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Supervisor Guide: Managing Employee Learning in the OSU
Learning Management System (LMS).

This guide outlines how supervisors can view employee details, manage Development Plans, and assign learning activities
within the Learning Management System (LMS).

Glossary of terms

e Development Plan: where all employee activities, past, present and future can be accessed. This was formerly
known as users’ transcript.

e Learning Activity: a training, module, series of trainings, certificate program, efc.

e Learning Library and Learning Calendar: provides the details of available learning activities.

e Competencies: skills identified as core to all jobs on OSU campuses. Each available learning activity is tied to
at least one of OSU’s Core Competencies: Professionalism, Service, Stewardship, Teamwork and, for those
who supervise, Supervisory.

e Book: used to enroll in a specific learning activity or event.

Accessing Employee Details and Development Plans
From talent.okstate.edu, Navigate to My Team > Team Details from the blue horizontal menu.

#A Aboutme~v Myteam v~ Mycommunity v My useful links v

Organizational chart

l 2d in
# My Performan Team development -

Recruitment

Welcome Rob

Team details

& Recruitment
Performance reviews

Use the drop-down menu on the right and select View Details for the chosen employee.
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In the pop-up box, select the “Development and performance” tab, then click “View development plan”.

Emily Green

Activity Profile Development and performance _

Development plan ‘ View development plan

Status  Development activity Intended completion Actual completion
date date
Complete ALP 2025 Special Opportunity - Central Market Place Tour 13 Feb 2025 13 Feb 2025

From the Development Plan, supervisors can view the following tabs:

In Progress / Upcoming, Completed, Pending Approval, Shared with Me
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Development plan

Name: Emily Green

workingon...  ICYETIIIEa [ Explore events

In progress/Upcoming Completed Pending approval Shared with me“

Waitlist: consider rescheduling:
There are no items to show.

In progress:

There are no items to show.
Booked:

There are no items to show.
Suggested:

There are no items to show.

Exploring and Assigning Learning Activities

1. From the employee’s Development Plan, click “Explore library” or “Explore events” to search for learning
opportunities.

2. At the top of the page, you will see Add development activities for [Employee Name].
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(Emily Green)

Level v Type v Competencies v Locations v Availability v Archived v

Workers' Comp 101 Safety is Everybody's Business OK Corral Marshal's Roundtable

3. Use filters or the search field to identify a relevant activity.

4. Once identified, you may:
e Select a time slot — book the session on behalf of the employee.
e Suggest — recommend the session to the employee for consideration.

e Share — make the activity available for the employee to review.

Select a time slot Suggest Share

To return to the Development plan, use the back arrow or navigate again via My Team. The activity will now appear within
the employee’s Development plan.

In progresstpmmingo Completed Pending approval Shared with me

Waitlist: consider rescheduling:

There are no items to show.

In progress:

There are no items to show.
Booked:
Fall In Love With Your Job

Suggested:

There are no items to show.

Share learning

1. Any employee can use the Share link at the bottom of a learning activity to recommend it to colleagues.
2. Shared activities appear in the recipient's Shared with Me tab.



3. Recipients may choose to Book by “Selecting a time slot” or “Dismiss” the suggestion.

Select a time slot Shars

In prugresstp(Gmmgo Completed Pending approval Shared with me

Violence Prevention in the Workplace/Active Shooter Training Shared by Roberta Douglas

Dismiss al

Approve learning
Some programs (e.g., Supervisor Academy, Leadership Development Program) require supervisor approval.

o Instead of “Book,” employees will see “Request Approval”.

Local time (show in venue time) Venue Available positions
@® 24 Sep 2025 0sU Stillwater Student Union - 417 Exhibit Room 7N
1:30 PM - 4:30 PM (-05:00) 100 South Hester Street, Stillwater, Oklahoma, United States, 74078 \22)

Request approval Cancel

e Once “Request approval” is selected, supervisors receive an automated email from PageUp with a prompt into
PageUp to Approve or Decline the request.

Approval required for requested employee learning

noreply@pageuppeople.com <noreply-1216@mail.pageuppeople.com=
To @ Douglas, Roberta

.E. Click here to download pictures, To help protect your privacy, Outlook prevented automatic download of some pictures in this message.
Dear Roberta,
Emily Green has requested learning.
Clicking the link below will allow you to login and take you directly to the learning object to approve or decline this request.

Supervisor Academy

« After action is taken, the activity automatically appears in the appropriate section of the employee’s Development
Plan.

Tip: Regularly review employee Development Plans to monitor progress, support growth, and ensure alignment with
OSU, departmental and employee’s learning goals.



Do not hesitate to contact us with questions.
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