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Adding LinkedIn Learning History to SuccessFactors

This material was developed for the SuccessFactors Learning
Management System. If you have issues, please submit an 10T Help
Desk ticket and ask for it to be reassigned to the SPD — LD Queue.

You can also visit the INSPD Training website for additional resources.
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https://www.in.gov/spd/2331.htm

SuccessFactors Learning
Adding LinkedIn Learning History to SuccessFactors

To add a LinkedIn Learning item
completed prior to the launch of
SuccessFactors learning, select “Add to
Learning History” link on your My

Learning page

Select “item
based event”

Select the &
icon to locate
the course
from the
library

‘__/ |search Q Language & Currency
678 E =
Enter the course title into the Search COURSES
field or use the filters to refine your e by
Se a rC h . Learning Type

Once the desired course has been |
located, choose “Select” S —— el LRET S
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o Accomplishments

Add 1o Learning Hist...

MOST RECENTLY ADDED

g Performance & Goals:
L ' Performance o

g Performance & Goals:
L | Performance o

Approvals
External Learning R...

MNews

Reports

Add to Learning History

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

Item based event External Event

Add to learning history for items entered into the system. Add to learning history for items that are not entered into the
system.

Add to Learning History

Enter Item Details
* Reguired

= hem | & [ —

No item selected.

=] Employee

Name * Grade Costs Comments

Chelsie Benefisl [E]

| 15 SECRETS

SUCCESSFUL PEOPLE KNOW ABOUT
TIME MANAGEMENT

Source

17) (ELRN LINKEDINLEARNIN|

‘ = Free
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Adding LinkedIn Learning History to SuccessFactors

Enter the date the Add to Learning History 1
P Enter ltem Details
course was originally Required
co m p I eted in th e = . Item: Finding Your Time Management Style (LINKEDINLEARNING_821) Rev 11/15/2020 03:37 PM UTC | Change Item |
0 . — .
“Completion Date” T — K | Tt —
. “Completion Time: L e Contact Hours: 1
field (hh:mm AMIPM) 4 | oo
* Time Zone: Coordinated Univers.d Time (UTC) ~ Credit Hours: 1
(1000}
. Instructor ID: |:Q CPE. 1
Enter the tl me Instructor Name: [ e
(approximate) the =) Employee Assign Defaults
course was o r|g| na | |y Name Grade * Completion Status Costs Comments
. Chelsie Benefiel [ ~
completed in the r‘ -
“Completion Time” * Completion Status J ),
N\

field &3 sy | ELRIC (Successtuly Completed ) - For Cred v

ELRN-SUE (Substitute ) - For Credit
ELRN-C (Successfully Completed ) - For Credit

Select a “Completion Status”
from the dropdown menu

ELEN-UC (Unsuccessfully Completed) - Mot-For-Credit

ing History
Add to Learning History
onfirm Learning Details

‘ Item: ELRN LINKEDINLEARNING_821 rev 1 - 11/15/2020 03:37 PM UTC

“" H ” ‘Completion Date: 2/5/2021 Total Hours:
SeIeCt contlnue to ‘Completion Time: 03:50 PM UTC ‘Contact Hours:
confirm the Lea rning Primary Instructor: Credit Hours:
CPE:
Details Employee
Name Grade Completion Status Comments Costs Amount

Select “Add to Learning
History” to continue

Chelsie Benefiel ELRN-C

Add to Learning History Cancel
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Adding LinkedIn Learning History to SuccessFactors

Select an
Administrator to
complete your
request by
choosing “Select
User for
Approva

III

Locate the admin using one or more of
the provided search fields (not all

fields are required)

Once desired admin is
located, choose the
add checkbox and
select “Add Checked”
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AXee L) 1

Add to Learning History
t

ub Approval

This request requires approval using the steps listed below. If any step does not have a user listed as an approver, you must select one before you can
submit the request.

|Hismry Record Details

Title: Finding Your Time Management Style Completion Date: 2/5/2021

Type: Internal Event ‘Completion Time: 08:50 PM America/indianapolis
|Appnwil Steps

Approval Step Approvers

Supervisor Manager Level 1 (Show AlL)

Admin | _/ Select User for Approval

Add Peer Approvers

Submit for Approval — Search for Users.
Previous
Search for Users to Add
S
UserID: Comtains v/| ‘
Last Name: |Contains | carrender |
First Name:  Coniains || ‘
Middle Name: Coniains | ‘
Job Code: |Conams || |
Contact Email Address: |Contains |
Search
User ID:
Last Name: carrender
First Name:
Middle Name:
Add Checked

Select All f Deselect All

Select Users

Carrender, Jeanetta E Business Systems Cnslt Int Personnel Uq _ 0
/4

Select All f Deselect All

B | ad Crecked
/4
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Adding LinkedIn Learning History to SuccessFactors

Select “Finished” to
continue

After reviewing all
information, select
“Submit” to forward
the request to your
supervisor for approval

Before submission is
complete, user must
attach completion
certificate to their
supervisor.

Once certificates are
uploaded, select the “x”
close the File Attachment
box.

Select “Close” to submit
and finish the request.

Submit for Approval — Search for Users — Edit Selected Users

E— e |

Select All / Deselect AUl

Edit Users
Carrender, Jeanetta E Business Systems Cnslt Int Personnel 00070 =

Select All / Deselect Al

Remove Checked

Add to Learning History 1

Submit for Approval

This request requires approval using the steps listed below. If any step does not have a user listed as an approver, you must select one before you can
submit the request.

‘Hishury Record Details |

Title: Finding Your Time Management Style Completion Date: 2/5/2021

Type: Imemal Event Completion Time: 08:50 PM America/Indianapolis

‘Appmvil Steps |
Approval Step Approvers

Supervisor Manager Level 1 (Show All)

Admin Admin (Show All) (Clear All)

= R soni | | Carcl

Add to Learning History 1

Recording Status

Additional Action Required Before Learning May be Committed ‘

Your request to add to learning history has been submitted and the request for approval has been sent to the required approvers. This event will be

committed to history upon completion of all approvals. -
« Benefiel, Chelsie & Fil Attachments (0) _
B ——

File Attachments

File Attachment: N file chosen
File Description:

Upload

‘ Remove File Name Description Date Added  Size (KB)

@ CertificateOfCompletion_Coaching and 22021 207
Developing Employees.pdf

For more information about locating & downloading certificates in LinkedIn Learning, please
visit https://www.linkedin.com/help/learning/answer/82975)
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