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1

Getting Started

SAP SuccessFactors Learning keeps track of your courses for you: courses you have been assigned, courses you
have begun, and courses you have completed. You get started by understanding how the courses were assigned to
you, how you can begin them, and how to track your completion status.

The Learning Assignments tile is the hub of the SAP SuccessFactors Learning assignment and completion process.
Whether you assign yourself learning or someone in your organization assigns you learning, the assignment
appears on Learning Assignments tile. You role in the learning process is to complete your assignments and move
them to the History tile.

The other tiles and tabs support the assignment and completion process:

My Curricula: A curriculum is a group of courses that fit together to define a learning goal. The My Curricula tab

tracks your progress through your curricula and provides details about the group of courses.

Classes: The Classes tile contains courses that are near you, starting soon, and required for one of your

curricula. If your organization enables it, you can use it as a shortcut to finding courses.

Links: The Links tile contains links to pages that support the assignment and completion process. The pages

manage approvals, reports, purchases, and other supporting processes.

Recommendations: A recommendation is a learning opportunity that someone thinks would interest you.

Recommendations aren't assignments, but you can add them to your assignments.
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2 Starting and Completing Assighments

Use this information to start and complete courses to reduce your current learning assignments.

Completing Assignments

¢ Anassignment can be instructor-led, online, or instructor-led with online content. Completing an online course
is different from completing an instructor-led course because you can launch online courses at any time, but
you must wait for the instructor's class to complete instructor-led courses.

* Instructor-led courses consist of classes that start at a particular time and place and with a particular
instructor, so they start and finish on their own schedule. To enroll in a class, choose the Register button on the
course card or within Course Details. After you've attended the class, the instructor or an administrator usually
marks the course complete for you.

* You can start or continue online courses assigned to you at any time by choosing the Start Course or Continue
Course action on the course card or within Course Details.

* The agenda of online courses can contain one or more sections of content.

* To see your completion of a section within an online course, you may need to choose the Verify course
completion C (Refresh) button at the top right of the Online Content page. This button refreshes the page to
reflect your completion progress within the online course and indicates the completion on the screen with a
green check mark.

® Note

The visibility of the Verify course completion button depends on type of online content and whether the
content launches inline or in a new window. If the content doesn't need to be refreshed in order for
completion to be recognized, the button won't be displayed.

* Inthe case of an agenda with multiple sections (for example, you've completed some content and there is an
exam which follows), you should use this button to refresh the status of the content before moving on to the
next section. Depending on the assessment settings, you may be required to use this button after completing
an assessment to record your attempt and unlock the other content.

* When you finish the course, the system automatically records your completion in your Learning History.

Recording Completion When It Doesn't Happen Automatically

* In some cases the system can't automatically add the course to your history. If your course is not added to
your history automatically, try recording your own completion in | Learning » Links » Add to Learning
History

* If youdon't see Add to Learning History, then someone else needs to record the learning for you. If the
completed course doesn't appear in your history after a few days, contact your manager for help. Your

PUBLIC SuccessFactors Learning User Help
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manager might be able to mark your course complete in [» My Team » Manager Links » Add to Learning
History 3.
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3.3 Available Classes

We suggest classes to you so that you can more easily find classes that help you complete your learning
assignments.

Available classes are near your location and scheduled to start soon. We show them to you because you have some
interest in them. It could be that you need it for a curriculum that you are assigned or that we noticed that the
course is interesting to you but you haven't been able to enroll yet. The available classes tile is hard coded to return
a max number of 50 classes and there is no configuration to change it.
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5.3 External Learning Requests Work Area

The external learning request work area is for organizations that require that you complete an electronic form as
part of an approval process for external training: training that is outside of your organization. For example, United
States Federal customers use a form called "SF-182" to request external training.

SAP SuccessFactors Learning provides a work area for external learning requests at |» Home # Links ¥ External
Learning Requests. 4. In the work area, you can:

¢ Complete and submit an online form requesting external courses

* View forms that have been sent to you for approval, and then approve or deny the request with a reason

SF-182 = =k
T‘D"

ZI0ERE

EHER

] SF-182

Ex

CAEAE

f

External Learning Request (SF-182) Workflow
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® Note

The phrase "External Learning Request" can be confusing. The workflow uses the phrase even after a request
has been approved. A request can have multiple phases, including approved.

Completing an External Learning Request Form

Go to|r Home ¥ Links » External Learning Requests J.

* Toopen ablank form, click New Request.

¢ Toreuse a form, changing only the form fields that need to change, click Copy Request next to the form you
want to copy.

After you complete the form, follow the workflow wizard to send the form for approval. If you need help completing
the form, click the Instructions link to open instructions on your particular form.

Approving or Denying Requests

When you have pending approval requests, you see an alert: |» Home » My Learning Assignments » You have

pending approval requests. 3 You can either click the alert or click | Home » Links » Approvals Jto open the
approvals work area.

® Note

You use the same approvals work area whether you're approving an external learning request, approving the
verification of an external learning request, or approving some other kind of request, such as internal training.

In the approvals work area, go to |# Training ¥ External Training 3 and then follow the workflow wizard to approve or
deny the request. Your organization might have multiple steps in the workflow, but at the end of the process, the
request appears in the user's assignments list and the user's external learning request work area.

Identifying Upcoming External Training

To identify upcoming external training events, go to |» Home » My Assignments » Filter 3, and then select External
Learning Requests from the course types list.

Verifying an External Learning Request

After you attend an event, you verify that you attended it. To verify your attendance, go to [ Home ¥ Links »

External Learning Requests 3. Find the request that corresponds to your event and click Verify. Follow the workflow
wizard to complete verification. After you verify your attendance, the event appears in your history.
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® Note

In many cases, you can verify your attendance by yourself. In some cases, an administrator must verify your

attendance.

Attaching a Document to the External Learning Request and Verification

Request

The users can now add documents in the SF-182 form, a Single Attachment or Multiple Attachments based on the

configuration of an external learning request.

Users can create an External Learning Request with attachments and submit it for approval. The request can be
approved or denied. Upon approval, the request moves on to verification. The request can either be approved or
denied but the approvers should have access to the attachments during the approval process.

SECTION C: COSTS AND BILLING INFORMATION
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5.5 News Page Work Area

This topic describes the news page, a read-only workspace that your organization can use to post information
about SAP SuccessFactors Learning.

When you log on, the system displays a news page that your company can use to communicate with you. You can
select Do not show this page every time | sign in to hide the page until the content changes. To open the hidden

news page, go to [r Home ¥ Links » News 3.
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6 Important Concepts
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6.4 Offline Learning

There are two ways to view content when you aren't connected to the internet: the Offline Player web client and
Mobile Learning. This topic describes the differences between the two.

Offline Player for Web

You can download learning content to the Offline Player and disconnect from the internet to work on the content
offline. The Offline Player tracks the content objects you complete while you're offline. When you log back in to the
Offline Player, you synchronize your progress with Learning.

Offline Content for Mobile

You can download certain learning content to launch offline in the SAP SuccessFactors Mobile app. Your learning
administrator can restrict the content that can be downloaded to Mobile Learning.
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7  Supervisor Actions
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® Note

SCERSMNEBEREESIAD - BAIE b [ER] » [EE] » [SMEBER] 1 > SHIMNBEEFRET o HERIMNEDIEB A RN R
SNEREED o

SCERIMNBR B EFE 0 R EREILTERE » BILFE/VOEFRS

EEEd

SRR RESE > ARETWERRELIINEY - ERBNE TR B CERERE - CPrRANEN A RERBE
ZE—&5 o

Related Information

SizR R Z R (B 31 B
BRI 25k [F 328
SERNHNER[E 328
SRR REHNER (B 32E

7.4.1 SRR HE O

FEERPEETHENNERNEZRR - EENBBIABREBERNEZNIMREE -
FEERBPTEETHERMFERZ ANERNEZRR - CHRBHZENERRRR -
{EE R RRRRIER R EY

BiaiE ez EAER
EBASE SIS EREZRET > THARKSEABAREHEE 2R - BRYATELHRESHZAERT

IR E - At BAEHEERE > STl AR B ERBENBE - RRREST
BRBSTE > & B8RS TIE L B AR SR o

TREE AL EST R B ESEEIEERE © sHEERF TR ENEE o

BEmE R EEMRMEE D AR BURZERERVER - SREMBBR ISR  FRETEE
B o

RS RN RELBAAEEREZRREN—BEEAY - RRCHBNARETS (PN
FE - BOLEHEF)

Related Information

TERSEE TR [F 30 5]

SuccessFactors Learning User Help PUBLIC
Supervisor Actions PUBLIC 31



7.4.2 {EE5H KRN 25085

N EERBIEETT KT DI

EETM RN ER 2
2L

B BT BRI TR ER ©

RRADBELHAAEEREZREN—BEEAN - ERCHENARIETS GIUFE 85D
EEs#F) o

WA ZERIZOVTAR TGRS » & BBA IR EFERUIRES © FRIFICREZRERFARE
BABERARRATIREIBIARE -

Related Information

FTERRSEIFE [F30E8

7.4.3 BYEFEAYERY

KREERASBEERM (LMS) Fracirz SBRHAVERR o
FEERPTEBRBFERZ ANERNEZAR - CHRBHZHEENNERRRL -

SRRMNEERR
R RRR B

22

LS

MR HIRT R ICTR AR i —RE B EHFT R AVERH - IR0 R A ERRET » &
RIRRAB R AP A R R BB RARAN - FEE S MRS RICFRERREMAMNER - W
MR HREEIEERRE BIERRER) » AR USERFERIIABAS R 2 Z 415 HARR
YRR - AR HFERNSREERRALARRLE - MICE U ENTERREFR
S8k > IR E UITARGC T S E R BRBVRHER B{ENNABIS AR R 2R (IR B = o

BORE

BNBYEAP TR —HEREIEFTRIBIEE o fii > ERSEERK > SESEHR3
RHE—E 1)RSRIERE 15 [E2H8 o MILRAEREIER 45 > BRREBIMATE—R 3B
SR o

R

RARFTHR TR AP BEMIIRAVERE o fIiN > ERE T —EH 8/ N\RHIRSIRE - R
STE 6 /)R REAMRRAEER - ARSRFER 6 -

CPE &L

CPE 2 EHEHE) MR o CPE AP AR RILER T EME 2 RIS RE
&) o AUt CPE R#GE DR » SOREEMAR TR — RS2 T ES B PTHERIRE - f
W EREXERK 0 SESER 3 RHE—Z 1/)\ERE 15 E25 - NILRAERFHIES
45 > BRI EBEIMATIE—R 3 AR DRE > MR CPE HEGEE T LUEIRE#:5E -

744 RSB RFBNER

A EERPUACH2 B EBHER o

PUBLIC
32 PUBLIC

SuccessFactors Learning User Help
Supervisor Actions



FsCirA R NEEESE - A URHRZESNER - FEEERINE EEH 8% BATHERNEHE -
SREESIEFERENERDE -

Related Information

TECHRERIE[E 308
SAP SuccessFactors Learning B [ 27 B

7.5 Register/Withdraw Employees Work Area

This topic describes how supervisors can register and withdraw users from courses.

As a supervisor, you interact directly with your team of employees most often, and you are better positioned to
understand what classes a particular employee needs or doesn't need. Therefore, you can use the Registration
wizard to manage those needs by withdrawing or registering users for classes.

® Note

You can only enroll or withdraw users from classes that have not yet started.

When you register a user, you can enter comments about registering the user. For example, you might want to
inform the instructor of any special needs or circumstances about a user you have registered. Administrators can
access your comments by viewing the class record; end users never see your comments.
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Important Disclaimers and Legal Information

Hyperlinks

Some links are classified by an icon and/or a mouseover text. These links provide additional information.
About the icons:

®  Links with the icon [ : You are entering a Web site that is not hosted by SAP. By using such links, you agree (unless expressly stated otherwise in your agreements
with SAP) to this:
®  The content of the linked-to site is not SAP documentation. You may not infer any product claims against SAP based on this information.
®  SAPdoes not agree or disagree with the content on the linked-to site, nor does SAP warrant the availability and correctness. SAP shall not be liable for any
damages caused by the use of such content unless damages have been caused by SAP's gross negligence or willful misconduct.
L]

Links with the icon 'h": You are leaving the documentation for that particular SAP product or service and are entering an SAP-hosted Web site. By using such links,
you agree that (unless expressly stated otherwise in your agreements with SAP) you may not infer any product claims against SAP based on this information.

Videos Hosted on External Platforms

Some videos may point to third-party video hosting platforms. SAP cannot guarantee the future availability of videos stored on these platforms. Furthermore, any
advertisements or other content hosted on these platforms (for example, suggested videos or by navigating to other videos hosted on the same site), are not within the
control or responsibility of SAP.

Beta and Other Experimental Features

Experimental features are not part of the officially delivered scope that SAP guarantees for future releases. This means that experimental features may be changed by SAP at
any time for any reason without notice. Experimental features are not for productive use. You may not demonstrate, test, examine, evaluate or otherwise use the
experimental features in a live operating environment or with data that has not been sufficiently backed up.

The purpose of experimental features is to get feedback early on, allowing customers and partners to influence the future product accordingly. By providing your feedback
(e.g. in the SAP Community), you accept that intellectual property rights of the contributions or derivative works shall remain the exclusive property of SAP.

Example Code

Any software coding and/or code snippets are examples. They are not for productive use. The example code is only intended to better explain and visualize the syntax and
phrasing rules. SAP does not warrant the correctness and completeness of the example code. SAP shall not be liable for errors or damages caused by the use of example
code unless damages have been caused by SAP's gross negligence or willful misconduct.

Bias-Free Language

SAP supports a culture of diversity and inclusion. Whenever possible, we use unbiased language in our documentation to refer to people of all cultures, ethnicities, genders,
and abilities.
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