCT login details. Time-consuming manual booking processes are replaced by automated 
processes with easy workflow for manager approval. Records of completed courses are consolidated and 
centrally stored, adding to a staff member’s training history. 
 
Support 
If you are unable to access SuccessFactors or are experiencing other technical difficulties, please contact the IT 
Service Desk. 
 
Procedure  

1. Open a web browser (e.g. Google Chrome, Mozilla Firefox, Microsoft Edge). 
2. Log in to SuccessFactors via www.successfactors.uct.ac.za. 
3. If not already logged on to single sign-on, the UCT sign in page appears.  

If already logged in to single sign-on, SuccessFactors will open. 

 
- In the Staff / student number field, enter your UCT staff number. 

Note: UCT staff number only, third party "T" accounts will not work.  
- In the Password field, enter your network password. 

- Click . 

https://icts.uct.ac.za/support/it-service-desk
https://icts.uct.ac.za/support/it-service-desk
http://www.successfactors.uct.ac.za/
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Logging in to SuccessFactors via a browser (continued) 
4. The Home page appears. 

 
- Click the View My Learning tile. 

5. The My Learning page appears. 

 

- Click . 
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Logging in to SuccessFactors via a browser (continued) 
6. The My Team page appears. 

 
See: 
Viewing team learning plans and learning history 
Processing pending approval requests  
Assigning learning to team members 
Removing assigned learning from team members 
Registering team members for a class 
Withdrawing team members from a class 
Changing a team member’s learning plan 
Recording external learning 
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Viewing team learning plans and learning history 

Procedure  

1. Log in to SuccessFactors and access the My Team page. 

 
- All employees that report to you are displayed in the column on the left. The first employee’s learning 

plan is automatically displayed. 

- To view other employee learning plans, click the appropriate name in the column on the left or use 
the Search field at the top of the column to search for the person. 

- To search for a specific course within an employee’s learning plan, enter the course name (or part of 
the name) in the Keyword field. 

- The employee’s learning history in the last 30 days is displayed in the Status tile in the bottom right of 
the page.  

• Click  to view all completed courses or training events.  

• Click  Close Direct Report Dialog to return to the My Team page. 
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Processing pending approval requests from the Home page 

Before you begin 
Approval requests can be processed from the Home page or from the My Team page.  
See also: Processing pending approval request from the My Team page. 

Procedure  

1. Log in to SuccessFactors and access the Home page. 

 
- Any pending approval requests will appear in the Approvals section of the Home page. 

If there is more than one pending approval, click View All. In the Internal Class dialogue box, process 
the pending approvals using the steps below. 

- To view basic class details, click the Course Title e.g. Finance Essentials.  

• The Internal Class dialogue box appears. 

• To view full class details, click View Details. 

• The Pending Approvals page appears in a new browser tab. 

• Click the name of the class in the Title column e.g. Finance Essentials. 

• The full Class Details page appears, displaying class dates, times, venue (if applicable) and 
instructor information. 

• Close the browser tab to return to the Internal Class dialogue box. 

• Click Close to close the Internal Class dialogue box. 

- To approve a request, click the green tick: 

 
• Either choose Approve. A message briefly appears near the bottom of the screen, indicating 

that the request was approved. 
• Or choose Approve with Comments, complete the Approve with Comments dialogue box and 

click . A message briefly appears near the bottom of the screen, indicating that the 
request was approved. 



SuccessFactors Learning guide for managers 
 

May 2024  Page 8 

Processing pending approval requests from the Home page 
(continued) 

- To deny a request, click the red X: 

 

• Either choose Decline. The Confirmation dialogue box appears, click . A message 
briefly appears near the bottom of the screen, indicating that the request was declined. 

• Or choose Decline with Comments, complete the Decline with Comments dialogue box and click 

. The Confirmation dialogue box appears, click . A message briefly appears 
near the bottom of the screen, indicating that the request was declined.  
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Processing pending approval requests from the My Team page 

Procedure  

1. Log in to SuccessFactors and access the My Team page. 

- In the Manager Links tile, click Approvals. 
Note: You can also access your pending approval requests via the My Learning Assignments tile on the 
My Learning page.  

  
2. The Pending Approvals page appears, showing any approval requests for class registrations and 

withdrawals. 

 
- To view the class details, click the name of the class in the Title column e.g. Finance Essentials. Click 

Back in the browser to return to the approvals. 

- Select the Approve, Deny or Skip radio button for each approval request.  
Note: If you choose Skip, the approval request will remain in a pending state. 

- Click . 
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Processing pending approval requests from the My Team page 
(continued) 
3. The Pending Approvals page reappears, displaying one or more of your selected approval requests. 

Depending on the number of requests and the selections you made, you may have a page per request or 
find requests grouped together. Text on the page will indicate whether you are approving or denying a 
request. 
Single approval example 

 
Single denial example 

 
Multiple approval example 

 
- If appropriate, enter an approval or denial reason in the space(s) provided.  

- Click .  

Note: If you are processing more than one request, clicking  may display the next request. 
Continue entering approval or denial reasons as required. 
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Processing pending approval requests from the My Team page 
(continued) 
4. The Pending Approvals page reappears, listing the requests being approved and/or denied. 

 

- Click . 
5. The Pending Approvals page reappears, indicating that the pending approval requests were successfully 

processed. 

 
- Click  to return to the My Team page. 
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Assigning learning to team members 
Procedure  

1. Log in to SuccessFactors and access the My Team page. 

- In the Manager Links tile, click Assign/Remove Learning. 

 
2. The Assign/Remove Learning page appears. 

 
- Click Assign Learning. 

3. The Enter Learning Activity Details page appears. 

 

- To choose courses (learning items) or programs to assign to team members, click  on the right 
(in line with the Items, Programs and Curricula heading). 
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Assigning learning to team members (continued) 

4. The Select Desired Courses from Library dialogue box appears. 

 
- Use the Search field or the Refine By section to find the course to assign. 

 
- Click . 

- The text at the bottom of the course tile changes to reflect the course has been selected. 

- Repeat the search steps above and select any other courses to assign. 

- Click  Close in the top right of the Select Desired Courses from Library dialogue box. 
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Assigning learning to team members (continued) 
5. The Enter Learning Activity Details page reappears, displaying the selected course(s) in the Items, 

Programs and Curricula section. 

 
- If appropriate, change the Assignment Type (e.g. required, recommended, optional) for each course. 

- If the course must be completed by a specific date, use the Required Date field. 

- To choose one or more employees, click  on the right (in line with the Employees heading). 
6. The Select Employees dialogue box appears, listing all current team members. 

 

- Select individual employees using the  checkboxes or click  in the top left to select all employees. 

- As employees are selected, a message in the bottom left of the dialogue box confirms the number of 
employees selected. 

- When all required employees are selected, click .  
Note: The Add button only appears after at least one employee is selected. 
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Assigning learning to team members (continued) 
7. The Enter Learning Activity Details page reappears, displaying the selected courses and employees. 

 

- Click . 
8. If applicable, the Warning Details page appears displaying courses that are already assigned to or 

previously completed by the selected employees. If the warning doesn’t appear, skip to step 9. 

 

- Click  to proceed or click  to return to the Enter Learning Activity Details page to make 
changes to the selected courses and employees. 
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Assigning learning to team members (continued) 
9. The Confirm Details page appears. 

 

- Click . 
10. The Successfully Assigned page appears. 

 

- Click  to return to the My Team page. 
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Removing assigned learning from team members 
Procedure 

1. Log in to SuccessFactors and access the My Team page. 

- In the Manager Links tile, click Assign/Remove Learning. 

 
2. The Assign/Remove Learning page appears. 

 
- Click Remove Assigned Learning.  

3. The Enter Learning Activity Details page appears. 

 

- To choose courses (learning items) or programs to remove from team members, click  on the 
right (in line with the Items, Programs and Curricula heading). 
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Removing assigned learning from team members (continued) 
4. The Select Desired Courses from Library dialogue box appears. 

 
- Use the Search field or the Refine By section to find the course to remove. 

 
- Click . 

- The text at the bottom of the course tile changes to reflect the course has been selected. 

- Repeat the search steps above and select any other courses to remove from one or more team 
members. 

Click  Close in the top right of the Select Desired Courses from Library dialogue box. 
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Removing assigned learning from team members (continued) 
5. The Enter Learning Activity Details page reappears, displaying the selected course(s) in the Items and 

Programs section. 

 

- To choose one or more employees, click  on the right (in line with the Employees heading). 
6. The Select Employees dialogue box appears. 

 

- Select individual employees using the  checkboxes or click  in the top left to select all employees. 

- As employees are selected, a message in the bottom left of the dialogue box confirms the number of 
employees selected. 

- When all required employees are selected, click .  
Note: The Add button only appears after at least one employee is selected. 
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Removing assigned learning from team members (continued) 
7. The Enter Learning Activity Details page reappears, displaying the selected employees in the Employees section. 

 

- Click . 
8. The Confirm Details page appears. 

 

- Click .  
Note: If an employee has already registered to attend a class, this will also be removed. 
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Removing assigned learning from team members (continued) 
9. The Remove Assigned Learning page appears, indicating that the assigned learning was successfully removed from 

the selected employees. 

 

- Click  to return to the My Team page. 
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Registering team members for a class 
Procedure  

1. Log in to SuccessFactors and access the My Team page. 

- In the Manager Links tile, click Register/Withdraw Employees. 

 
2. The Register/Withdraw Employees page appears.  

 

- Click Register Employees. 
3. The Register Employees for Class page appears. 

 

- To choose a scheduled class to register an employee on, click  on the right (in line with the Class 
heading).  
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Registering team members for a class (continued) 
4. The Select Desired Courses from Library dialogue box appears, displaying all available scheduled classes. 

 
- Scroll down to view the list of scheduled classes, the arrow buttons at the bottom can be used to view 

additional pages. Use the Search field at the top of the page to find a specific class. 

- Click  to view additional information. Click  to close. 

- Click  in the class tile.  
5. The Enter Registration Details section reappears, displaying the details of the selected class. 

 

- To register one or more employees, click  on the right (in line with Employees). 
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Registering team members for a class (continued) 
6. The Select Employees dialogue box appears. 

 

- Select individual employees using the  checkboxes or click  in the top left to select all employees. 
Note: You will not be able to select a team member that is already registered for the class. The 
checkboxes for these team members will appear in grey with a tick indicator . 

- As employees are selected, a message in the bottom left of the dialogue box confirms the number of 
employees selected. 

- When all required employees are selected, click .  
Note: The Add button only appears after at least one employee is selected. 

7. If no validation error appears, skip to step 8. 
If an employee has a conflict because of an existing registration, a validation error at the top of the section 
will identify each class and day conflict.  

 

- Either choose a different class by clicking  and selecting the appropriate class. 

- Or remove the affected employee using the  Remove button in the Remove column. 
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Registering team members for a class (continued) 
8. The Enter Registration Details section reappears, displaying the selected employees. 

 

- To proceed with registering the selected employees, click . 
9. If no warning appears, skip to step 10.  

If an employee is already registered on a different class for the same course, the Warning Details page 
appears.  

 

- Click  to proceed or click  to return to the previous page to make changes. 
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Registering team members for a class (continued) 
10. The Confirm Registration Details section appears. 

 
- If the registration requires additional information (e.g. fund number, dietary requirements), complete 

the fields for the selected employee/s. Note: All additional information entered applies to all selected 
employees. If the information differs per employee (e.g. food allergies), then register each employee 
individually for the class. 

 

- Click . 
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Registering team members for a class (continued) 
11. The Successfully Registered page appears. 

 

Click  to return to the My Team page. 
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Withdrawing team members from a class 
Procedure  

1. Log in to SuccessFactors and access the My Team page. 

- In the Manager Links tile, click Register/Withdraw Employees.  

 
2. The Register/Withdraw Employees page appears. 

 
- Click Withdraw Employees. 

3. The Withdraw Employees from Class page appears. 

 

- To choose a scheduled class to withdraw an employee from, click  on the right (in line with the 
Class heading). 
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Withdrawing team members from a class (continued) 
4. The Select Desired Courses from Library dialogue box appears, displaying all available scheduled classes. 

 
- Scroll down to view the list of classes, the arrow buttons at the bottom can be used to view additional 

pages. Use the Search field at the top of the page to find a specific class. 

- Click  to view additional information. Click  to close. 

- Click  in the class tile. 
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Withdrawing team members from a class (continued) 
5. The Enter Registration Details section reappears, displaying the details of the selected class. The Enrolled 

Employees section automatically lists any of your employees currently registered on the scheduled class.  

 
- In the Enrolled Employees section: 

• Select a Withdrawal Reason for each employee. 

• Select the employee/s to withdraw using the  checkboxes in the Withdraw column on the 
right. 

- Click . 
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Withdrawing team members from a class (continued) 
6. The Confirm Withdrawal Details section appears. 

 
- If the course is no longer needed for the employee’s role, select the Remove associated item from the 

Learning Plan checkbox. 

- Click . 
7. The Successfully Withdrawn section appears, indicating all withdrawals were successful. 

 

- Click  to return to the My Team page. 
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Changing a team member’s learning plan 
Procedure  

1. Log in to SuccessFactors and access the My Team page. 

 
- In the employee’s Learning Plan, use available dropdown selections to make changes to assigned 

learning and class registrations. 
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Changing a team member’s learning plan (continued) 

 

- To change individual employee learning plans, click  alongside the team member’s name and choose 
the appropriate menu option e.g. Assign Learning, Register Employee. 
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Recording external learning for team members 
Before you begin 
Attendance at external training/learning events outside of UCT can be added to SuccessFactors Learning and 
will appear in the employee’s Learning History tile. 
Procedure  

1. Log in to SuccessFactors and access the My Team page. 

- In the Manager Links tile, click Add to Learning History. 

 
2. The Add to Learning History dialogue box appears. 

 
- Click External Event to create a record of the external event that the employee(s) completed. 
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Recording external learning for team members (continued) 
3. The Add to Learning History dialogue box reappears, providing space to enter the event details. 

 
- Enter the event Description, Completion Date, Completion Time and any other useful fields such as 

Total Hours, Name of Training Provider / Learning Institution. 

- Click  Employees Add to add the employees that attended the external event. 
4. The Select Employees dialogue box appears. 

 

- Select individual employees using the  checkboxes or click  in the top left to select all employees.  

- As employees are selected, a message in the bottom left of the dialogue box confirms the number of 
employees selected. 

- When all required employees are selected, click .  
Note: The Add button becomes active when at least one employee is selected. 
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Recording external learning for team members (continued) 
5. The Add to Learning History dialogue box reappears, displaying the selected employees in the Employees 

section.  

 
- If applicable, enter a Grade or Comments for the external learning. 

- Click . 
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Recording external learning for team members (continued) 
6. The Add to Learning History dialogue box reappears, to confirm the learning details. 

 

- Click . 
7. The Add to Learning History dialogue box reappears, indicating the learning was recorded successfully. 

 
- If there are related documents (e.g. certificate) to attach for any of the employees, click 

. 
If there are no documents to attach, skip to step 8. 
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Recording external learning for team members (continued) 
• The File Attachments dialogue box appears. 

 

• Click  or  (button name may vary depending on the web browser you’re 
using) to select the file on your computer. Note: There is a file upload size limit of 800kb. 

• Enter a File Description. 

• Click . 

• The File Attachments dialogue box refreshes and displays the attachment details. 

 
• Click  to close the File Attachments dialogue box.  

• Repeat from step 7 to add documents for other employees. 
8. The Add to Learning dialogue box reappears, displaying the number of file attachments (if applicable). 

- Click  to return to the My Team page. The recorded external learning will appear in the 
employee’s Learning History tile. 
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