
The high-level steps for Administrators and 

Managers to add an External Certification to an 

employee’s Learning Profile are shown in the menu 

to the left.

Navigation

• Click the numbered circles on the left to move to the first step in each 

phase. 

• Use the Page Down key to proceed through the quick steps. Use the 

Page Up key to return to a prior slide.
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Best viewed in IE or Adobe PDF Reader.
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Click the name of the 
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On the Employee’s 

Total Talent Profile, 

click TRAINING & 

DEVELOPMENT.
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Click Training to 

expand the section.
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Click View Learning Profile.
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Administrator,  Step 3.
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Click MY EMPLOYEES.
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Click the Learning tab.
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Find the employee 

whose Learning Profile 

you want to access, 

then click the drop-

down arrow to expand 

the Action menu and 

click Learning Profile.
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Scroll to the 

External 

Certifications 

section. 
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Admin or Manager: Click Add 

External Certification

Click Add External Certification.
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Enter information in the following fields on the External 

Certifications Screen:

• Acronym: Enter an acronym, if necessary.

• Certification Name: Enter the certification name.

• Description: Enter a short description.

• Issued By: Enter the institution who will grant the certification.

• Effective: Enter the date on which the certification becomes 

effective.

• Expiration Date: Enter the expiration date.

• Upload File: Upload any files you want to attach to this 

certification.

• Required to Perform Job Duties: Check this option if the 

certification is required for the employee to perform his or her 

job.

• Notify Users Before Expiration: Select this option to send a 

notification to the employee before the certification expires.

• Number of Days to Notify After Expiration: Specify the 

number of days after expiration to send a notification to the 

employee that the certification has expired.

• Frequency (Days) of Reminders After Expiration: Specify 

how often a repeat reminder will be sent to the employee.

• Reminder Notification Recipient: Select additional people 

who should receive reminders of certification expiration. You 

can click the double arrow to move all people to the recipients 

list, or click a role in the left column and click the single arrow to 

specify that this role should receive a notification.
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This concludes the 

Add External Certifications as a Manager or 

Administrator quick steps.
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