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How-To Guide for LEARN:
Assign Learning to Direct Report(s)

1. Introduction

Welcome to the How-To Guide for LEARN!

This guide will show you how to assign learning to your direct reports on LEARN. By
mastering this skill, you will be able to enroll your team in professional development
courses and encourage a culture of continuous learning.

2. Step-by-Step Instructions
Step 1: Access LEARN

Sign into the HRMS using your single sign-on ID and password and then click on the
‘LEARN’ icon.

(https://hdgb.login.ca2.oraclecloud.com/)
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Step 2: Access the Learning Catalog

From the LEARN home page, click on the ‘Search’ tab located at the bottom of the
screen to access the Learning Catalog.

< My Learning Experiences Actions v View Transcript

E Current X Completed Date Enrolled on Date  Clear (1)

Sort B
22 results DOL(IE éate

™ HUMBER ™" HUMBER

Humber - AODA Empathy at Work Humber - AODA
Customer Service... Self Enrolled Customer Service...

®© Browse Q, Search 9 My Learning

Step 3: Search for a Course

In the ‘Search’ tab, type in the course name, or keywords related to a specific topic
in the search bar and then click on the ‘Search’ icon.

< Search the Learning Catalog Actions ¥ Request Noncatalog Learning

Search for learning O\ “

Learning Type Learning Format Start on or After End on or Before Language

Sort By
10000 results Most recently featured

Human Rights, Equity & Occupational Health &
Inclusion Safety Peoples and Culture

Learning Community Learning Community Learning Community

®© Browse Q Search @ My Learning
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Alternatively, you can scroll through the entire Learning Catalog within the ‘Search’
tab.

=™ HUMBER i)

< Search the Learning Catalog Actions ¥ Request Noncatalog Learning

1By
10000 results Most recently featured

Human Rights, Equity & Occupational Health & Customer Service
Inclusion Safety Peoples and Culture Standards for...

Learning Community Learning Community Learning Community Course

and Harrassment Accessibility Standards
Standards far Facnltv Standarde for Sunnart Trainine Reoculatinne

Q Search v My

Step 4: Select a Course to Assign

4.1 Click on the course you’d like to assign and then click on the ‘Learn More’ icon.
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4.2 Click on the ‘Actions’ drop-down and then select ‘Assign Learning to My Team’.

< More Python Tips, Tricks,
Techniques for Data Scien

Course

Enroll in Course

Copy Link
What you'll

Recommend
The power and th its large ecosystem of third-party packages—make it indispensable to data scientists. In this course, instructor
Harshit Tyagi sl Report s that can help you enhance your own Python data science workflow. Harshit covers how to work with IPython
notebooks, incl ows how to use NumPy to manipulate arrays, as well as how to work with pandas, the data manipulation and analysis

tool. He provid ) X h Matplotlib, explaining how to add text to plots and annotate elements on a chart. Plus, get best practices for working
with scikit-lear] Assign Learning to My Team g tips.

Find Offering

Add to Journey

Step 5: Complete the Assign Learning Details

In the ‘Assignment details’ section, select the ‘Assignment Type’ and then select
the ‘Due Date’. In the ‘Learners’ section, type in and select the names of your direct
reports that you wish to assign the learning to and then provide a brief explanation in
the ‘Notes to Learners’. Once finished, click ‘Assign’.

Assign Learning Cancal

More Python Tips, Tricks, and Techniques for Data Science

Assignment details

Start Date
Y | 11-Apr-2024

I Due Date | Context Segment

Learners

Select a person v

Justification

Justification to Approvers
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Alternatively, you can assign learning in the ‘My Team’s Learning’ home page which
can be accessed in the HRMS under the ‘My Team’ tab.

Me My Team lalent Acquisition Reporting

QUICK ACTIONS APPS
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Click on the ‘Actions’ drop-down in the header of the home page and then select

‘Assign Learning’.
< Team Learning

Q
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The ‘Assign Learning’ details that you will heed to complete are the same with the
addition of the ‘Learning items’ drop-down where you need to search and select the
learning that you would like to assign. Once finished, click ‘Assign’.

Assign Learning o

Assignment details

- s Start Date
I Assignment Type X I 12-Apr-2024
Co
Learning items
-
Learners
elect a person M

I Note to Learners |

If you’re not sure which learning item you would like to assign, you can browse the
entire Learning Catalog. Navigate to the ‘Search’ tab from the ‘My Team’ home
page. Then select a specific course and click on the ‘Assign to My Team’ icon.

< Search the Learning Catalog

Q

Learning Type  LeamingFormat  City  StartonorAfter  EndonorBefore  Language

10000 items SortBy ¥

Humber Employee Humber HRMS Humber - Office Safety Awareness
Resources Resources Ergonomics Training Training for Humber...

Course Course Course Course

Course  Featured °

Humber Employee Resources

Access Humber College's Knowledge Base for all information pertaining to the role of the
Employee in interaction with the HRMS Human Capital Management System

3
My Team Q search n
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3. Troubleshooting

Issue: Error message is shown when submitting the request.

Solution: Double-check the information entered for any errors or missing fields. If the
issue persists, contact the HR Support Centre for assistance.



https://humber.ca/peoples-and-culture/supports/staff-directory.html

