
Quick Steps to 
Configure the Training 
Wish List Feature and 
Acknowledge Requests

The Training Wish List feature is turned on by default for the 

Administrator and TWL Administrator groups. 

The high-level steps an Administrator takes to add a user to 

the TWL Administrator group, to enable the feature for 

employees, and to acknowledge a TWL request are shown in 

the menu on 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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Click the Administration icon.
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Scroll down to the Learning 

Groups Section.
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Click the Actions menu icon.
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Click Add Group Members 

from the list of Actions.
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Click Search Users.
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Enter Search terms 

and click Search.
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When the results are 

returned in the modal, 

click the checkbox next 

to the user and click the 

plus icon, or click Add All 

Selected.
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After the user is 

added to the Current 

Selection area, click 

Confirm Selection.
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Add a User to the Training 

Wish List Administrator Group

Confirm the user added to the 

group and click Save.
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Add a User to the Training 

Wish List Administrator Group

The User, Rose Manager, has been added to the Training Wish List 

Administrator group. The next step is to enable the TWL feature for 

employees. Click Continue to step through this process.
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Click the Administration icon.
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Scroll to the Global Settings, 

System Administration area 

and click Features.
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Click the drop-down arrow to 

view the list of groups.
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Continue

Select Employee.
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Continue

Click Learning to 

expand this section.
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Continue

Click Courses to 

expand this section.
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Continue

Check the Training 

Wish List feature.
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Continue

Click Update Features.
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Click Learning.

A

Click Courses & Classes.

Click Training Wish List.
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navigate to the Training wish List screen.
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Click the check mark in the 

Actions column to 

acknowledge that you 

received the employee’s 

training wish list.Continue

If an employee has submitted a request for a training or class 

that isn’t available in the Learning Management System that 

wish list request displays in the grid. 
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Continue

The acknowledged training wish list displays in the grid.

Tip: If you do not see the 

acknowledged wish list, be 

sure to clear any filters 

restricting the view and click 

View All Training Wish List.
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This concludes the 
Configuring the Training Wish List Feature and 

Acknowledging Requests
Quick steps.
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