
In this click-thru, you will learn how to add Learning 
Requirements as an Administrator and as a 

Learning Manager. You will also learn how to assign 
and remove users from Learning Requirement 

tasks.

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

Use the arrow keys or PgUp/PgDn keys to move 
through each step and sub-step.

Begin

Best viewed in IE or Adobe PDF Reader.

Add Learning 
Requirements and 
Manage Assigned 
Users as an Admin, 
Manager, or Learning 
Manager

Admin: Enable the Learning 
Requirements Feature 

1

Admin or Manager: Fill in the 
Fields on the Add Learning 

Requirements Screen

2

Admin or Manager: Manage 
Assigned Users

5

Admin: Configure the 
Learning Requirements 

Settings

3

Admin or Manager: Continue 
Filling in the Fields on the Add 

Learning Requirements 
Screen and Click Save

4



For Managers and Learning Managers, click here to 
skip to Step 2

Continue

Add Learning 
Requirements and 
Manage Assigned 
Users as an Admin, 
Manager, or Learning 
Manager

Admin: Enable the Learning 
Requirements Feature 

1

Admin or Manager: Fill in the 
Fields on the Add Learning 

Requirements Screen

2

Admin or Manager: Manage 
Assigned Users

5

Admin: Configure the 
Learning Requirements 

Settings

3

Admin or Manager: Continue 
Filling in the Fields on the Add 

Learning Requirements 
Screen and Click Save

4

As an Administrator, you may need to check that 
the following administrative options are enabled 

on the 
Features screen and Settings screen



Continue

Make sure that Tasks is enabled for all the 
groups to whom you want to have tasks 
issued. B

Make sure that Learning Requirements is enabled 
only for specific groups who should have the ability 
to issue Learning Requirements.

C

Add Learning 
Requirements and 
Manage Assigned 
Users as an Admin, 
Manager, or Learning 
Manager

Admin: Enable the Learning 
Requirements Feature 

1

Admin or Manager: Fill in the 
Fields on the Add Learning 

Requirements Screen

2

Admin or Manager: Manage 
Assigned Users

5

Admin: Configure the 
Learning Requirements 

Settings

3

Admin or Manager: Continue 
Filling in the Fields on the Add 

Learning Requirements 
Screen and Click Save

4

Click Administration > Global Settings > 
System Administration > Features.

A



Click Learning.

B

Click Learning Requirements

Continue

C

Click Add New 
Learning Requirement

A

Add Learning 
Requirements and 
Manage Assigned 
Users as an Admin, 
Manager, or Learning 
Manager

Admin: Enable the Learning 
Requirements Feature 

1

Admin or Manager: Fill in the 
Fields on the Add Learning 

Requirements Screen

2

Admin or Manager: Manage 
Assigned Users

5

Admin: Configure the 
Learning Requirements 

Settings

3

Admin or Manager: Continue 
Filling in the Fields on the Add 

Learning Requirements 
Screen and Click Save

4



Select the date when the requirement becomes effective as a policy.
D

If applicable, select the date when the requirement will no longer be in effect as a policy.

Continue

E

Set how frequently the assigned users will need to 
complete the course or class. Setting this to None
means there is only one instance of the task for the 
assigned user to complete.

F

Add Learning 
Requirements and 
Manage Assigned 
Users as an Admin, 
Manager, or Learning 
Manager

Admin: Enable the Learning 
Requirements Feature 

1

Admin or Manager: Fill in the 
Fields on the Add Learning 

Requirements Screen

2

Admin or Manager: Manage 
Assigned Users

5

Admin: Configure the 
Learning Requirements 

Settings

3

Admin or Manager: Continue 
Filling in the Fields on the Add 

Learning Requirements 
Screen and Click Save

4



Continue

Setting the Recurrence Frequency to anything other than 
None displays these additional multiplier fields.

G
In this field, set how often you want the requirement to generate 
a task for the assigned user. For example, if you enter 1 in the 
Recurrence Multiplier field, and the Frequency is Monthly, 
then the application automatically generates a task every 
month. 

H

In this field, set how many times you want the requirement to 
generate a task for the assigned user. Any cancelled task is 
disregarded. This means the application will continue to generate 
a task every month until the assigned user completes the 
Maximum Number of Occurrences that you’ve set.

I

Add Learning 
Requirements and 
Manage Assigned 
Users as an Admin, 
Manager, or Learning 
Manager

Admin: Enable the Learning 
Requirements Feature 

1

Admin or Manager: Fill in the 
Fields on the Add Learning 

Requirements Screen

2

Admin or Manager: Manage 
Assigned Users

5

Admin: Configure the 
Learning Requirements 

Settings

3

Admin or Manager: Continue 
Filling in the Fields on the Add 

Learning Requirements 
Screen and Click Save

4



Continue

This field determines the due date of the requirement. If 
applicable, select the milestone event from which the Due Date 
will be calculated for tasks issued to the user. 

If you set the Task Base Due Date to None, then you will have 
to manually select a date in the Due Date field

J

Add Learning 
Requirements and 
Manage Assigned 
Users as an Admin, 
Manager, or Learning 
Manager

Admin: Enable the Learning 
Requirements Feature 

1

Admin or Manager: Fill in the 
Fields on the Add Learning 

Requirements Screen

2

Admin or Manager: Manage 
Assigned Users

5

Admin: Configure the 
Learning Requirements 

Settings

3

Admin or Manager: Continue 
Filling in the Fields on the Add 

Learning Requirements 
Screen and Click Save

4



For Admins, click here to continue to Step 3 
and configure the settings

If you set the Task Base Due Date to Position Start, then the 
application will automatically calculate the Due Date based on the 
position start date of the assigned user.

K
The default values in these fields are based on your administrator’s 
configuration settings in Step 3 of this guide. You can change the default 
values, but note that doing so recalculates the dates for all assigned 
users who have not yet completed the task.

L

For Managers and Learning Managers, 
click here to skip to Step 4

Add Learning 
Requirements and 
Manage Assigned 
Users as an Admin, 
Manager, or Learning 
Manager

Admin: Enable the Learning 
Requirements Feature 

1

Admin or Manager: Fill in the 
Fields on the Add Learning 

Requirements Screen

2

Admin or Manager: Manage 
Assigned Users

5

Admin: Configure the 
Learning Requirements 

Settings

3

Admin or Manager: Continue 
Filling in the Fields on the Add 

Learning Requirements 
Screen and Click Save

4



Continue

Click Administration > Global Settings > 
System Administration > System Settings.

A

Click Learning Requirements

B

Click Administration > Global Settings > 
System Administration > System Settings.

A

Click Learning Requirements.

B
Continue

Add Learning 
Requirements and 
Manage Assigned 
Users as an Admin, 
Manager, or Learning 
Manager

Admin: Enable the Learning 
Requirements Feature 

1

Admin or Manager: Fill in the 
Fields on the Add Learning 

Requirements Screen

2

Admin or Manager: Manage 
Assigned Users

5

Admin: Configure the 
Learning Requirements 

Settings

3

Admin or Manager: Continue 
Filling in the Fields on the Add 

Learning Requirements 
Screen and Click Save

4



Continue

Click Administration > Global Settings > 
System Administration > System Settings.

A

Click Learning Requirements

B

Set a higher or lower value if necessary. You 
can change this anytime, depending on your 
company’s needs.

D

Set a higher or lower value if necessary. You 
can change this anytime, depending on your 
company’s needs.

C

Continue

Add Learning 
Requirements as an 
Admin, Manager, or 
Learning Manager

Admin: Enable the Learning 
Requirements Feature 

1

Admin or Manager: Fill in the 
Fields on the Add Learning 

Requirements Screen

2

Admin or Manager: Manage 
Assigned Users

5

Admin: Configure the 
Learning Requirements 

Settings

3

Admin or Manager: Continue 
Filling in the Fields on the Add 

Learning Requirements 
Screen and Click Save

4



Continue

Select whether the requirement is a Course or a Curriculum.

A

Add Learning 
Requirements and 
Manage Assigned 
Users as an Admin, 
Manager, or Learning 
Manager

Admin: Enable the Learning 
Requirements Feature 

1

Admin or Manager: Fill in the 
Fields on the Add Learning 

Requirements Screen

2

Admin or Manager: Manage 
Assigned Users

5

Admin: Configure the 
Learning Requirements 

Settings

3

Admin or Manager: Continue 
Filling in the Fields on the Add 

Learning Requirements 
Screen and Click Save

4



Continue

If you selected Course, then search for 
and confirm the course to add to the 
learning requirement.

B

Add Learning 
Requirements and 
Manage Assigned 
Users as an Admin, 
Manager, or Learning 
Manager

Admin: Enable the Learning 
Requirements Feature 

1

Admin or Manager: Fill in the 
Fields on the Add Learning 

Requirements Screen

2

Admin or Manager: Manage 
Assigned Users

5

Admin: Configure the 
Learning Requirements 

Settings

3

Admin or Manager: Continue 
Filling in the Fields on the Add 

Learning Requirements 
Screen and Click Save

4



Continue

If you selected Curriculum, then choose the curriculum 
name from the drop-down list.

C

Add Learning 
Requirements as an 
Admin, Manager, or 
Learning Manager

Admin: Enable the Learning 
Requirements Feature 

1

Admin or Manager: Fill in the 
Fields on the Add Learning 

Requirements Screen

2

Admin or Manager: Manage 
Assigned Users

5

Admin: Configure the 
Learning Requirements 

Settings

3

Admin or Manager: Continue 
Filling in the Fields on the Add 

Learning Requirements 
Screen and Click Save

4



Click Learning.

A

Click Learning Requirements

Continue

B

Add Learning 
Requirements and 
Manage Assigned 
Users as an Admin, 
Manager, or Learning 
Manager

Admin: Enable the Learning 
Requirements Feature 

1

Admin or Manager: Fill in the 
Fields on the Add Learning 

Requirements Screen

2

Admin or Manager: Manage 
Assigned Users

5

Admin: Configure the 
Learning Requirements 

Settings

3

Admin or Manager: Continue 
Filling in the Fields on the Add 

Learning Requirements 
Screen and Click Save

4



Assign Users: Locate the 
Objective Name in the table, 
then click Assign Learning 
Requirement Users from the 
Actions column.

Continue

C

Add Learning 
Requirements and 
Manage Assigned 
Users as an Admin, 
Manager, or Learning 
Manager

Admin: Enable the Learning 
Requirements Feature 

1

Admin or Manager: Fill in the 
Fields on the Add Learning 

Requirements Screen

2

Admin or Manager: Manage 
Assigned Users

5

Admin: Configure the 
Learning Requirements 

Settings

3

Admin or Manager: Continue 
Filling in the Fields on the Add 

Learning Requirements 
Screen and Click Save

4



Select Users.

Continue

D

Add Learning 
Requirements and 
Manage Assigned 
Users as an Admin, 
Manager, or Learning 
Manager

Admin: Enable the Learning 
Requirements Feature 

1

Admin or Manager: Fill in the 
Fields on the Add Learning 

Requirements Screen

2

Admin or Manager: Manage 
Assigned Users

5

Admin: Configure the 
Learning Requirements 

Settings

3

Admin or Manager: Continue 
Filling in the Fields on the Add 

Learning Requirements 
Screen and Click Save

4



Remove assigned users 
if necessary. Click X to 
remove assigned users 
from the list.

Continue

E

Add Learning 
Requirements and 
Manage Assigned 
Users as an Admin, 
Manager, or Learning 
Manager

Admin: Enable the Learning 
Requirements Feature 

1

Admin or Manager: Fill in the 
Fields on the Add Learning 

Requirements Screen

2

Admin or Manager: Manage 
Assigned Users

5

Admin: Configure the 
Learning Requirements 

Settings

3

Admin or Manager: Continue 
Filling in the Fields on the Add 

Learning Requirements 
Screen and Click Save

4



Process the Learning Requirement. The application 
automatically processes Learning Requirements 
and generates tasks for assigned users. This 
process occurs in the background on an hourly 
basis. However, you can manually trigger the 
process to immediately generate tasks. 

Continue

F

Add Learning 
Requirements and 
Manage Assigned 
Users as an Admin, 
Manager, or Learning 
Manager

Admin: Enable the Learning 
Requirements Feature 

1

Admin or Manager: Fill in the 
Fields on the Add Learning 

Requirements Screen

2

Admin or Manager: Manage 
Assigned Users

5

Admin: Configure the 
Learning Requirements 

Settings

3

Admin or Manager: Continue 
Filling in the Fields on the Add 

Learning Requirements 
Screen and Click Save

4



Continue

Add Learning 
Requirements and 
Manage Assigned 
Users as an Admin, 
Manager, or Learning 
Manager

Admin: Enable the Learning 
Requirements Feature 

1

Admin or Manager: Fill in the 
Fields on the Add Learning 

Requirements Screen

2

Admin or Manager: Manage 
Assigned Users

5

Admin: Configure the 
Learning Requirements 

Settings

3

Admin or Manager: Continue 
Filling in the Fields on the Add 

Learning Requirements 
Screen and Click Save

4

Assigned users see the tasks you 
create on the My Tasks screen



View the Learning Requirement to monitor the 
progress, such as how many assigned users 
have completed it versus how many have yet to 
complete it.

Continue

G

Add Learning 
Requirements and 
Manage Assigned 
Users as an Admin, 
Manager, or Learning 
Manager

Admin: Enable the Learning 
Requirements Feature 

1

Admin or Manager: Fill in the 
Fields on the Add Learning 

Requirements Screen

2

Admin or Manager: Manage 
Assigned Users

5

Admin: Configure the 
Learning Requirements 

Settings

3

Admin or Manager: Continue 
Filling in the Fields on the Add 

Learning Requirements 
Screen and Click Save

4



Continue

Add Learning 
Requirements and 
Manage Assigned 
Users as an Admin, 
Manager, or Learning 
Manager

Admin: Enable the Learning 
Requirements Feature 

1

Admin or Manager: Fill in the 
Fields on the Add Learning 

Requirements Screen

2

Admin or Manager: Manage 
Assigned Users

5

Admin: Configure the 
Learning Requirements 

Settings

3

Admin or Manager: Continue 
Filling in the Fields on the Add 

Learning Requirements 
Screen and Click Save

4
Here, you will find a graphical representation of 

the completion percentage, as well as other 
useful information to help you monitor the 

progress of the learning requirement.



This concludes the 
Add Learning Requirements and Managing 

Learning Requirement Users click-thru.

Manage Assigned 
Users as an Admin, 
Manager, or Learning 
Manager

Admin or Manager: View 
Learning Requirements

1

Admin or Manager: Process 
the Learning Requirement

4

Admin or Manager: Assign 
Learning Requirement Users

2

Admin or Manager: Remove 
Assigned Learning 
Requirement Users

3

Admin or Manager: View the 
Progress of the Learning 

Requirement

5
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