

Quick Reference Guide: ELM Manager
View Team Learning and Approve/Deny
Learning Requests

[bookmark: _GoBack]Access ELM through the Administrative Portal: https://portal.swift.state.mn.us/psp/por91ap/EMPLOYEE/EMPL/h/?tab=PAPP_GUEST 
Use your Self-Service User ID and Password to log-in.
[image: C:\Users\fisny01\AppData\Local\Temp\SNAGHTML51d0d768.PNG]
1) Click on Learning Management Access
2) Click on Learning Management Production
3) Click the Manager Self Service link
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Click the Team Members link
[image: ]
View Team members here[image: ]

View pending approvals and Approve or Deny pending learning requests here by clicking on the box before the name and clicking on the Approve or Deny buttons.
[image: ]

You can now see that the approval is complete.
[image: ]
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Team Members

‘Team Members is alist of allyour direct reports. You can view details about each member's learing,
by selecting from the Go To pull-down and clicking the Go button. If any of your team members have
directreports, you can view their team by choosing the team member n the View pull-down and
clicking the Go button. Leaming Approvals is a st of your team's pending leaming requests. You can
also approve or decline requests on this page. If you would like to see more information about a

request dlickthe name of the leaming activity or program.
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Team Members

‘Team Members is alist of allyour direct reports. You can view details about each member's learing,
by selecting from the Go To pull-down and clicking the Go button. If any of your team members have
directreports, you can view their team by choosing the team member n the View pull-down and
clicking the Go button. Leaming Approvals is a st of your team's pending leaming requests. You can
also approve or decline requests on this page. If you would like to see more information about a

request dlickthe name of the leaming activity or program.
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Learning Approvals

View your approval transactions. You can selectthe Team Member name to view their user profile and
selectthe Leaming name to view your team members progress and the details of the leaming.

¥ Yourtransaction has been processed. Table below shows the new status. | g

Enroliment and Waitiisted Confirmed

Team Member Type Name Price Per Seat Status.
CanavanAnn 1 Activty Introduction to Sharepoint |0 USD Enrolied

Return To Previous Page
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