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DTU Learning — Assign Course to Store Employees

Description This document details the process for regional executives to use when assigning a
course in the DTU learning system to store employees.

Review the steps below to learn how to assign a course to the whole region, a store,
or to a specific employee.

Assign Follow the steps below to assign a course to store employees.
g;)urse to Step Action
ore Log in to the DTU learning system. ANGETNE )
Employees
Please log in to begin using SuccessFactors for
thereinaltP, or you can enter a different
company ID. Eisl:u:_:;-,»cur username and passward
1
&
Click Home > Learning.
2 Home
Learning
1. Inthe Find Learning section, Find Leaming
type the name of the course you
3 want to assign. 1
2. Click the Go button. m
Browse all courses >
Click the More link associated with the course you want to assign.
=) - [Fetr;ﬁaer;tr‘;‘iizlla;?n - Selling Tires Assign to Me
4 This course will break down the core concepts
=] @ ouresd o knowo find the right fiment whe
(1071)
In the additional course information section that displays, click the
Assign to Others link.
Fitment Validation - Selling Tires Assign to Me
- e T .
This course will break down the core concepts
Ea P you need to know to find the right fitment whe...
5
(1071)
+ Less
X
Fitment Validation - Selling Tires Assign to Me
Continued on next page
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Assign
Course to
Store
Employees 6

- ltems, Programs and Curricula

Click the + Add option
next to Employees to
view a list of your
employees.

~ Employees

There are no employees selected

Type  Assignment Type  Priofity

*Assigned Required Date

R Conine |

To assign to all employees in your region:

1. Click the check box next to Employees in the upper-left corner of

the screen.
2. Click the Add button.

Select Employees
@I Employees Region Job Code Manager
Employees Region Job Code Manager
Indirect Employees
¥ Adamik, Taylor NVL 1805 Ruenzi, Robert
& Allen, Adrien NVL 1762 Kane, Matthew
& Angel, Raul NVL 1771 Nelson, Jordan
& Asbury, Scott NVL 1805 Ruenzi, Robert
& Avelar Quintanilla, Jack...  NVL 1782 Carrillo, Omar
M AvelarMejia, Jackson NVL 1805 Carrillo, Omar
07 et areee e P
Al the employees are selected based on the criteria you selected.

Organization
Organization

Sub Organization
Azure/Tenaya ~
Marks Street

Maryland Pkwy

Azure/Tenaya

Rancho

Rancho

To assign to employees in a specific store:

1. Type the name of the store manager in the Manager search field.
2. From the search results that display, click the name of the store

manager.

Selact Employees
Employees Region Job Code Manager Organization
Emplayees Region Job Code
Aalaie, Seyed Armin NVL 1810 -
Atien, Adrien NVL 1782 Kane, Matthew Marks Street
Arias, Kai NVL 1810 Gliesmann, Billy Horizon Ridge
Asbury, Scall NVL 1805 Ruenzi, Robert AzureTenaya
Avelar Quintanilla, Jack .. NYL 1762 Carillo, Omar Rancho
Avelar-Mejia, Jackson NVL 1805 Carillo, Omar Rancha
Employees sek o
cance | IECER

3. Click the check box(es) next to the employee(s) that will be

assigned the TS I ob e
course. :

4. Click the Add
button. o -

Manager Organization
Indirect Employees Sub Organization

Sweetm, Mark

Sweetn, Mark

Sweetin, Mark Sunset

Sweetin, Mark

Sweetin, Mark

Sweetin, Mark Sunset
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To assign to a specific employee:
1. Type the name of the employee in the Employees search field.
2. From the search results that display, click the name of the
employee.
Select Employess
Tl Employses Region Job Code Manager Organization
: [ indirect Employees [ Sub Organization
9 .
3. Click the check box next to the employee that will be assigned the
COUI’SG Empioyees Region Job Code Manager Organization
4. Click the - - Spr— T
Add bUtton- Lowe, Taylor NVL 1810 Hacsi, Joshua Charlesion
cnce | [HECH
A due date for the course can be added by clicking the calendar icon
under Required Date.
Once the Title Type  Assignment Type  Priority *Assigned Required Date Remove
employee(s) Seing e N @ oo @ x
has been . \
. mployees
added, click P
10 the Continue | " Remove
button . Christopher Decev X
Christopher Michael Faria x
Adam Jacob Flores X
Taylor Lowe: X
Marcelo Garcia x
Cancel
CI|Ck the Assign Title Type Assignment Type  Priority Assign Date Required Date
Learning button, Fitment Validation - Selling Tires (@ REQ 12/412020 12/18/2020
Employees
Name
Christopher Decev
11
Christopher Michael Faria
‘Adam Jacob Flores
Taylor Lowe
Marcelo Garcia
cancel
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Assign :
Course to Once the course has been Successfully Assigned
Store 12 SUCCGSSfU”y assigned, click the The items/programs/curricula have been successfully added to
E | C| ose bUttOﬂ. the specified employees. If the curricula/program were already

m p Oyees assigned, they will not be re-assigned

Close
Contact For further assistance, contact DTU_Learning@discounttire.com.
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