How to assign learning — individual employee

Click on My
Learning

Click the dots ()
next to the team
member’s name

The employee name
is pre-populated

Enter a Keyword
into the text box
to search for a
specific course
and click on Go

Refine your search
results by Category,
Subject Area,
Source or Delivery
Method
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Click here to access
My Learning

o

Warning! Before assigning training to employees, ensure that

the training is not already assigned or recently completed.

Follow the instructions in the How to View your Employee’s

Learning Profile Job Aid

My Learning *
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Click the Green
plus sign icon (&
Items, Programs
and Curricula) to

There are no ftems, programs or curricula selected.
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Select Desired Courses from Catalog

Search: [official Languages at Canada Past |
¥ Languages: Engiah / anglais (Engish)

Courses (148)

Narrow Courses:
Records per Page:| 500 ¥
)" Category Official Languages at Canada Post (course cre-tarat)
Instructor-Led \
Onling == Online Course
Other e
External ‘When it comes to providing services and communicating in both official
Program languages, Canada Post employees must understand that the use of official

languages impacts al areas of our business. This training allows employees
1o learn what regions in Canada are considered bilngual; our official
languages obligations as colleagues; how official languages impats
recruiting; and how official languages impacts allinternal and external

¥ Subject Area
Commercial Service Network (...
Corporate Programmi__. >
Customer Service >

communications. Tip - Te complete this courss you must obtain five green
checkmarks at the bottom of your screen (one for each module). In order to
Health & Safety obtain these eheckmarks, you must go through each step of the module
Leaders... > (Watch/Detide/Remember/Print) and visit each screen - USe the arrows and
Operati_.. answer all the questions. more:
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3 select

add a course

To select a course,
move your mouse
over the course
description area
and click Select
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How to assign learning — individual employee

You can search and
select other courses if
you have multiple
courses to assign (see
bullets 5-8)
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languages impacts al areas of our business. This training alows employees

to learn what regions in Canada are considered bilngual; our official
lanauages obligations as coleaoues; how offitial anuaces impacts
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Click on the X in
the top right
corner once you
have selected the
course to be
assigned

The course is now
selected
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Sasha Barwick
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Back
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Priority Assign Date

2015-Nov-6
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Click on Assign
Learning

Cancel

Successfully Assigned

have been

be re-assigned
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y added to the specified employess. If the curricula/program were already assigned, they will not

Click on Close

Close
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