MySCLearning: Manage User Learning Jadmin

Assign a Curriculum SOUTH CAROLINA

DEPARTMENT of ADMINISTRATION

Before you start:

* Identify the curricula titles and IDs to be assigned.
e Identify the target learners’ names.

Avoid using your browser’s back button while working in the Learning Administration
e environment. You may lose your progress.

1. Access MySCLearning

a. Loginto SCEIS Central. m
b. Click the My Talent tile. it

c. Click onthe View Learning Administration tile. Administration

2. Assigna Curriculum

d. Onthe Learning Administration page, go to Manage User Learning > Manage Assignments.
e. Select Add Curricula.

f. Click Next.
Menu Recents
Manage Assignments Q
Search Q t s .
> 5Step 1 f

Step 1: Select Management Action

Home
0 Manage User Learning

Assignm&t Profiles

II'ZEZ' Add Curricula I () Remove Curricula

Manage Assignments

Edit Required Dates

() Add ltems () Remove Items
Add Learning History with Finance
Add Learning History for Multiple (_J) Add Job-related Curricula (_) Remowve Surveys
Courses B B

() Add Programs () Remove Programs

Edit Learning History

g. Inthe Add Users section, click add one or more from list.

Manage Assignments Q

> Step 1 > Step 2

Step 2: Select Users

Previous m

* = Required Fields
Add Users

Enter User ID DI add one or more from list. I

* User ID: Add

Edit Users
There are no Users in the list. Please add Users before proceeding.

For questions or assistance, contact the SCEIS Service Desk

at 803.896.0001 (option 2) or submit a ticket. September 2026


https://www.sceis.sc.gov/requests/
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h. Inthe Search Users section, enter your search criteria and click Search. If you leave the
fields blank, the system will return a list of every active user in your agency.
* (Optional) Click Add/Remove Criteria and use filters to refine the search results.

Users 0

Search

Search Users
Enter a value for each field that you want to use to filter your search. Some

fields allow you to select from a list of values. You can also add or remove
search criteria to further refine your search.

Keyword:

Assigr nt Profiles:
SEgnment F o Contains Y

Add/Remove Criteria = Reset

i. Inthe search results list, select all users who will be assigned the same curriculum.
j. Click Add.

Search Results

Select Users For Managing Assignments

(] Select all the Users of the search results

Add

User 1D Add

Records per Page | 306 (5 total Select All / Deselect All

Records per Page 506 (5 total records) Select All / Deselect All

H Add

For questions or assistance, contact the SCEIS Service Desk

at 803.896.0001 (option 2) or submit a ticket. September 2026


https://www.sceis.sc.gov/requests/
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k. (Optional) Inthe Edit Users section, select users to be removed and click Apply Changes.
l. Confirm that the list of users is correct, then click Next.

Step 2: Select Users

= 1las
Add Users
Enter User ID or add one or more from list.
* User ID: Add
Edit Users
Apply Changes
Select All / Deselect All
User ID Name Remove

Sglect All / Deselect All

Apply Changes

m. In the Curriculum ID field, enter the target ID, e.g., MMO PC201.
Click Add.
o. When you are finished adding curricula, click Next.

]

Step 3: Adding Curricula

Select Curricula for Adding

Enter Curriculum ID or add

* Curriculum 1D | MMO PC201

Edit the List of Curricula for Adding

Apply Changes

Select All / Deselect All

Curriculum Title Assign Date Remove
MMO PC201 MMO PC201 9/3/2026 O
Test Test- Professional Development 9/3/12026 O
ADMIN TEST Admin Test 9/3/2026 O

Select All / Deselect All

Apply Changes

For questions or assistance, contact the SCEIS Service Desk

at 803.896.0001 (option 2) or submit a ticket. September 2026


https://www.sceis.sc.gov/requests/
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p. (Optional) Inthe Edit Assign Dates section, adjust the Assign Date and Priority fields.
q. Click Next.

Step 4: Edit Assign Dates

Curriculum ID Title Assign Date Priority
e 7

MMO PC201 MMO PC201 9/3/2026 8 -

Test Test- Professional Development 9/3/2026 8 >

ADMIN TEST Admin Test 9/3/2026 8 -

r. Complete one final verification of users being assigned the curriculum.
s. Click Run Job Now.

Step 5: Complete Managing Assignments
Run Job Now chedule Job
User ID Name
Curriculum Title Assign Date Priority
MMO PC201 MMO PC201 9/3/2026
Test Test- Professional Development 9/3/2026
ADMIN TEST Admin Test 9/3/2026

t. Ifthe system detects that there are too many users, it will automatically open the
Schedule Background Job page. Complete each field and click Finish.

Schedule Background Job

The action you are trying to perform is affecting too many entities and could take a long time to complete. This action must be scheduled to
run in the background. Please complete the following information if you want this action to run at a specific date and time. If you choose to
be notified by email upon completion, please select "Motify via email upon completion™ checkbox and specify an email address.

'3:::1' Run this job immediately, if allowable.
(@ Schedule this job to be executed on: View Available Time Frames
Date:
(MM/DDIYYYY) =

Time:
(hh:mm AM/PM)

Time Zone: Eastern Standard Time (America/New York)

Job Description:

Motify via email upon completion

Contact Email Address: JOBU.TUPAKI@EEAAQ.DOMAIN.COM

For questions or assistance, contact the SCEIS Service Desk
at 803.896.0001 (option 2) or submit a ticket. September 2026



https://www.sceis.sc.gov/requests/
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