Inputting Mandatory Learning

Select Learning on the left hand menu and then My Activities

PSS Courses My activities
0 & View profile
Learning activities View my talent profile >
A Home
Lesrming scivtes
Current
B Mytime
Event name Status Startdate 4 Failed / reason Renewal
B My pay

' Performance

+ Add personal learning

l'ki
hg
wEsts Learning evaluations
o

b t

Then select add personal learning: 4+ Add personal learning
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< Back to My activities

Jersonal learning event details

* Event title (required)

] internal

* Start date (dd/mm/yyyy) (required)
|ﬁ /o

End date (dd/mmyyyy)

|ﬁ |&

Duration

| Flease choose

Learning hours

Learning activity name

| Flease choose

Learning activity type

| Flease choose

Learning event code

Renewal date (dd/mmiyyyy)
|\ |8
[] completed

Score

[ railed

o &

Event title: New Starter Mandatory
Freedom of Information

Internal: Please tick

Enter start and end date (this will be the
same date)

Search the drop down for the course — they
are all New Starter Mandatory

Activity Type is Induction
Completed: Please tick

SAVE

You can view your activity by selecting All from the drop down list:
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Learning activities WView my talant profile >

vent name Status Start date J Failed / reason Rer wa Cost Attachments
Booked 21 Mo =
Completed 11 o =
Completed 27 o =
Completed 26 Feb 2020 Mo =
Complatad 10 Feb 2020 Mo =
Completed 29 Jan o =
Completed 27 o =
Completad 2 Mo =

Learning evaluations

evaiuation details have been added yet

LWv1 10.42 Jan 2022



