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Job Aid: Record Learning - Financial
Purpose

The purpose of the Record Learning — Financial job aid is to guide you through the step-by-step
process of using the Learning Event Recorder. Related terminology is provided.

In this Job Aid, you will learn how to:

e Use Learning Event Recorder to Record Completion of Item — Financial
Use Learning Even Recorder to Record Attendance at External Event
Use Learning Event Recorder to Record Completion of Scheduled Offering
View User Learning History tab
Edit Learning Event Using Learning Event Editor

Terminology:

Learning Event: A learning event is the record of:

e A completed item
e An unsuccessful attempt to complete an item

e A record of the attendance or completion of any external event that is considered important
enough to document but not related directly to learning needs.

Types of Learning

e |tem Based Events: Items are the primary events found in the list of learning events
for users. Learning events for items include those created as scheduled offerings and
those with online content where the system records the learning event when the user
completes the content. All items may have a learning event recorded against them for
any user, even if the item was not a part of his/her Learning Plan.

e External Events: A learning activity outside of the organization, such as a college
course or a seminar, for which there is no item record in TMS , which may be
recorded in a user’s Learning History.

e Scheduled Offering: An item or learning event with a scheduled date and time.
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O Task A. Use Learning Event Recorder to Record Completion of Item - Financial

Note:
1.

no

Verify that the Admin tab is selected.
Navigate to Users > Tools >
Record Lgearning — Financial or enter  je E pﬂ . ! (D sﬂu
Record Learning in the Search box at —— . :
the top of the screen. . Step 1: Select
Event Type of the Record Learning - _ Record Learing - Finoncial
Financial wizard displays.
Select the Item radio button. — o s
Click Next. Step 2: Select Item of P— mh
the Recording Learning Financial -
wizard displays.

Home My Employees Organization

Assignment Profiles

@ hem| O bosmarbven 0 Scheduied Ofeerg

Select the Item Type from the
drop-down menu or click the Search

Record Learning - Financial

icon to search for and select an item Users
Assignment Profiles
typ e ’ . Job Positions Step 2: Select ltem
Enter the Item ID in the textbox —
exactly. e
The Revision Date field is *tem Type: @ [boo |
# [tem ID:

automatically populated but can be
modified if necessary.

Click Next. Step 3: Enter
Learning Event Information of the Record Learning -Financial wizard displays.

Revision Date:

Title: |

Fill in all of the required data
fields (*)
Click Next. Step 4: Select Users
of the Recording Learning Financial
wizard displays.
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it Commarce System Admin

10. Enter a User ID exactly.
11. Click Add or click the add
one or more from list link to

Assignment Profiles

search for and select one or
more users.
12.0nce all users have been
added, click Apply Changes.
13. Click Next. Step 5: Edit
User Event Information of the
Recording Learning Financial

lob Positions

Organizations

Record Learning - Financial

Step 4: Select Users

Add Users

Enter User 1D or add one or moee from bst

bl

Edit Selected Users.

There are no Users in the list. Please add Users before proceeding.

Help

wizard displays.

14. Indicate the user’s Status by
selecting an option from the drop-

down menu.

15. Enter Comments (optional).

16. Enter or adjust Grade
(optional).

17. Click Next. Step 6: Edit User
Event Financial Information of the
Recording Learning — Financial
wizard displays.

19. Enter any relevant financial

Record Learning - Financial

Seep 5: Edit User Event Information

information about the learning
event.
Note: If you enter a Price, you
must also enter a Cost Center
Account Code in order to proceed.
20.Click Next. Step 7: Record Event
of the Recording Learning —
Financial wizard displays.

Record Learning - Financial

Step b: Edit User Event Financial information

TMSUSERD .00 U5 Dotar (5D N

USERDY, TME T)
All Costs bebow are ln; | LS Dolar (USD) -
MongovernmentContib

Traling_Per_Diem_Cost
Trairdng_Travel_Cost

For sach User you mary ether enier the Price and Cost and Proft Cerders o you mary enter an order ket
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21.Review the learning event information.

22.Click Finish. The application provides
a status to let you know that the
learning event has been recorded [ra— sl o "
successfully | —
Organizations m@l
lcarmntnwri:m-::::mmr ‘Eﬂnlmlmo\nymm Credit Hours: 400
TMEUSERDT (LISERDT, :;or‘;;mﬁ (DOD- = 0,00 US Dollar {USDY
TMST) Complate)
Comments:

23.Click Print to print a completion
certificate report for each user listed

24.Click Email to email a completion
certificate report to each user listed.

25.Click Start Over... to begin the O
Learning Event Recorder process job Pesitians Status:
agaln. ThIS I’etalnS a" users - Organizations * The leaming event has been successiully recorded

previously selected. g
. =

e Generate Completion Certificates
Learning Event Editor
Merge Users Learning event that previde credits have been successiully recarded for the following User(s).

Senvid Notifications
User 1D Name

TMSUSERDT  USERDT, TMS T

User Heeds Hemt
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O T1ask B. Record Attendance at External Event by Adding a User

Talent Profile: Accessing

B Ee0na

Performance ing Content Commerce System Admin

Help

Note: Verify that the Admin tab is S r— )
selected.
1. Navigate to Users > Tools > users oo Lecan g Pmancial
Record Learning — Financial. Assignment Profles
Step 1: Select Event Type of the ol o Stap 1 Sulect Evint 1y
Recording Learning — Financial —
wizard digplays. ° S A
2. Select the External Event
option.
3. Click Next. Step 2: Enter
External Event Description of the Recording Learning — Financial wizard displays.
4, Enter a Description of the ﬂ . ! ﬂ ﬂ
external event. b _
5. Click Next. Step 3: Enter
Learning Event Information of the ncand Kancalig : Bhandel
Recording Learning — Financial wizard Assignment Profiles
displays. o P——
6. P gomplete Steps 7-21 in Task A e i)
above.
7. Click Fl_nlsh. A pop-up may appear . ﬂ . ! ﬂ ﬂ
requesting that the page refresh ton pertarmar Comnerce_Sptem Admin
before you proceed. e AR Loob)
8. Click OK. e Record Learning - Financial
a-;l,::;.z.o..; Step 7: Record Event
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9. The application provides a
status that the learning event has
been recorded successfully.

10. Click Start Over....to begin
the Record Learning — Financial
process again. This retains all
users previously selected.

Admin

My Employeas

EE 0@

Organization |

Learning  Content  Commerce  System Admin

Users
= Finished
Assignment Profiles
Status
Job Positions o

Organizations = The leaming event has been successiully recorded

Task C. Use Learning Event Recorder to Record Completion of Scheduled

Offering

Talent Profile: Accessing

Note: Verify that the Admin tab is
selected.
1. Navigate to Users > Tools
> Record Learning — Financial.
Step 1: Select Event Type of the
Recording Learning — Financial
wizard displays.
2. Select the Scheduled
Offering radio button.

My Employee

= earni

Record Learning - Financial

ignment Profiles

lob Positions Step 1: Select Event Type

Crrganizations

= Tools © nem O ExernaiEvent |/ Schedul

3. Click Next. Step 2: Select Scheduled Offering of the Recording Learning — Financial

wizard displays.

4, Enter the Scheduled
Offering ID in the textbox exactly
or click the Search icon to search
for and select a scheduled
offering ID.

5. Click Next. Step 3: Enter
Learning Event Information of the
Recording Learning — Financial

ADVANCE
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Home My Employee Organ

..m.ﬂp.l!.(. Nk

- Syrtem Admin

Saarche | Enter Keywords or Comme

- Record Learning - Financial "l
Jsers

Azsignmant Profiles
Job Positions

Step 2: Select Scheduled Offering

Organizations

=i Tools

Scheduled CY
Odfering 10: -
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wizard displays.

6. Fill in all of the required data
fields. Additional information such
as total hours, or credit hours, can
be entered as well.

7. Click Next. Step 4: Select
Users of the Recording Learning —
Financial wizard displays.

8. Review the list of selected
users (all users already registered
into the offering). Remove/add
users from this list.

9. To remove a user, click the
Remove checkbox.

10. Click Apply Changes.

11. Complete Steps 10-21 in Task
A above.

12. Click Finish. A pop-up may
appear requesting that the page
refresh before you proceed.

13. Click OK. The application
provides a status that the learning
event has been recorded
successfully.

14. Click Print to print a
completion certificate report for
each user listed.

ADVANCE
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Home

Users IR

My Employees

Organization Admin

Aeee0n

Learning  Content  Commerce  System Admin

Searchs | Enter Kepwords or Command

d

Users
Assignment Profiles
lab Positions

Organizations

= Toels

Record Learning - Financial

Step 4: Select Users

Edit Selected Lsars

There are no Users in the list. Please add Users before proceeding.

e Syvtem Admin

Finished
Status

o The learning evert has been successiuly mcorded

Generste Completion Certificates

Learring event that provide credits have been successhully recorded for the following User(s]

fame
TMSUSERDY  USERDY, TMS T
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15. Click Email to email a completion certificate report to each user listed.
16. Click Start Over... to begin the

Record Learning — Financial

process again. This retains all users previously selected.

Task D. View User Learning History tab

Talent Profile: Accessing

Note: Verify that the Admin tab is selected.

1. Navigate to Users > Users. — =
2. Enter search criteria to find one of s T
the users for whom you just recorded a 2
completion. : =
3. Click Search. o
4. Click the Edit icon to select the s
user record. s g
5. Click the Learning History tab.
6. Click the View Details link for
additional information on the learning o
event. A separate pop-up window e
appears. T View the Learning History for the User
Note: Any additional attached T =
documents can be viewed here. T T ’
O TaskE. Edit Learning Event Using B i

Leaning Event Editor

Note: Verify that the Admin tab is
selected.

1. Navigate to Users > Tools > oS A ===
Learning Event Editor. Learning Event Editor
2. Enter search criteria to find the :
learning event (for example, search — B e o s i . s e A v e oy
by user ID or between dates). e — Ry il
3. Click Search. xdndioe
pooomorstag (T
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4, Click the Edit icon to select the learning event record. Review the learning event details.
5. On the Summary tab, details
such as the instructor, grade, ﬂ - !
completion status, completion date, R (gab]
and time can be edited. Complcion Status: VA~ HGOMPLETE (VAocompiom)
6. Click Apply Changes to save —— e
any edits made to the learning event — TG the Toarning Event
record. —— [ 2 oo | [ oo
Instructor 1D: G,
7. Click Continue to return to the

Summary tab.

Learning Event Updated
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