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SuccessFactors Learning guide for managers

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. Loginto 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.
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Sign in with your UCT username and password.

Staff / student number

Password

& 2016 Microsoft

- In the Staff / student number field, enter your UCT staff number.
Note: UCT staff number only, third party "T" accounts will not work.

- Inthe Password field, enter your network password.

- o |
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SuccessFactors Learning guide for managers

Logging in to SuccessFactors via a browser (continued)

4. The Home page appears.

Search for actions or people

Quick Actions

: L7 (®

View My Leaming Activate Mobile App View Reminders View Favourites

-
she
- -

Manage My Team

- Click the View My Learning tile.
5. The My Learning page appears.

Learning v Search for actions or people

My Learning My Team

My Learning Assignmenis m Sort By Date | Priority Y Filter Find Learning

Keyword Course name o... Select All »  All Assignment Types v
What do you want to LE... m
A\ 'You have pending approval requests

Browse all courses »

Add to Learning...

v  Due Anytime

Start Course | v

Conflict Resolution Foundations

CRSE LINKEDIMLEARMING_6046 rev.1 3/4/2020

) Recently Added QERCEE
£ Self-Assigned .
View All External Learni...
Start Course | v Options and Set...
Recomm... Reports
Having Difficult Conversations SF Learning Help
CRSE LINKEDINLEARMING_6066 rev.1 3/4/2020 a Staff Learning &
£ Self-Assigned O
S
Start Course | v
Featured
Writing with Impact -
CRSE LINKEDINLEARMING_6112 rev.1 3/4/2020 G
£ Self-Assigned
My Curricula Available Classes
o You currently have no required There are no future classes listed in the
curricula. library.

Go to Curriculum Status

- Click Lo SEEN

May 2024

Page 4



SuccessFactors Learning guide for managers

Logging in to SuccessFactors via a browser (continued)

6. The My Team page appears.

My Learning My Team

Search

A H Keyword Course name o...

Learning Plan: Alta AA Fourie [E

Select All v

m Sort By Date | Priority Y Filter

All Assignment Types v

I';J. Yh!

v Due later

lzizozs | | | REQUIRED

Development Dialogues

CRSE 7006 rev.1 7/11/2019

£, Assigned by L [=5]

¥  Due Anytime

Avoiding Burnout

Register Now | v

CRSE LINKEDINLEARNING_6034 rev.1 3/4/2020

£, Self-Assigned

OPTIONAL

Business Writing Skills
CRSE 14004 rev.1 15/7/2020

@ Begins 21/2/2024 at Cambria House

8 Assigned by L [=5]

ENROLLED |

Find Learning

Find Learning m

Browse all courses >

Manager Links

Add to Learning History
Assign/Remove Leaming
Register/Withdraw Employees
Approvals

Dashboard

Reports

Curricula

Mo required curricula are
assigned.

Learning History

1 item completed in the last
30 days.

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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SuccessFactors Learning guide for managers

Viewing team learning plans and learning history

Procedure

1. Login to SuccessFactors and access the My Team page.

My Learning My Team

Search Learning Plan: Alta AA Fourie [H m Sort By Date | Priority W Filter Find Learning

Keyword Course name o... SelectAll ¥ All Assignment Types v

Find Learning m
v Due later —_—

R : Browse all courses >
3111212024 | (|5 | | REQUIRED Register Now | +

A

Development Dialogues Manager Links
CRSE 7006 rev.1 7/11/2019

r—

8 Assigned by L [=3] Add to Learning History
~  Due Anytime Assign/Remove Learning
P Qe - Register/Withdraw Employees
i
aAN0 : Approvals

Avoiding Burnout Dashboard

CRSE LINKEDINLEARNING_B5034 rev.1 3/4/2020
Reports

£ Self-Assigned

OFTIONAL ENROLLED |

ot sttt m

CRSE 14004 rev.1 15/7/2020

© Begins 21/2/2024 at Cambria House Curricula

& Assigned oy L = No required curricula are
assigned.

Learning History

1 item completed in the last
30 days.

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

- Toview 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.

e Click Leaming History 14 view all completed courses or training events.

e Click E3 Close Direct Report Dialog to return to the My Team page.
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SuccessFactors Learning guide for managers

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. Loginto SuccessFactors and access the Home page.
Quick Actions

A & 52 Q Ca (o vz

Manage My Team View My Profile View Org Chart View My Learning Activate Mobile App View Reminders View Favourites

Approvals

Internal Class

A A
Course Title Finance Essentials
Type Registration

VARV oo

- 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.
e The Internal Class dialogue box appears.
e To view full class details, click View Details.
e The Pending Approvals page appears in a new browser tab.
e Click the name of the class in the Title column e.g. Finance Essentials.

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

e Close the browser tab to return to the Internal Class dialogue box.
e Click Close to close the Internal Class dialogue box.

- To approve a request, click the green tick:

W W o oW

Approve

Approve with Comments

R

e Either choose Approve. A message briefly appears near the bottom of the screen, indicating
that the request was approved.

e 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.
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SuccessFactors Learning guide for managers

Processing pending approval requests from the Home page

(continued)

- To deny a request, click the red X:

v oW

Decline
Decline with Comments

b, v

e Either choose Decline. The Confirmation dialogue box appears, click m A message
briefly appears near the bottom of the screen, indicating that the request was declined.
e Or choose Decline with Comments, complete the Decline with Comments dialogue box and click

m. The Confirmation dialogue box appears, click m A message briefly appears

near the bottom of the screen, indicating that the request was declined.
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SuccessFactors Learning guide for managers

Processing pending approval requests from the My Team page

Procedure

1. Login to SuccessFactors and access the My Team page.

- Inthe 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.

o
Manager Links

Add to Learning History

Assign/Remove Leamning

Register/Withdraw Employees My Leaming Assign ments
Approvals
ET— Keyword Course name o... Select All
Reports A\ 'You have pending approval requests
2. The Pending Approvals page appears, showing any approval requests for class registrations and
withdrawals.
— Back
Pending Approvals o

¥  Internal Training (2)

Enter Reasons for Approvals or Denials @ All O Direct Reports Only Next
User Name =« Title Price Type Action [Approve All/Deny All]
> Asserfiveness @ Work Withdraw

C‘ Approve 'C) Deny '@ Skip

> Finance Essentials 0.00 South African Rand (ZAR)  Registration O approve O Deny @ skip

¥  External Training (0)

@® an O Direct Reports Only

Mo items were found using this search criteria.

¥  User Account Requests (0)

Mo items were found using this search criteria.

- Toview 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 LNext
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SuccessFactors Learning guide for managers

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

Pending Approvals

Approve or Den

@ Help
Yy — Approval Reasons

Enter a reason for approving your employee’s training request below.

Previous Next
Approval Reasons

User Name and Schedule Approval Reason (optional)

Finance Essentials

rs
Single denial example
Pending Approvals @ Help
Approve or Deny — Denial Reasons

Enter a reason for denying your employee's training request below.

Previous Next
Denial Reasons

User Mame and Schedule Denial Reason (optional)

Finance Essentials

P
Multiple approval example
Pending Approvals @ Help
Approve or Deny — Approval Reasons

Enter a reason for approving your employee’s training request below.

Previous Mext
Approval Reasons

User Name and Schedule Approval Reason (optional)

Finance Essentials

P
Assertiveness @ Work

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

_ Click |_Next

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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SuccessFactors Learning guide for managers

Processing pending approval requests from the My Team page

(continued)

4. The Pending Approvals page reappears, listing the requests being approved and/or denied.

Pending Approvals
Approve or Deny — Approval Reasons — Denial Reasons — Confirm
Pravious Caonfirm
Approve
User Mame Tithe Price Cancellation Policy
Finance Essentials 0.00 South African Rand
(ZAR)
Deny
User Mame Title Price Cancellation Policy
Assertiveness @ Work
- Click Confirm
5. The Pending Approvals page reappears, indicating that the pending approval requests were successfully
processed.
+— Back
Pending Approvals @ Help
Approve or Deny — Approval Reasons — Denial Reasons — Confirm — Success
Start Over...
Success
Y¥ou have successfully completed the employee approval and denial process. Email notifications have been sent to all affected Users.

- Click to return to the My Team page.
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SuccessFactors Learning guide for managers

Assigning learning to team members

Procedure

1. Login to SuccessFactors and access the My Team page.

- Inthe Manager Links tile, click Assign/Remove Learning.

r N
Manager Links

Add to Learning History
Assign/Remove Learning
Register/Withdraw Employees
Approvals

Dashboard

Reports

2. The Assign/Remove Learning page appears.

Assign/Remove Learning

Select the action you would like to take:

-|— Assign Learning ® Remove Assigned Leamning
Assign items, programs and curricula to You can remove items that were not
ane or more employees. assigned either by an administrator or

through the curricula.

Cancel
- Click Assign Learning.
3. The Enter Learning Activity Details page appears.

Enter Learning Activity Details

* Required
v~ [tems, Programs and Curricula Add
There are no items, programs or curricula selected.
v Employees Add
There are no employees selected.

- 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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SuccessFactors Learning guide for managers

Assigning learning to team members (continued)

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

Select Desired Courses from Library

Search Q Language & Currency
394
Courses
§ Sort By Relevance w
Refine By

Learning Type

Source
A
Delivery Method
v Achieving Strategy through Operationa... Adobe Acrobat Essential skills
Categories (CRSE 8010} (CRSE £017)
o}
Select 4 More Select 4 More

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

Development Dialogues
(CRSE 70086)

***** (4.25 out of 5 stars from 4 ...

E’.ﬁ'}. See Classes

Select 4 More

- Click Select,
- 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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SuccessFactors Learning guide for managers

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.

Enter Learning Activity Details
* Required
~ Items, Programs and Curricula Add
. Assignment L. . .
Title Type Priority *Assigned Required Date
Type
Introduction to UCT for new
® staff Al Required ¥ - 271112023 [ aMvy B X
& Development Dialogues 8 L Required hd --- 271112023 E aMAyyy E X
~ Employees Add
There are no employees selected.

- 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 Add on the right (in line with the Employees heading).
6. The Select Employees dialogue box appears, listing all current team members.

Select Employees

Enter Employees Enter Job Code Enter Manager

O F 41000965 A
O J 41000965 A
O S 41000965 A

Cancel

- 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 m
Note: The Add button only appears after at least one employee is selected.
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SuccessFactors Learning guide for managers

Assigning learning to team members (continued)

7. The Enter Learning Activity Details page reappears, displaying the selected courses and employees.

Enter Learning Activity Details
* Required
~ Items, Programs and Curricula Add
] Assignment .. . .
Title Type Priority *Assigned Required Date
Type
Introduction to UCT for new
@ ot aE Required ¥ - 271112023 B 31122024 B X
® Development Dialogues A Required ¥  — 27112022 B 3171202024 B X
~ Employees Add
Name Remove
R x
L x
A X

R Coniinue |

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.

Warning Details:
+ The "Introduction to UCT for new staff” is already assigned to A

Do you wish to proceed?
Yes BV

- Click to proceed or click Ne to return to the Enter Learning Activity Details page to make
changes to the selected courses and employees.
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SuccessFactors Learning guide for managers

Assigning learning to team members (continued)

9. The Confirm Details page appears.

Confirm Details
Items, Programs and Curricula
Title Type Assignment Type Priority Assign Date Required Date
Introduction to UCT for new staff .& [,rm REQ -— 27/11/2023 31/12/2024
Development Dialogues .8, m REQ - 2771172023 31/12/2024
Employees
Name
R
L
A
Cancel

- Click Assign Leamlng

10. The Successfully Assigned page appears.

Successfully Assigned

The items/programs/curricula have been successfully added to the specified employees. If the curricula’program were already assigned, they will not be re-
assigned

Close

Close

Click to return to the My Team page.
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SuccessFactors Learning guide for managers

Removing assigned learning from team members

Procedure

1. Login to SuccessFactors and access the My Team page.

- Inthe Manager Links tile, click Assign/Remove Learning.

r N
Manager Links

Add to Learning History
Assign/Remove Learning
Register/Withdraw Employees
Approvals

Dashboard

Reports

2. The Assign/Remove Learning page appears.

Assign/Remove Learning

Select the action you would like to take:

-|— Assign Learmning @ Remove Assigned Learmning
Assign items, programs and curricula to You can remove items that were not
one or more employees. assigned either by an administrator or

through the curricula.

Cancel
- Click Remove Assigned Learning.
3. The Enter Learning Activity Details page appears.

Enter Learning Activity Details

* Required
v Items and Programs Add
There are no items or programs selected.
~ Employees Add
There are no employees selected.

L . Add
- 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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SuccessFactors Learning guide for managers

Removing assigned learning from team members (continued)

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

Select Desired Courses from Library

Search Q Language & Currency
394
Courses
§ Sort By Relevance w
Refine By

Learning Type

Source
A
Delivery Method
v Achieving Strategy through Operationa... Adobe Acrobat Essential skills
Categories (CRSE 8010} (CRSE £017)
o}
Select 4 More Select 4 More

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

Finance Essentials
(CRSE 20004)

***** (4.66 out of 5 stars from 3 ...

f@ See Classes

Select 4 Maore

- Click Select,
- 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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SuccessFactors Learning guide for managers

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.

Enter Learning Activity Details

* Required
~ Items and Programs Add
Title Type Priority
@ Finance Essentials & @ — X
~ Employees Add

There are no employees selected.

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

Select Employees

Enter Employees Enter Job Code Enter Manager

O F 41000965 A
O J 41000365 A
O S 41000965 A

Cancel

- Select individual employees using the I 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 m
Note: The Add button only appears after at least one employee is selected.
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SuccessFactors Learning guide for managers

Removing assigned learning from team members (continued)

7. The Enter Learning Activity Details page reappears, displaying the selected employees in the Employees section.

Enter Learning Activity Details
* Required
~ Items and Programs Add
Title Type Priority
@ Finance Essentials Am@ — %
~ Employees Add
Name Remove
R x
L x
A X
Cancel

8. The Confirm Details page appears.

Confirm Details

Items and Programs
Title Type

Finance Essentials 8 @

Employees

Name

Note: If an employee has already registered to attend a class, this will also be removed.
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SuccessFactors Learning guide for managers

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.

Remove Assighed Learning

Confirmation:

The Items and or Programs were removed successfully.

Close

- Click = to return to the My Team page.
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SuccessFactors Learning guide for managers

Registering team members for a class

Procedure

1. Login to SuccessFactors and access the My Team page.

- Inthe Manager Links tile, click Register/Withdraw Employees.

r N
Manager Links

Add to Learning History
Assign/Remove Learning
Register/Withdraw Employees
Approvals

Dashboard

Reports

2. The Register/Withdraw Employees page appears.

Register/Withdraw Employees

Select the type of action you would like to take:

8’ Register Employees 8‘ Withdraw Employees

Reagister Employees into a class. Withdraw Employees from a class.

Cancel

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

Register Employees for Class

Enter Registration Details

* Reguired
v~ Class Add

Mo class selected

v Employees Add

Mo employees selected

- To choose a scheduled class to register an employee on, click — on the right (in line with the Class
heading).
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SuccessFactors Learning guide for managers

Registering team members for a class (continued)

4. The Select Desired Courses from Library dialogue box appears, displaying all available scheduled classes.

Select Desired Courses from Library

Search Q Language & Currency
12
Courses
(Instructor Led) SortBy Relevance
Refine By
Effective and speedy reading Select
DEC , _
November 2023 N i3 4/12/2023 09:00 AM -
04 © 4/12/2023 05:00 PM...
Mon Tue Wed Thu Fri Sat  Sun
Cambria House - Cambria
44 30 31 ® Training Room
10 seats available
4 1 More
46
47 . :
Microsoft Excel for Beginners Select
DEC
a8 22 30 1 2 3 6/12/2023 08:30 AM -
06 o 7/12/2023 04:30 PM...
Hide Legend Kramer Law Building -
O Today [ Mon-Working Day ® ICTS Training Room 2
B sclected B ciass 10 seats available
[ working Day 4 More
Learning Type
- Assertiveness @ Work Select
Location Clear DEC 7/12/2023 09:00 AM -
07 @ 8/12/2024 04:00 PM...
~
= Cambria House - Cambria
® Basement
~ 15 seats available
Delivery Method 4 More
o

- 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 + More to view additional information. Click * L% to close.

- Click Select in the class tile.

5. The Enter Registration Details section reappears, displaying the details of the selected class.

Enter Registration Details

* Reguired

v Class: Business Writing Skills & Change Class
Start Date/Time: 21/2/2024 09:00 AM AfricalJohannesburg Description : February 2024
Facility & Location: Cambria House - Cambria Training Room Associated Item: CRSE 14004

Available Seats: 1 of 20 enrolled, 0 waitlisted

~ Employees Add

No employees selected

- Toregister one or more employees, click Add on the right (in line with Employees).
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SuccessFactors Learning guide for managers

Registering team members for a class (continued)

6. The Select Employees dialogue box appears.

Select Employees

Enter Employees Enter Job Code Enter Manager

[ F 41000965 A
O J 41000965 A
[ S 41000965 A

Cancel

- 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 m
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.

Validation Error

Please correct the following errors before proceeding:

» A conflict was detected against User A for class Introduction to Managing Budgets (Start: 21/2/2024, End: 2112/2024).

Change Class

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

- Orremove the affected employee using the * Remove button in the Remove column.
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SuccessFactors Learning guide for managers

Registering team members for a class (continued)

8. The Enter Registration Details section reappears, displaying the selected employees.

Enter Registration Details

* Required

v Class: Business Writing Skills & Change Class
Start Date/Time: 21/2/2024 09:00 AM Africa/Johannesburg Description : February 2024
Facility & Location: Cambria House - Cambria Training Room Associated Item: CRSE 14004

Available Seats: 0 of 20 enrolled, 0 waitlisted

~ Employees Add
Name * Registration Status Payment Method Account Comments Remove
L Active Enrolment (Enrolled) v @® X
R Active Enrolment (Enrolled) v ® ®
A Active Enrolment (Enrolled) w ® x

- 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.

Warning Details:

« A is already registered in to a different class "53012" with the "Active Enrolment” status for the "Business Writing Skills".

Do you wish to proceed?

- Click to proceed or click Mo to return to the previous page to make changes.
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SuccessFactors Learning guide for managers

Registering team members for a class (continued)

10. The Confirm Registration Details section appears.

Confirm Registration Details

Class: Business Writing Skills  #g)

Start Date/Time: 21/2/2024 09:00 AM Africa/Johannesburg Description : February 2024
Facility & Location: Cambria House - Cambria Training Room Associated Item: CRSE 14004
Employees
Name Registration Status Payment Method Comments
Active

(3]

Enrolment{Enrolled)

J Active
Enrolment(Enrolled)
F Active
Enrolment{Enrolled)
Motify:

Users Instructors Managers Others

Register Employees Cancel

- 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.

* Fund Number: | |

* Cost Centre: | |

* Email address of Fund Holder: | |

Dietary Reguirements:

Food Allergies: | |

Disability Accommodations Requirements: | |

- Click Register Emplnyees
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SuccessFactors Learning guide for managers

Registering team members for a class (continued)

11. The Successfully Registered page appears.

Successfully Registered

All registrations in this class were successful.

Register or withdraw more employees

Close

Click Ee to return to the My Team page.
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SuccessFactors Learning guide for managers

Withdrawing team members from a class

Procedure

1. Login to SuccessFactors and access the My Team page.

- Inthe Manager Links tile, click Register/Withdraw Employees.

r N
Manager Links

Add to Learning History
Assign/Remove Learning
Register/Withdraw Employees
Approvals

Dashboard

Reports

2. The Register/Withdraw Employees page appears.

Register/Withdraw Employees

Select the type of action you would like to take:

8{ Register Employees 8‘ Withdraw Employees

Register Employees into a class. Withdraw Employees from a class.

Cancel

- Click Withdraw Employees.
3. The Withdraw Employees from Class page appears.

Withdraw Employees from Class

Enter Registration Details

* Required
~ Class Add

Mo class selected

v Enrolled Employees

Select a class to view registered employees

- To choose a scheduled class to withdraw an employee from, click — on the right (in line with the
Class heading).
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SuccessFactors Learning guide for managers

Withdrawing team members from a class (continued)

4. The Select Desired Courses from Library dialogue box appears, displaying all available scheduled classes.

Select Desired Courses from Library

Search Q Language & Currency
12
Courses
(Instructor Led) Sort By Relevance
Refine By
Effective and speedy reading Select
DEC
[12/2023 09:00 AM -
November 2023 > 04 f8 41212023 05:00 PM...
Mon Tue ‘Wed Thu Fri Sat Sun
@ Cambria House - Cambria
44 30 31 Training Room
10 seats available
4 4 More
48
47 . ;
Microsoft Excel for Beginners Select
a8 29 30 1 2 3 DEC 6/12/2023 08:30 AM -
O 6 {0 711212023 04:30 PM...
Hide Legend ® Kramer Law Building -
O Today [J Non-Working Day ICTS Training Room 2
B selected B class 10 seats available
[ working Day 4 More
Learning Type
. Assertivenass @ Work Select
structor Led DEC .
Pocation Clear 63 ?:’12;2023 09:00 AM -
O 7 © 8/12/2024 04:00 PM...
W
T @ Cambria House - Cambria
Basement
v 15 seats available
Delivery Method 4 More
o

- 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 + More t5 view additional information. Click * L% to close.

- Click Select 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.

Enter Registration Details

* Required

v Class: Business Writing Skills & Change Class
Start Date/Time: 21/2/2024 09:00 AM AfricalJohannesburg Description : February 2024
Facility & Location: Cambria House - Cambria Training Room Associated ltem: CRSE 14004

~ Enrolled Employees

Name Registration Status * Withdrawal Reason [ Select All  Withdraw
L Active Enrolment(Enrolled) w O
R Active Enrolment(Enrolled) w ]
A Active Enrolment(Enrolled) w J

- Inthe Enrolled Employees section:

e Select a Withdrawal Reason for each employee.

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

RPN Conine |
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Withdrawing team members from a class (continued)

6. The Confirm Withdrawal Details section appears.

Confirm Withdrawal Details

Class: Business Writing Skills

Start Date/Time: 21/2/2024 09:00 AM Africa/Johannesburg Description: February 2024

Primary Location: Cambria House - Cambria Training Room Associated Item: CRSE 14004

Employees to be Withdrawn

User can Self-

User Organisation Item Title Class ID Register
CRSE 14004
{Rev 15/7/2020 . .

s 10:53 AM g;ﬂ:ess Writing 53006 No
AfricalJohannesburg)
CRSE 14004
{Rev 15/7/2020 . .

J 10:53 AM Dusiness Wit 53006 No
AfricalJohannesburg)
CRSE 14004
{Rev 15/7/2020 . s

F 10:53 AM pusiness Wit 53006 No
AfricalJohannesburg)

MNotify:

Users Instructors Managers Others

(] Remove associated item from the Learning Plan

Withdraw Employees T4

If the course is no longer needed for the employee’s role, select the Remove associated item from the
Learning Plan checkbox.

- Click Withdraw Emplnyeea

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

Successfully Withdrawn

All withdrawals in this class were successful.

Register or withdraw more employees

Close

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

Procedure

1. Login to SuccessFactors and access the My Team page.

My Learning My Team

Search Learning Plan: A u:] m Sort By Date | Priority Y Filter Find Learning

Register Now | w

A H Keyword Course name o... SelectAll v All Assignment Types v
v Due later
R H
3uzizozd | | | REQUIRED
L -

Development Dialogues

CRSE 7006 rev.1 7/11/2019

& Assigned by L [

v Due Anytime

Pyt

Y Xl

Avoiding Burnout
CRSE LINKEDINLEARNING_6034 rev.1 3/4/2020

8 Self-Assigned

OPTIONAL

Business Writing Skills
CRSE 14004 rev.1 15/7/2020

@ Begins 21/2/2024 at Cambria House

& Assigned by L [

ENROLLED | ¥

Find Learning @

Browse all courses >

Manager Links

Add to Learning History
Assign/Remove Learning
Register/Withdraw Employees
Approvals

Dashboard

Reports

Curricula

Mo required curricula are
assigned.

Learning History

1 item completed in the last
30 days.

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

learning and class registrations.

lzizoz24 | | | REQUIRED

Development Dialogues More ¥

Register Now | v

Request a Class

Business Writing Skills More ¥
CRSE 14004 rev.l 15/7/2020

@ Begins 21/2f2024 at Cambria House

£, Assigned by L I H

CRSE 7006 rev.1 7/11/2019 Remove
&, Assigned by L [2=] Recommend
OPTIONAL

EMROLLED | »

Withdraw

View Registration
Request a Class

Recommend
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Changing a team member’s learning plan (continued)

My Learning My Team

Search Learning Plan: A a-| m Sort By Date | Priority W Filter Find Learning

A H Keyword Course name o... SelectAll v All Assignment Types v
Find Learning @
v Due later —_——
R : Browse all courses >
311212024 | (7| | | REQUIRED Register Now |
L A .
Development Dialogues Manager Links
CRSE 7006 rev.1 7/11/2019
8 Assigned by L [mg] Add to Learning History
- Due Anytime Assign/Remove Learning

Register/Withdraw Employees

Pyt

.i s
- Approvals
Avoiding Burnout Dashboard
CRSE LINKEDINLEARNING_6034 rev.1 3/4/2020
Reports
8 Self-Assigned
OPTIOMAL ENROLLED | »
S m
CRSE 14004 rev.1 15/7/2020
@ Begins 21/2/2024 at Cambria House Curricula
8 Assigned by L [==] No required curricula are
assigned.

Learning History

1 item completed in the last
30 days.

- 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.

A >

Add to Learning History
Assign Leaming

Register Employee
Assign Alternate Manag...
Reports

Extermal Leamning Requ...
Send Message

Options & Setiings
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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. Login to SuccessFactors and access the My Team page.

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

Manager Links

Add to Learning History
Assign/Remove Learning
Register/Withdraw Employees
Approvals

Dashboard

Reports

2. The Add to Learning History dialogue box appears.

Add to Learning History

Select the type of item you would like to add to history:

1\ External Event
Add to learning history for items that are not

entered into the system.

Cancel

- 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.

Add to Learning History

Enter Event Details

Required #

@ External Event

Description

Completion Date:diMyyyy)x | 28/11/2023 = Total 'j‘;;ﬂ"f’

Contact Hours:
(1o00) @ ———

Credit Hours:
(1000) < ——

CPD:
(1o00) @ ——

Completion Time:{hh:mm AMPM) * 02:54 PM

Time Zone:* South Africa Standard Time (AfricalJoharwmesbu...

Instructor 1D: Q

Mame of Training Provider / Learning Institution:

@ Employees @

There are no Users selected.

Back Cancel

- 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 Employees

Enter Employees Enter Region Enter Job Code Enter Manager Enter Organisation

O F 41000965 A
0 J 41000965 A
0O 3 41000965 A

Cancel

- 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 m
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.

Add to Learning History

Enter Event Details

Required »

@ External Event

Description Customer Service Essentials

Total Hours:
Completion Date:amiyyyy)«  27/11/2023 5 oo 8
( )

Contact Hours:
Completion Time:{hh:mm AMPM) * 05:00 PM (1000)
( ) _

Credit Hours:

Time Zone: South Africa Standard Time (Africa/Joharwmesbu... 1000
[ } S
CPD:
Instructor 1D:
nstructor Q (1000) -
Mame of Training Provider / Learning Institution: CS Skills
© Eemployees @ Assign Defaults
Name Grade Comments Remove
L O ®
R O ®
A O ®

Back Cancel

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

RPN Conine |
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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.

Add to Learning History

Confirm Learning Details

Item: Rev
Description: Customer Service Essentials

Completion Date:  27/11/2023 Total Hours: .00

Completion Time:  05:00 PM AfricalJohannesburg Contact Hours:
Instructor: €S Skills Credit Hours:
CPD:
Employees
Name Grade Comments Costs Amount
L B0%
= 85%
A B0%

- Click Add to Learning History .

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

Add to Learning History

Recording Status

Learning Recorded Successfully

Item: Customer Service Essentials Rev:

. 5 @ File Attachments (0)
s ) @ File Attachments (0)
. F @ File Attachments (0)

Close

- If there are related documents (e.g. certificate) to attach for any of the employees, click
@ File Attachments (0)

If there are no documents to attach, skip to step 8.
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Recording external learning for team members (continued)

e The File Attachments dialogue box appears.

File Attachments

File Attachment: Choose File | Mo file chosen

File Description:

Upload

There are no attachments.

e Click or . Brewse.. | (hytton 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.

e Enter a File Description.

Upload
e Click ploa

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

File Attachments -

File Attachment: Choose File | Mo file chosen

File Description:

Upload
Remove File Name Description Date Size
Added (KB)
@ cerificate. pdf Course attendance certificate 281172023 33

o Click I to close the File Attachments dialogue box.

e 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 Close to return to the My Team page. The recorded external learning will appear in the

employee’s Learning History tile.

May 2024 Page 38




<<

  /ASCII85EncodePages false

  /AllowTransparency false

  /AutoPositionEPSFiles true

  /AutoRotatePages /None

  /Binding /Left

  /CalGrayProfile (Dot Gain 20%)

  /CalRGBProfile (sRGB IEC61966-2.1)

  /CalCMYKProfile (U.S. Web Coated \050SWOP\051 v2)

  /sRGBProfile (sRGB IEC61966-2.1)

  /CannotEmbedFontPolicy /Error

  /CompatibilityLevel 1.4

  /CompressObjects /Tags

  /CompressPages true

  /ConvertImagesToIndexed true

  /PassThroughJPEGImages true

  /CreateJobTicket false

  /DefaultRenderingIntent /Default

  /DetectBlends true

  /DetectCurves 0.0000

  /ColorConversionStrategy /CMYK

  /DoThumbnails false

  /EmbedAllFonts true

  /EmbedOpenType false

  /ParseICCProfilesInComments true

  /EmbedJobOptions true

  /DSCReportingLevel 0

  /EmitDSCWarnings false

  /EndPage -1

  /ImageMemory 1048576

  /LockDistillerParams false

  /MaxSubsetPct 100

  /Optimize true

  /OPM 1

  /ParseDSCComments true

  /ParseDSCCommentsForDocInfo true

  /PreserveCopyPage true

  /PreserveDICMYKValues true

  /PreserveEPSInfo true

  /PreserveFlatness true

  /PreserveHalftoneInfo false

  /PreserveOPIComments true

  /PreserveOverprintSettings true

  /StartPage 1

  /SubsetFonts true

  /TransferFunctionInfo /Apply

  /UCRandBGInfo /Preserve

  /UsePrologue false

  /ColorSettingsFile ()

  /AlwaysEmbed [ true

  ]

  /NeverEmbed [ true

  ]

  /AntiAliasColorImages false

  /CropColorImages true

  /ColorImageMinResolution 300

  /ColorImageMinResolutionPolicy /OK

  /DownsampleColorImages true

  /ColorImageDownsampleType /Bicubic

  /ColorImageResolution 300

  /ColorImageDepth -1

  /ColorImageMinDownsampleDepth 1

  /ColorImageDownsampleThreshold 1.50000

  /EncodeColorImages true

  /ColorImageFilter /DCTEncode

  /AutoFilterColorImages true

  /ColorImageAutoFilterStrategy /JPEG

  /ColorACSImageDict <<

    /QFactor 0.15

    /HSamples [1 1 1 1] /VSamples [1 1 1 1]

  >>

  /ColorImageDict <<

    /QFactor 0.15

    /HSamples [1 1 1 1] /VSamples [1 1 1 1]

  >>

  /JPEG2000ColorACSImageDict <<

    /TileWidth 256

    /TileHeight 256

    /Quality 30

  >>

  /JPEG2000ColorImageDict <<

    /TileWidth 256

    /TileHeight 256

    /Quality 30

  >>

  /AntiAliasGrayImages false

  /CropGrayImages true

  /GrayImageMinResolution 300

  /GrayImageMinResolutionPolicy /OK

  /DownsampleGrayImages true

  /GrayImageDownsampleType /Bicubic

  /GrayImageResolution 300

  /GrayImageDepth -1

  /GrayImageMinDownsampleDepth 2

  /GrayImageDownsampleThreshold 1.50000

  /EncodeGrayImages true

  /GrayImageFilter /DCTEncode

  /AutoFilterGrayImages true

  /GrayImageAutoFilterStrategy /JPEG

  /GrayACSImageDict <<

    /QFactor 0.15

    /HSamples [1 1 1 1] /VSamples [1 1 1 1]

  >>

  /GrayImageDict <<

    /QFactor 0.15

    /HSamples [1 1 1 1] /VSamples [1 1 1 1]

  >>

  /JPEG2000GrayACSImageDict <<

    /TileWidth 256

    /TileHeight 256

    /Quality 30

  >>

  /JPEG2000GrayImageDict <<

    /TileWidth 256

    /TileHeight 256

    /Quality 30

  >>

  /AntiAliasMonoImages false

  /CropMonoImages true

  /MonoImageMinResolution 1200

  /MonoImageMinResolutionPolicy /OK

  /DownsampleMonoImages true

  /MonoImageDownsampleType /Bicubic

  /MonoImageResolution 1200

  /MonoImageDepth -1

  /MonoImageDownsampleThreshold 1.50000

  /EncodeMonoImages true

  /MonoImageFilter /CCITTFaxEncode

  /MonoImageDict <<

    /K -1

  >>

  /AllowPSXObjects false

  /CheckCompliance [

    /None

  ]

  /PDFX1aCheck false

  /PDFX3Check false

  /PDFXCompliantPDFOnly false

  /PDFXNoTrimBoxError true

  /PDFXTrimBoxToMediaBoxOffset [

    0.00000

    0.00000

    0.00000

    0.00000

  ]

  /PDFXSetBleedBoxToMediaBox true

  /PDFXBleedBoxToTrimBoxOffset [

    0.00000

    0.00000

    0.00000

    0.00000

  ]

  /PDFXOutputIntentProfile ()

  /PDFXOutputConditionIdentifier ()

  /PDFXOutputCondition ()

  /PDFXRegistryName ()

  /PDFXTrapped /False



  /CreateJDFFile false

  /Description <<



    /BGR <>

    /CHS <FEFF4f7f75288fd94e9b8bbe5b9a521b5efa7684002000410064006f006200650020005000440046002065876863900275284e8e9ad88d2891cf76845370524d53705237300260a853ef4ee54f7f75280020004100630072006f0062006100740020548c002000410064006f00620065002000520065006100640065007200200035002e003000204ee553ca66f49ad87248672c676562535f00521b5efa768400200050004400460020658768633002>

    /CHT <FEFF4f7f752890194e9b8a2d7f6e5efa7acb7684002000410064006f006200650020005000440046002065874ef69069752865bc9ad854c18cea76845370524d5370523786557406300260a853ef4ee54f7f75280020004100630072006f0062006100740020548c002000410064006f00620065002000520065006100640065007200200035002e003000204ee553ca66f49ad87248672c4f86958b555f5df25efa7acb76840020005000440046002065874ef63002>

    /CZE <>

    /DAN <>

    /DEU <>

    /ESP <>

    /ETI <>

    /FRA <>

    /GRE <>



    /HRV (Za stvaranje Adobe PDF dokumenata najpogodnijih za visokokvalitetni ispis prije tiskanja koristite ove postavke.  Stvoreni PDF dokumenti mogu se otvoriti Acrobat i Adobe Reader 5.0 i kasnijim verzijama.)

    /HUN <>

    /ITA <>

    /JPN <FEFF9ad854c18cea306a30d730ea30d730ec30b951fa529b7528002000410064006f0062006500200050004400460020658766f8306e4f5c6210306b4f7f75283057307e305930023053306e8a2d5b9a30674f5c62103055308c305f0020005000440046002030d530a130a430eb306f3001004100630072006f0062006100740020304a30883073002000410064006f00620065002000520065006100640065007200200035002e003000204ee5964d3067958b304f30533068304c3067304d307e305930023053306e8a2d5b9a306b306f30d530a930f330c8306e57cb30818fbc307f304c5fc59808306730593002>

    /KOR <FEFFc7740020c124c815c7440020c0acc6a9d558c5ec0020ace0d488c9c80020c2dcd5d80020c778c1c4c5d00020ac00c7a50020c801d569d55c002000410064006f0062006500200050004400460020bb38c11cb97c0020c791c131d569b2c8b2e4002e0020c774b807ac8c0020c791c131b41c00200050004400460020bb38c11cb2940020004100630072006f0062006100740020bc0f002000410064006f00620065002000520065006100640065007200200035002e00300020c774c0c1c5d0c11c0020c5f40020c2180020c788c2b5b2c8b2e4002e>

    /LTH <>

    /LVI <>

    /NLD (Gebruik deze instellingen om Adobe PDF-documenten te maken die zijn geoptimaliseerd voor prepress-afdrukken van hoge kwaliteit. De gemaakte PDF-documenten kunnen worden geopend met Acrobat en Adobe Reader 5.0 en hoger.)

    /NOR <>

    /POL <>

    /PTB <>

    /RUM <>

    /RUS <>

    /SKY <>

    /SLV <>

    /SUO <>

    /SVE <>

    /TUR <>

    /UKR <>

    /ENU (Use these settings to create Adobe PDF documents best suited for high-quality prepress printing.  Created PDF documents can be opened with Acrobat and Adobe Reader 5.0 and later.)

  >>

  /Namespace [

    (Adobe)

    (Common)

    (1.0)

  ]

  /OtherNamespaces [

    <<

      /AsReaderSpreads false

      /CropImagesToFrames true

      /ErrorControl /WarnAndContinue

      /FlattenerIgnoreSpreadOverrides false

      /IncludeGuidesGrids false

      /IncludeNonPrinting false

      /IncludeSlug false

      /Namespace [

        (Adobe)

        (InDesign)

        (4.0)

      ]

      /OmitPlacedBitmaps false

      /OmitPlacedEPS false

      /OmitPlacedPDF false

      /SimulateOverprint /Legacy

    >>

    <<

      /AddBleedMarks false

      /AddColorBars false

      /AddCropMarks false

      /AddPageInfo false

      /AddRegMarks false

      /ConvertColors /ConvertToCMYK

      /DestinationProfileName ()

      /DestinationProfileSelector /DocumentCMYK

      /Downsample16BitImages true

      /FlattenerPreset <<

        /PresetSelector /MediumResolution

      >>

      /FormElements false

      /GenerateStructure false

      /IncludeBookmarks false

      /IncludeHyperlinks false

      /IncludeInteractive false

      /IncludeLayers false

      /IncludeProfiles false

      /MultimediaHandling /UseObjectSettings

      /Namespace [

        (Adobe)

        (CreativeSuite)

        (2.0)

      ]

      /PDFXOutputIntentProfileSelector /DocumentCMYK

      /PreserveEditing true

      /UntaggedCMYKHandling /LeaveUntagged

      /UntaggedRGBHandling /UseDocumentProfile

      /UseDocumentBleed false

    >>

  ]

>> setdistillerparams

<<

  /HWResolution [2400 2400]

  /PageSize [612.000 792.000]

>> setpagedevice



