How to Assign or Remove Courses for Your Employees Last Modified: 8/29/2020

KN@WLEDGELINK

The steps below outline how to assign or remove courses or curricula for your employees via the My Team tab. This
includes LinkedIn Learning courses as well as other Knowledge Link courses. NOTE: There are different methods for
removing an individual course and removing a curriculum. Both options are presented here.

Assign Course or Curriculum from Library

1. Find the course or curriculum in
the library
A. Click More.
B. Click Assign to Others.

11 Things Every Beginner Needs to L
(COURSE LYNDA_4166)

2. Skip to Step 7 in the next section
“Assign Course or Curriculum

from My Team.” Start Course @

11 Things Every Beginner Needs to Learn to Love lllustrator Start Course

Assign to Me

e Assign to Others

Assign Course or Curriculum from My Team

1. After logging into Knowledge Link, click on your My Team tab.

My Learning @

My Learning Plan - Scroll to View

Keyword Course name or ID Select All

2. Click Assign/Remove Learning under your “Manager Links” title.

Manager Links

Add 1o Leaming Heslory
RegistenWitharaw Empioyess
Approvals

Dashboard

Leaming Reports i
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3. Select Assign Learning.

Assign/Remove Learning

Select the action you would like to take:

+ Assign Learning () Remove Assigned Learning
Assign items, programs and curricula to Remove assigned items and programs
one or more employees. from one or meore employees. Curricula

and administrator-assigned items and

programs cannot be removed.

Cancel

£

4. Click Add next to Items, Programs and Curricula.

Enter Learning Activity Details
* Required

~ Items, Programs and Curricula -- Ad

There are no items, programs or curricula selected.

5. Select desired course or curriculum from library.
A. Enter the topic or course title in the Search box.

B. Click Search.
C. Ifthe results are not satisfactory, use the Refine By options (Category, Source, Delivery Method, Topics).

To search for just LinkedIn Learning courses, select "LinkedIn Learning" under Source.
D. To select the course(s) click Select. You may select multiple courses or curricula.
E. Click X to close this screen.

Select Desired Courses from Library

e Health System Safety Essentials x Q b Language & Currency ~
Results for "Health System Safety Essentials”
953
COURSES E =] [reeverce
Refine By G
Learning Type =
v 2
Source -
| v
Delivery Method Health System Safety Essentials Health System Safety Essentials - UPH...
(COURSE HS.60002.ITEM.HSSE100)
‘ v ‘ - v
Categories. @
Pl =
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6. If you selected a curriculum, skip to step 7. If you selected a course:
A. Adjust Assignment Type (Example: Required or Optional) and Assigned Date if necessary.
B. Adjust Required Date (MM/DD/YYYY).

Assign Learning

Enter Learning Activity Details

* Required
~ Iltems, Pregrams and Curricula + Add
Title T Assignment Type Priority *Assigned @ Required Date Remove
®  Healtn System Safely | — - «
Essentials = —— =
7. Next to Employees, click Add to select the User(s).
~ Employees + Add

There are no employees selected.

Cancel | Continue

8. Select desired users.
A. Click to Select All Employees.
B. If desired, use filters to narrow down the list (Employees, Region, Job Codes, Supervisor, Organization).
C. Click checkbox for the users you wish to assign.
D. Click Add.

Select Employees [ <)
0 Employees e Region Job Code Supervisor Organization
Employees Region Job Code Supervisor Organization
¥ Indirect Employees ¥ Sub QOrganization

e v Cavalieri, Tanya

v Cranston, Adam

¥ Frasch, Ryan

Employees selected: 3
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9. Click Continue.
NOTE: To remove an employee from the list of selected employees, click the X button next to the employee’s name.

Enter Learning Activity Details

* Required

~ ltems, Programs and Curricula + Add
Title Type Assignment Type  Priority *Assigned Required Date Remove
:I;::s:'\;::tsh System Safety |Required v | — 52012013 0513112018 ®ox

- Employees + Add
Name Remove
Tanya v Cavalieri x
Ryan M Frasch »
Adam D Cranston X

Cancel Mt

10. Click Assign Learning.

Confirm Details

Items, Programs and Curricula

Title Type Assignment Type  Priority Assign Date Required Date

® Health System Safety Essentials (& REQ - 5/29/2018 05/31/2018
Employees

Name

Tanya V Cavalieri
Ryan M Frasch

Adam D Cranston

[€=1[d2l | Assign Learning

11. Click Close.

Successfully Assigned

The items/programs/curricula have been successfully added to the specified employees. If the curricula/program were already

assigned. they will not be re-assigned
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Remove Individual Courses

NOTE: You may only remove individual courses that you assigned. If you want to remove a curriculum that you assigned,
refer to the next section called “Remove Curricula.”

1. After logging into Knowledge Link, click on your My Team tab.

My Learning @

My Learning Plan - Scroll to View

Keyword Course name or 1D Select All

2. Click on User’s Name.

P——

Search
Tanya V Cavalieri U

3. Search for the course, click on down to select Remove.

Search Learning Plan: Tanya V Cavalieri i=iE T Fiter
Tanya V Cavalieri Keyword | O\ patient sim Select All - Required -
v DUE WITHIN A WEEK
53112018 | ] | REQUIRED “

Remove

1 on 1 Patient Simulation - Penn
Experience
8 Assigned by Jennifer Millman

4. Click Yes on Confirmation.

Confirmation (>

{ Are you sure you want to remove 1 on 1 Patient
\_/ Simulation - Penn Medicine Experience from your

Learning Plan?
No]
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Remove Curricula

NOTE: You may only remove curricula that you assigned.

1. After logging into Knowledge Link, click on your My Team tab.

My Learning @

My Learning Plan - Scroll to View

Keyword Course name or ID Select All

2. Click the name of the person whose curriculum you want to remove, then click the Curricula link in the lower right.

Leatring Pln Jernifes Wifiman ji 1
Seidia A
OVERDE
1 Card {2
Lo Caralign Training Video - Medical Specialties
- ] i 1t
= LR E= L B
Knowledge Link Admin Training- Evaluaton
Survey
A e . |
127 EAY S VAR
l Advanced Medicine Bed Education Course
Y DAT S DVERGUT
E Patient Maobility
B2 DY § OWERDOE
“ AME: Infection Prevention - LUPHS
I Dy § OWERDE

m Haslilbh Cowimen Talmiu Eseasioals

Curriculs
@ B Crewrdus (4]
I Dhun i 58 s 1)
[ Do L ]

Find Leaming

Manager Links

Akl b Linaiming Fitory
AzzipnFlzmaeT Laaming
Ragrizrivithdras Employ eos
Apormiks

ashizoad

I swmng HHpw

b Jernster il i

3. Click the Remove icon “©“ for the curriculum you want to remove, then click the “x” to close the window.

Jennifer Millman

Learn Mgt Instruc Desgn Adm
PMA Center City HR

CPR Curriculum for RNs -
AUP NIA N/A N/A
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