SuccessFactors Learning — How to
remove a self-assigned curriculum

Purpose:

© Use this process guide as a Learner to remove a self-assigned curriculum in SuccessFactors Learning. By removing
the curriculum, the item will automatically be removed from your My Learning Assignments.

o If you forgot to assign yourself the curriculum and only assigned the item (ex: course), you will need to follow the Remove a Self-
Assigned Item instructions below to remove it from your My Learning Assignments.

Important Note: If you have already registered for a class, you will need to withdraw from the class before removing the curriculum.
Refer to the How to Withdraw from a Class guide for steps on how to withdraw from a class.

Tips

o Use this process guide as a Contractor to access SuccessFactors Learning via a browser. Suggested browser for desktop is
Microsoft Edge. If you are using your mobile to access SuccessFactors Learning, we recommend using Safari browser instead
of the SuccessFactors Mobile Application to access all the functionalities.

O When your computer enters sleep mode, it will lose internet connection. If you lose internet connection, your progress in a WBT
will not be saved. If you're leaving your computer inactive for more than 30 minutes, close the training to save your progress
and you can relaunch the course when you have time to complete it.

Remove a Self-Assigned Curriculum

To remove a curriculum that you self-assigned and its related course items from your My Learning Assignments, you will follow the
SuccessFactors Learning Menu path below to begin this procedure:

e  SuccessFactors — View My Learning — My Learning — My Curricula

1. Access SuccessFactors https://hcml17.sapsf.com/login?company=bchydro
Learning through the

W

following link:

2. Select the View My { BCHydro Home ~ Search for actions or people Q (9 Q &
Learning tile from the _
Homepage to access the : g W e . BCHydroD
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learning activities.

Quick Actions
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3. In SuccessFactors
Learning, from the My
Learning page, select the
pie-chart under the My
Curricula tile.

4. The Curriculum Status
page will appear.

Identify the self-assigned
curriculum you would like to
remove from your My
Learning Assignments.

curriculum, select X

In the Remove column of the

5. The Curriculum Status
page will refresh, and the
curriculum selected will be
removed.
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Home My Learning
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O BCHydro

Home My Learning
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Curriculum Status

This page includes a list of curricula that have been assigned to you. Each curriculum title links to the Curriculum Details page which

Pl

My Curricula v Pl

o1

Dus later

Histary c2 Links
o Approvals
<

Recently Added AuthMrg Request
View Al IT Help Desk
News

Featured  r» Options and Set.

includes a list of the curriculum’s items and Action drop-down menus where you can register for or request items. On this page you can also
view the sub-curricula associated with each curriculum and access information on items as well.

Curriculum Title

AD-116-Workload

nagement

O BCHydro

Home My Learning

+~— Back

Curriculum Status

This page includes a list of curricula that have been assigned to you. Each curriculum title links to the Curriculum Details page which

Status  Prio... NextAction..=

NIA N/A

Expiration Date  Assigned By

Remove

NA User (schvoeder, Asey )

includes a list of the curriculum’s items and Action drop-down menus where you can register for or request items. On this page you can also
view the sub-curricula associated with each curriculum and access information on items as well.

There are no curricula assigned to you at the moment

Sign Out

Sign Out
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6. When you return to the My
Learning page, the course
will no longer appear in your
My Learning Assignments.

& BCHydro
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Remove a Self-Assigned Item

To remove an item that you self-assigned from your My Learning Assignments, you will follow the SuccessFactors Learning Menu path

below to begin this procedure:

SuccessFactors — View My Learning — My Learning

1. Access SuccessFactors | https://hcm17.sapsf.com/login?company=bchydro
Learning through the
following link:
2. Select the View My © BCHydro — ———— e Po @
Learning tile from the
Homepage to access the .. BCHydroD
learning activities. iy 53
fternoon! =
L]
Quick Actions
3. In SuccessFactors > BCHydro
Learning, from the My Home. My Leaming
Learnlng page! under My My Learning Assignments = Sort By Date | Priority ¥ Filter 5 My Curricula o
Learning Assignments, aywond [ Goura ramm o] [ Selectah < [ Al mlgemont Types
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would like to remove and start course [7]
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button
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4. From the dropdown
options, select Remove.

5. A pop-up will appear.
Select Yes.

6. The page will update,
and the item will no
longer appear in your My
Learning Assignments.
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Questions?

agent.

o If you have questions about training topics, email training@bchydro.com

o If you have technical issues with SuccessFactors Learning, please contact SuccessFactors Learning Help Desk:
SAPSuccessFactorsSupport@bchydro.com or 604-528-1444 (71444), then press 2, then press 5 to speak with an
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