Weekly Update
Week of September 18, 2017

Subject: MySCLearning Updates
Audience: AST Leads, HR Directors

SAP provides quarterly updates to modules of the SuccessFactors suite (e.g., LMS). The
SCEIS Team is pleased to announce the following update to MySCLearning, effective
September 18, 2017:

e Attachment for Record Learning
e Question Editor

Record Learning Instructions

MySCLearning allows you to record leaning events that take place outside of MySCLearning.
Employees and managers may add learning events to learning history using the following
steps.

Step 1: Log in to MySCLearning

Step 2: Select Record Learning
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Step 3: Select the icon for Item or External as the Event Type

| Record Learning

Select the type of item you would like to record: ‘é

External Event

Record learning for items that are not entered into thg.
system.

Item based event
Record learning for items entered into the system.

Step 4: Enter the details of the learning event in the required fields and click continue
(The below example illustrates an external learning event.)

e Description
e Completion Date
e Completion Time
e Time Zone

Record Learning

Enter Event Details
* Reguired

[=I External Event

*Description Sample
*Completion Date: |: Total Hours:
(MMIDDROYTY) 15207 m |:
*Completion Time: 10:48 AM Contact Hours:
(hh:mm AM/PM)
* Time Zone: |Eastemn Standard Time (America/Mew York) [+] Credit Hours:
Instructor 10: Q, CPE:
Instructor Name: [
=] Employee Assign Defaults
Name Grade Comments
TRACY POWERS D

- i @
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Step 5: Review the information and click Record Learning.

Record Learning

Enter Event Details
* Required

[=] External Event

*Description Sample
*Completion Date: |: Total Hours:
“Competon D oiszor | —
*Completion Time: 10046 AM Contact Hours:
(hh:mm AM/PM)
* Time Zone: |Esster Standard Time (&merica/New York) Credit Hours:
Instructor 10: Q, CPE:
Instructor Name:
El Employee Assign Defaults
Name Grade Comments
TRACY POWERS D

- conee @

Step 6: Click Submit to send the information to the supervisor for approval

 Record Learning

Submit for Approval

This request requires approval using the steps listed below. If any step does not have a user listed as an approver, you must select one before you can
submit the request.

Learning Event Details
Title: Sample Completion Date: %/15/2017
Type: External Event Completion Time: 10:46 AM America/New York

Approval Steps

Approval Step Approvers

Supervisor Supervisor Level 1 (Show All)

Back ( Submit l!Cancel
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Step 7: Close the window and return to the main menu for MySCEmployee

[ Record Learning

Recording Status
Additional Action Required Before Learning May be Committed

Your request to record learning has been submitted and the request for approval has been sent to the required approvers. This event will be committed
to history upon completion of all approvals.

= POWERS, TRACY & File Attachments (0)

Question Library Instructions

Step 1: Access the Question Library for
exams, select the Content icon in the Top
Menu and click Question Library in the Left
Menu.
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Step 2: Click Add New in the upper right corner of the
Content Frame and complete the fields on the Create
Question page. Note that some fields are required.

Search | Add New Y

e Each question will require a question ID. It may be
helpful to use a naming convention that matches the item.
e |dentify the type of question that is being created

e |dentify the domain, but be sure it is accessible in the same domain as the exam and/or
item.
e Objectives are not required, but can be used to measure learning. Objectives are

available in reporting.

Create Question
Question settings can be updated by clicking on the icon {83 in the editor

*nuestion ID° SCEIS LMS200 heas1006

*Question Type: | True or False v
*Points: | 1.00
* pcale  English "
Description
*Domain  DEPARTMENT OF ADMINISTRATION (D500) Q.
Objective Q,
Active. |+«

cancel Create
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Note: The Question Library allows the use of images as part of the questions. To include an
image:

1. Place the cursor in the question text box.

2. A formatting menu will display above the text box. Select the image icon if an image is
needed for the question.

3. Browse for the required image and select it. The image will display below the question
text in the library and to the user.

4. To add another entry to the question library use the “Add Question” button located at

the bottom left.

The Question Library will be a pool of all the questions created in this area and is only
available to exams.

IR SCEIS LMSZ00 heat 1006

Variant 1 - Tree of Fase +

If you have questions about this information, please contact the SCEIS Service Desk at (803)
896-0001 (select option 1 for SCEIS help) or use the email form available at the following link:
http://www.sceis.sc.gov/requests/.



http://www.sceis.sc.gov/requests/

