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TAKING ACTION ON TRAINING REQUESTS

Please login to LearnAlaska at https:/ /learn.alaska.gov/portal to take action on pending training
requests. Your action is required in the Approval Console located under the Administration drop-
down menu. You can find the Approval Console by following these steps:

1. Go to https:/ /learn.alaska.gov/portal
2. Click the link LearnAlaska Login located throughout the Portal page
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3. Enter your SOA User ID and Password and click Log In
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Contact the System Slowdowns
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WELCOME TO THE STATE OF ALASKA'S LEARNING MANAGEMENT SYSTEM,
LEARNALASKA

Recent Announcements Login ID
LearnAlaska - System Go-Live

LearnAlaska, the State of Alaska's learning management system solution is live!

Password

Search the course catalog to find course offerings from the Division of Personnel and Labor Relations and the Division of
Finance in the Department of Administration.

Please refer to the LearnAlaska portal page at hitps:/learn.alaska.gov/portal for FAQs, reference guides, fraining tutorials, and
announcements of new content.

4. Access the Approval Console option located under the Administration menu
[ A stateof Alaska

Site Map | My Messages | Site Help

Enter Search Text Q_ Advanced Search

Weicome, | Logout

LEARNING CENTER REFERENCE CENTER COLLABORATION CENTER ADMINISTRATION

Required Training Console
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Home >> My Workspace >> My Learning Plan
MY LEARNING PLAN
User Management

s P About the System
View all current training activities in which you are participating or are required to complete.
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Complete an open search (a search with no criteria entered in the Last and First Name
search fields)

a. My Action — Pending
b. Final Action — Pending
C. Requests — Mine Only
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Home >> Administration >» Approval Console
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Search by user or search by content to find requests for access approval, and then take action on requests

Search User

Search User | Search Content
Type all or part of a \astname ﬂrst name. urhuth and make se\emmns using the menus. Click Search to view results that match your criteria. Click the plus sign to view

ausers access Deny button to approve or deny multiple requests atthe same time.
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Final Action  pending -
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Click Search

Click the Expand icon located in front of the user’s name for whom you are approving
training for
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name or both, and make selections using the menus. Click Search o
Use the checkboxes and ihe Approve or Deny bullon 1o approve or der

Cnline DOA Content  User
Manager

aska for Hiring Managers Fending Pending

Take action ~ [

Next the course/content title there is an Action column and an option to Take Action,
click Go

Review the details of the request, click Approve or Deny, enter a Reason for Action,
and click Take Action to approve/deny the request
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Home >= Administration > Approval Console > Take Action
TAKE ACTION [7]
Take Asien || History

Click Approve, Deny or Rescind (If available) to indicate your decision. Enter a reason and click Take Action to submit your decision.
Approval Role  User's Manager
User Name MOUSE, MICKEY
Content Title SOA-DOA-DOPLR: Workplace Alaska for Hiring Managers (WPAK)
Content Type  Online
Request Date  6/20/2013
Request Domain DOA Contant
Reason for Request HR Access required for EEO investigations.
iew Content Information

* Action @ Approve Deny
Reason for Action  yourrequestto afend tis raining has been =+ |
approved]

Check Spelling

Please contact the LearnAlaska Help Desk at LearnAlaska.HelpDesk@alaska.gov if you have
any questions.
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