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Introduction

This guide covers key tasks for managers in People and Money: Learning - a one-stop-shop for staff
learning at the University.

There are hundreds of learning opportunities (courses) available to you, and your team members.

Some are expected of you in your role and may be assigned to you, and others are available for you to
enrol on, or for your manager to enrol you on, and for you to enrol team members on.

Courses may be instructor-led in a classroom, be delivered virtually using e.g. Teams, or be self-paced
eLearning that you complete independently.

Remember that People and Money offers access to learning opportunities, but it does not replace the
requirement for ongoing and meaningful conversations. Learning aims should be discussed with your team
member(s) and agreed in advance of enrolment. This may occur as part of their annual review or during
your ongoing one to one conversations. Further information to support you is available in the
Conversations Hub.

Before you start, please familiarise yourself with the Guide to Learning, Skills and Qualifications for Line
Managers

Line managers manage team learning by working with their direct reports to:

e Make the most of your new hires’ on-boarding experience by recommending appropriate learning
e Support your team in improving their performance

e Have more meaningful annual reviews and one-to-one conversations

e Keep track of your teams’ learning progress and identify learning requirements

My Team> Learning enables managers to:

e Search the catalogue to review learning options for their direct reports

e View learning enrolment records of your direct reports and their direct reports and export their
search results

e Download the data relating to learning enrolments for their direct reports and all employees in
their reporting line.

e Assign learning to your team, and other teams in your organisation hierarchy

e Recommend learning to your team, or outside of your line management structure

e Find more information on Learning

This guide covers these processes.

Line Managers should also review the Guide to Skills and Qualifications.
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In Brief

This section is a simple overview and should be used as a reminder. More detailed information on each
outcome is provided later in this guide.

View team enrolments

1.
2.
3.

From the home page navigate to My Team then Learning.
Select My Team from the lower left of screen.
Use the filters to refine your search, if desired

View/Edit a team members’ current enrolments

1.

Select the relevant team member to view their learning engagement

Use the filters to refine your search, if desired

Select the “arrow” icon to email a reminder to your report about an enrolment
Select the “eye” icon to the right of each line of information to see more detail
From the details screen, select Actions for more options on this enrolment

Switch team

1.

2.
3.
4

On the Team Learning screen, choose Switch Team from top right of screen

This will display a list of people managers in your team

Select the relevant manager to display their team members learning records

Navigate through your hierarchy of reporting to view other managers team learning records

Use reporting tools in Team Learning

1.

And/or

2.

On the Team Learning screen, choose Actions> Download options to download data relevant to
your direct reports or organisation (all employees in your reporting line)

Use filters to refine a search to your criteria and select the export button to download the data that
is on the screen at the time you select export

Search the catalogue of learning

1.

2
3.
4

From the home page navigate to My Team then Learning.

Select Search from the lower left of screen.

Enter a key word into the Search bar, and/or use the filters to refine your search.
From the results select the course title to Learn More or Assign to My Team.

Assign learning to your team

1.

Use Search to find the learning item you’d like to assign and select it to expose more information.
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2. Choose the option Assign to My Team.
3. Complete the Assignment Details section
Assignment type
Start date
Due Date
d. Choose Selection Type and Learners, and add a note
4. Select Assign.

o oo

Recommend learning

Use Search to find the learning item you’d like to assign and select it to expose more information.
Choose the option Learn More

Review Rating if you wish to

Select the Actions button and choose the option Recommend

Search for the person you want to recommend it to - add a comment if you wish - and select
Submit.

ik wnN e

Copy links
1. Use Search to find the learning item you’d like to share a link to and select it to expose more
information.
2. Choose the option Learn More
Select the Actions button and choose the option Copy Link
4. The link will be copied to your computer clipboard for onward use

w

Record external learning
1. From the Team Learning screen, choose Actions then Record External Learning
2. Complete the following minimum information
a. Start date & completion date
b. Learning item title and description
3. Add Learners, with a note if desired
4. Select Record
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In Detail

View team enrolments

View by Learners
1. From the home page navigate to My Team then Learning.
2. Select My Team from the lower left of screen (if it’s not already selected).

MyTeam O Search

3. Use the filters to refine your search, if desired. You can combine multiple filters and clear them.
You can switch order of presentation by using Sort By.

4., NOTE: if some of your team members do not yet have enrolments on Learning, they will not appear
on this list.

< Team.Learning

B

Q

| | Erecliment Type  DueDste | Erolled on Date  Completed Date | Fivers  Ohaar (1)

3 ttems Sorby -

W

View by Learning Items
1. Select Learning Items to change the view to focus on courses. This example shows an additional
filter for Enrolments: Completed
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< Team Learning

Q

Drwect meports. W [CEETE  Coclmert Type  Due Deie

3 iems sormy * Leamers| | Leaming ibems

| Indormation Seourty Essentials
Eapectad e¥ert O B - 10N heurg
Equabsy and Div Essentials
pectEd EaT 15 1 L

o houes

View/Edit a team members’ current enrolments
1. Select the relevant team member from your My Team screen to view their learning engagement in
more detail
2. Use the filters to refine your search, if desired.

Tips:

e The actions available for each enrolment are context sensitive

e You can see actions/options on learning items with a pre-completed status. (No Offering Selected,
Not Started or In Progress) as there is no need for actions on a Completed enrolment

e Inthe example below you can see for the top enrolment direct access to the email arrow, and the
withdraw icon, and in the 2nd enrolment, the ellipsis is selected to see all available actions for that
enrolment.

View Transcript Switch Team

Enroliments Eni Status Enroliment Type Due Date Enrolled on Date Completed Date: Filters = Clear (3)

-~

7 items | Eniay & ‘ ‘ & |
Using Articulate Rise 360 for Rapid-Deployment Training 7/05/2024 Not Started g ©
New Staff Meet-Up Enrolled Date Enrallment Status
Expected effort is 1.2h - 1.2h hours 7/02/2024 No Active Offering

? Send Email
Equality and Diversity Essentials Completed Enrallment Status
Expected effort is 1.0h - 1.5h hours 22/08/2023 Completed & Withdraw
. . § =5 Select an offering.
Data Protection Essentials completed Enrallment Status
Expected effort is 0.75h - 1.0h hours 16/05/2023 Completed
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Selecting an individual enrolment allows you to see more detail on the team members’ engagement
with that course.

In this example we can see one required activity (the course title) has been completed and one
optional activity (the evaluation).

Use the Actions button to show more detail, if required.
¢ Equality and Diversity Esse

Course

Actions ¥

View More Enrollment Details

View Learning ltem Details
@ Crai ng on 2023-08-22 X
Recommend
1 of 1 required activities completed

° Equality and Diversity Essentials oy S S
elearning

Evaluation §
a Evaluation Completed on 22/08/2023 .
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Switch team
1. Onthe Team Learning screen, choose Switch Team from top right of screen
2. This will display a list of people managers in your team on the right
3. Select the relevant manager to display their team members learning records

Tips:

e From the Team Learning screen you can use Switch Team again to explore learning activity in your
direct reports’ team
e Using Switch Team again, you can explore learning activity in your organisational hierarchy.

Use reporting tools in Team Learning

There are 2 ways to retrieve data from My Team> Learning depending on your requirements.

Actions>Download
Choose Actions> Download options to download enrolment data relevant to your direct reports or

organisation (all employees in your reporting line).

< Team Learning

Q

Siters. Sor "

m M

Tips:

e The download can present up to 10,000 lines of data
e Please ensure that any downloaded reports are stored in accordance with the University’s Data
Protection | Data Protection and Records Management | Data Protection guidance.
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e Some numeric data relating to learning assignment used in the background of People and Money is
displayed as “general” format in Excel. If you need to see this data, simply change these columns to
number format

e If an employee does not have an enrolment on at least one course, there will be no data to report.
Typically, Guaranteed Hours, Casual staff and Contingent Workers are not auto enrolled.

Using filters

£

Use filters to refine a search to your criteria and select the export button | to download the data that is

on the screen at the time you select export.

The following example of a search shows a combination of 2 filters (Reports = Direct, and Enrolment Status
= Completed) with the Learning Items view enabled so that the manager can see the detail of learning
items their team have completed. The manager has saved this search for future use.

< Team Learning

E—— Tran

a

g iterms
Eruciimenty [Tl ircimentipe | fompiesiOste | LesinghemType  Oeptma 3 Flen CearfZ)

Siems -] [ E]

nformation Security Esserials
Expeched efiort 505 « 1 1

Equalry and Drversity Essentials
Expected efiortis 1. 15h 3

Data Presecrion Essertials
7518

From this screen, selecting a course title you are interested in will show the data relating to your teams’

enrolments.

< Data Protection Essentials
Q

11/08/202% Completed h /

e You can use the bookmark icon to create and save a search for future use

e Exporting from this type of search will show only the on-screen data in the downloaded file

e Please ensure that any downloaded reports are stored in accordance with the University’s Data
Protection | Data Protection and Records Management | Data Protection guidance.

. . . Filters
e There are many more filters available — accessed by selecting -
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Search the catalogue of learning
1. From the home page navigate to My Team then Learning.

< Team.Learning Actions +

estmocerrrrTTTTIzE

Q

pirectreports X [ Enroliment Type | | Due Date Enrolledon Date  Completed Date | Filters  Clear (1)

3 items SortBy * ‘ ‘ Learners | Learning ftems l

-

2. Select Search from the lower left of screen.

My Team Q Search

Enter a key word into the Search bar and select the magnifying glass to search. and/or use the filters to
refine your search. You can combine filters and use the Clear function to remove

An example search result for the keyword Team, filtered to show only Self-paced learning is shown

below.

< Search the Learning Catalog

Team Q

Cmegory  Topc SartonorAfier | Endonor et O

10
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4. From the results click on the course title, to open a card with more information, where you can Learn
More (see more details) or Assign to My Team.

Course

Course

Microsoft Teams Tips
and Tricks

Course

Be a Better Manager by Motivating Your Team

5 kkkhk (=0E

Graduate from manager to leader by learning how to motivate your team—developing talent

while incressing performance.

Learn More

[ Assign to My Team

]

Microsoft Teams

Essential Training

Course

-

e - R
Having Career S

Conversations with Your
Team

Course

Y alh

Communication within Bea Managsh

Teams Motivating Your Team

Course Course

T : -8
Office 365 (Microsoft Delegating froma
365) Distance

Course Course

11
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Assign learning to your team
1. Use Search from bottom left of screen to find the learning item you’d like to assign and select it to
show more information

< Search the Learning Catalog

Q

Category | | Topic | = LeamingFormat | Startonor After | End on or Before

548 items SortBy ~

- &= -—. u DV ~~.
Training

Leaming Community Course

Researchers diagnostic imaging an... diagnostic imaging an...

Leaming Community Course

Motivating Your Team Consent Matters

Course Course

Course

Be a Better Manager by Motivating Your Team

S khkkh

Assign to My Team | Learn More

2. Choose the option Assign to My Team to display the following screen
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Assign Learning

Be a Better Manager by Motivating Your Team

Assignment details

Context Segment ‘

Learning items

Be & Better Manager by Motivating Your Team tivating Your Team

Learners

Selaction Type
Persan| T |

Directs

Organization

Person

3. Complete the Assign Learning information
a. Assignment type
i. Voluntary — the assignee(s) can choose whether they enrol or withdraw
ii. Required — the assignee cannot withdraw
b. Start date — select today’s date
c. Due Date —select a future date
d. Context segment fields should be left blank
4. Select a Learning Item
a. typein atitle or topic here to search available courses
b. select the offering title if you’d like to assign a specific offering
5. Choose Learners, by selecting the appropriate information
a. Selection types available are
i. Person —to assign to an individual
ii. Directs —to assign to the direct reports of a manager in your hierarchy
1. Tip: use this to assign to your own direct reports by choosing your own name
in Select a person
2. Organization — assign learning to all employees in your hierarchy
6. Add a Note to Learners, if required
7. Justification field should be left blank
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8. Select Assign from top left of screen. Once assigned you will be returned to your previous screen,
and your team member will receive an email notification and bell icon about this assignment.

Tips:
You can also Assign Learning from My Team> Learning> Actions> Assign Learning

If you have additional security roles in People and Money, this will affect the contents of
“select a person” available to you when choosing Person, Directs or Organisation.

Recommend learning
1. Use Search to find the learning item you'’d like to assign and select it to expose more information.
2. Choose the option Learn More to show the screen below
3. Select the Actions button and choose the option Recommend

< Be a Better Manager by Moi

Course

Enrollin Course

Copy Link

What you'll Report

While managen  Accign Learning to My Team  Managing is sbout people. Effective managers understand themselves and their team members. This understanding facllitates

communication boration. In this course, leadership experts—like former NBA commissioner David Stern and bestselling author David Pink—explain
how to best mo identify and work with different personality types and structure teams that balance autonomy with accountability. Learn how to
recognize four Find Offering icr lectively, increase low motivation, and develop mediocre employees into high performers. By the end, you'll have
the tools you ne 0a true leader who can develop your team's talent and performance.

Add to Journey
This course incl
David Stern, former NBA commissioner
Linda A. Hill, professor at Harvard Business School
Carson Tate, author and productivity consultant (Work Simply)
Daniel H. Pink, bestselling author (Drive and A Whole New Mind)
Lisa Bodell, CEO of FutureThink

Note: This course was produced by Big Think. We are pleased to host this content in our library.

UoE Learning Provider
LinkedIn Learning

4. Add Comments
5. Search for the Learners(s) you want to recommend it to by using the +Add button. You can add
multiple people to a recommendation.
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6. Select Recommend from top right of screen

Recommend Learning cancel

Be a Berter Manager by Motivating Your Team

Why are you recommending this learning?

Comments
Based on our Annual Review check-in

Learners

‘+aua|

™

QU

Copy links
1. Use Search to find the learning item you’d like to share a link to and select it to expose more
information.
2. Choose the option Learn More
Select the Actions button and choose the option Copy Link
4. The link will be copied to your computer clipboard for onward use

w

Record external learning
1. From the Team Learning screen, choose Actions then Record External Learning

< Team Learning Actions v
Assign Learning

Q Record External Learning

RS IO G BT ENE G Enroliment Type | DueDate | EnrolledonDate | Completed Date  Filters | Clear (2)

3items SortBy ¥ ‘ ‘ Learners Learning ltems I

; ; oo
Requ it

] 2

Requ it

] 2

MyTeam Q search

2. Complete the following information
a. Start date & completion date
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Learning item title and description

Add Learners, with a note if desired. You can add multiple people here, if required.
There is no need to populate the Context Segments or Justification fields.

Select Record from top right of screen

Record External Learning

completion details

| 20052004 =] | | 2608,2024 ‘

Learning item details

astended XX Conference ‘

| AE o
Learners

KR *
Justification
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