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eLMS 5.8  Supervisor Job Aid – Registering Subordinates in Scheduled Offering

Purpose: The purpose of this job aid is to guide supervisor users through the step-by-step process of managing the registration of subordinates in scheduled offerings within Plateau Learning.   

Tasks:

Task A: Register Subordinates in a Scheduled Offering 

Task B: Withdraw Subordinates from a Scheduled Offering
Task C: View a Subordinate’s Learning Calendar 

Task A: Register Subordinates in a Scheduled Offering 

1. Navigate to My Employees > Registrations from the top menu.
2. Click the Register Users radio button.

3. Click Next.

4. Search for a scheduled offering by entering keywords. 

5. Click Next.

6. Click the Select radio button to select a scheduled offering option.

7. Click Next.

8. Check the Select checkbox next to the corresponding subordinate to register.

9. Click Next.

10. Verify the list of users, enter optional comments, and click Next.

11. Enter financial information, if applicable, and click Next. 

12. Select the email recipients by checking the corresponding Email confirmation checkboxes.

13. Click Finish.
The message displays that registration is successful.


Task B: Withdraw Subordinates from a Scheduled Offering

14. Navigate to My Employees > Registrations from the top menu.
15. Click the Withdraw Users radio button.

16. Click Next.

17. Search for a scheduled offering by entering keywords 

18. Click Next.

19. Select a scheduled offering option.

20. Click Next.

21. Check the Select checkbox next to the corresponding subordinate to withdraw.

22. Click Next.

23. Select the email recipients by checking the corresponding Email confirmation checkboxes. Remove the item from the subordinate’s learning plan by checking the corresponding checkbox.

24. Click Finish.
The message displays that withdrawal from the scheduled offering is successful.

Task C: View a Subordinate’s Learning Calendar  

25. Navigate to My Employees > Organization Chart from the top menu.
An organization chart displays. 

26. Click the Learning link to navigate to the subordinate’s record.
The menu defaults to the subordinate’s Learning Plan. 

27. Click the Learning Calendar top menu link.

28. When the subordinate’s learning calendar displays, you may choose to see it in monthly, weekly, or daily view. 
Verify the registration or withdrawal of the relevant scheduled offering.

29. Click the Return to Org Chart link to view additional subordinate records.
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