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Guide Usage and Disclosures 
Guide Information 
This guide is designed based on the Oracle Cloud HCM delivered setups; some 
fields may differ from your instance configurations. For example, some fields may 
be required in this guide that are not required in your instance. Additionally, some 
of the training topics discussed in this guide may not apply to your organization, 
but we know you’ll find it helpful. If you would like a custom guide for your 
organization, please contact Megan Ketter at mketter@camptratech.com.  

How To Use This Guide 
This guide is intended to assist Admin users with their day-to-day tasks in Oracle 
Cloud. A few notes before you begin: 

1. Any fields with an asterisk are required fields.  
2. Based on your configurations, approval workflows may in place for the 

training topics below; those tasks would need to be approved before the 
additions or updates are visible in your instance.  

3. You may have specific flexfields in your instance that require inputs; this 
guide is a generic tool and will not include those specific flexfields. You 
will see those fields as a context segment or not visible at all in our 
Oracle instance.  

Overall Process Flow 
Before we begin with the training content, it’s important to understand the overall 
process flow of information in Oracle Cloud for the Learning module. Learning is a part of 
the Talent Management suite.  
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Glossary of Terms 
Here we’ve included common terms associated to the Learning module. Please review the 
terms below to familiarize yourself with the Oracle Cloud terms used throughout this 
guide.  

Course 

 A course defines the requirements and outcomes for the learning content and the 
achievements learners get after completing the course 

Learning Communities  

 Learning communities can be formal and organize learning catalog content into 
categories and topics that make browsing and discovery more intuitive for 
learners.  

Course Offerings 

 Course offerings represent the delivery method for the learning activities that 
learners complete to achieve the course objectives 

Learning Activities 

 Learning activities are the actual work that learners must complete to complete 
the course and achieve the learning objectives 

Specialization 

 A specialization includes multiple courses. And it holds broader learning objects 
that learners achieve when they complete all of the learning activities for all of the 
courses 

Prerequisites 

 Courses and specializations might have prerequisites, which are skills and 
qualifications managed in the learner's talent profile. Prerequisites can include 
competencies, honors and awards, languages, and licenses and certifications, and 
learners must meet them before they can enroll 

Learning Outcomes 

 Courses and specializations can optionally include learning outcomes. These 
outcomes essentially reflect the learning objectives that map to skills and 
qualifications in the learner's talent person profile. 

Assessment  

 Assess a learner's understanding of the course material at any point during an 
offering, using a learning assessment questionnaire 
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Evaluation  

 Get feedback about an offering from learners after they complete it using a 
learning evaluation questionnaire. 

Application Overview 
 To access Learning as an Employee, from the home screen, click Me 

 

Click Learning  

 

To access Learning as an Administrator, from the home screen, click My Client 
Groups 
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Click Learning  

 

Learning Administration 
Create New Course 

 Navigation: My Client Groups>Learning>Courses>Add>Save and Close  

 From the home screen, click My Client Groups 
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Click Learning  

 

Click Courses 
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He we can view the courses by Course Title. To create a new course, click Create 

 

In this screen, all we need to enter is the Course Title and click Save and Close 
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Next, click Offerings  

 

In the Offerings screen, from the Create drop down menu, select Self-Paced 
Offering 
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Enter the information and click Save and Close 

 

The course is now available 
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 Manage Courses 
 Navigation: My Client Groups>Learning>Courses>Edit>Save and Close   

 From the home screen, click My Client Groups 

 

Click Learning  
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Click Courses 

 

He we can view the courses by Course Title. To edit a course, select the Course 
Tile  
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 Click Edit 

 

Update the applicable information and click Save and Close  
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View Learning Assignments for All Employees 
Navigation: My Client Groups>Learning>Learning Assignments>Search 

 From the home screen, click My Client Groups 

 

Click Learning  
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Click Learning Assignments 

 

From the Assignment Status drop down, select the applicable Assignment Statuses 
then Search  
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Here we can view the Employees Name, Learning Item Title, Status, Assignment 
Type, Progress, Manager, Assignment Date, Completion Date, Recommendation, 
Learning Item Type, and Person Number  

 

Search Employee Learning Assignments 
Navigation: My Client Groups>Learning>Learning Assignments>Enter Employee 
Name>Search 

 From the home screen, click My Client Groups 
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Click Learning  

 

Click Learning Assignments 
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Enter the Employees Name and then click Search  

 

Here we can view the employee’s information such as Name, Learning Item Title, 
Status, Assignment Type, Progress, Manager, Assignment Date, Completion 
Date, Recommendation, Learning Item Type, and Person Number  
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View Learning Assignment Completion Status 
Navigation: My Client Groups>Learning>Learning Assignments>Recently 
Completed>Set Date 

 From the home screen, click My Client Groups 

 

Click Learning  
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Click Learning Assignments 

 

From the Saved Search dropdown, click Recently Completed  
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We can also adjust the Completion Date and select a date from the calendar 

 

View Reports  
Navigation: My Client Groups>Learning>Administrator Dashboard 

 From the home screen, click My Client Groups 
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Click Learning  

 

Click Home  
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Select the applicable tab to view the Dashboard data 

 

Learning Specialist Self-Service 
 View Current Learning 
 Navigation: Me>Learning>Current Learning 

 From the home screen, click Me 



 23 

 

Click Learning  

 

Click Current Learning  
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Here you can view your Current Learning. To view your Required Learning, All 
Completed Learning, and Learning History, select the applicable tabs 

 

 Search For Learning Item 
Navigation: Me>Learning>Search Learning Enrollments 

 From the home screen, click Me 
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Click Learning  

 

Click Search Learning Enrollments and enter the Learning Item you wish to search 
and the content will automatically populate in the search results 
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View Transcript/Completed Learning  
Navigation: Me>Learning>All Completed Learning 

 From the home screen, click Me 

 

Click Learning  
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Click All Completed Learning to view completed courses 

 

 What To Learn 
Navigation: Me>Learning>What To Learn  

 From the home screen, click Me 
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Click Learning  

 

Click What to Learn to view the Learning Catalog. We can also view available 
recommended learnings by learning department or colleagues  
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 My Learning Communities 
Navigation: Me>Learning>My Learning Communities   

 From the home screen, click Me 

 

Click Learning  
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Click My Learning Communities  

 

From this screen, we can view the Learning Communities in which this employee is 
a member. The employee can also create a community by clicking Create 
Community  
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 My Shared Learning   
Navigation: Me>Learning>Actions>My Shared Learning    

 From the home screen, click Me 

 

Click Learning  
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Click Actions then My Shared Learning 

 

From this screen, we can view the videos and content added by this employee. 
Employees can add videos by clicking Add 
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Enter all the information and click Publish to share the video based on the privacy 
associated to this video 

 

 

Thank you for reviewing and using our guide; we hope you have found it helpful. If you have any 
questions on the content included in this guide, please contact our Training & Learning team at 

learn@camptratech.com 

Version 
History 

Revision 
Date Author Changes 

Version 1.0  Megan Ketter Initial Version  
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