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Access to ELM 

2 Manager Self-Service ELM 

 
Use your Novell user id and password to login. 
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Manager ELM 

 
ELM allows you to perform the following activities to manage 
learning for your direct reports: 

 
 
 
 

 
 

– View employee learning 
 

– Assign/suggest courses for employees  
 

– Approve/decline enrollment requests 
 

– View and track participation statuses 
 

– Add or drop a recommended course  
 

– Monitor employee participation 

Manager Self-Service ELM 
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Navigation 

Manager Self-Service ELM 

 
As a manager in ELM, you will be able to utilize the manager quick links, pending 

approvals and team learning pagelets/sections. 
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View Team Learning 

 
To view your direct reports’ learning: 
 
• Click the “Team Learning” link under the Team Learning section  
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The Team Learning page shows all 
your direct reports’ learning, which 
include courses that they are  
currently enrolled and courses that 
they have completed. 
 
• Use the drop down menu to view 

either current or completed 
learning. 
 

• Use the drop down menu to view  
a specific employee. 
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View Team Learning 

Manager Self-Service ELM 
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• Status: Dropped, date shown is the date employee was dropped from class. 
 

• Status: Enrolled, date shown is the date employee enrolled in the class. 
 (click on the class title to view start and end date of class) 
 
• Status: Completed, date shown is the last date employee completed the class. 
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View Team Learning 

Manager Self-Service ELM 
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• Click the Download icon. 
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Print Team Learning 

Manager Self-Service ELM 
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• Click the open button. 

 

 
A security message will appear. 

 
• Click the yellow bar and select 

“Download File” 
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Print Team Learning 

Manager Self-Service ELM 
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Print Team Learning 

Manager Self-Service ELM 

Sample Team Learning document 
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Approve/decline enrollment 

 
• The “Pending Approvals” section allows you 

to view and approve enrollment requested by 
your direct reports. 
 

• Click the “check mark” icon to approve or the 
“X” icon to deny enrollment. 

 

Manager Self-Service ELM 
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Enroll Learners 

Manager Self-Service ELM 

 

To enroll your direct reports for a course: 
 
• Click the “Find Team Learning” link under the Manager Quick Links section. 
 



Footer Text  Date 13 

Enroll Learners 

Manager Self-Service ELM 

 
The Find Learning page will be displayed. 
 
• Enter the course code in the text box 

and hit enter. 
 

• Select the appropriate the course and 
click the Enroll Now button. 
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Enroll Learners 

Manager Self-Service ELM 

 
The Team Members page will be 
displayed. 
 
• Select the team member to be 

enrolled by clicking the box. 
 

• Select “Enroll” from the drop down 
menu. 
 

• Click the “Go” button. 
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Enroll Learners 

Manager Self-Service ELM 

 
The Enroll In Class page is displayed. 
 
• Review the class information. 

 
• The page also displays if the learner has a 

missing prerequisite for the class. 
 

• If the learner has a missing prerequisite, you 
will not be able to enroll. 
 

• If the learner meets the prerequisite, click the 
“Submit Enrollment” button. 
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Be aware that the system 
allows employee to be 
enrolled for classes scheduled 
on the same day. 
 
For example, an employee has 
been enrolled in DEV116 on 
4/7/2015.  Employee wants 
to enroll in CON105 that is 
also scheduled for 4/7/2015. 
 
An alert message does appear 
but the Submit Enrollment 
button is still available for the 
employee to continue with the 
enrollment for CON105. 
 

Dual enrollment 

Manager Self-Service ELM 
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Drop Learners 

Manager Self-Service ELM 

 

To drop your direct reports from a course: 
 
• Click the “Team Learning” link under the Team Learning section. 
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The Team Learning page is displayed. 
 
• Find the team member and the 

appropriate course to be dropped. 
 

• Click the “Drop” button. 
 

• The next page will be displayed 
confirming the learner and the 
course to be dropped. 
 

• Click the “Drop” button. 
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Drop Learners 

Manager Self-Service ELM 



 
• On the Home page, click the 

Main Menu link. 
 

• Navigate to Self 
Service>Learning>Find Learning  
 

OR 
 

• Click the Find Learning icon on 
your dashboard. 
 

• Click the Request New Learning 
link. 
 

Request New Learning 



 
• The Request Learning page is displayed. 

 
• Select Existing if requesting a new class for 

an existing course. 
 

• Enter the appropriate course code or course 
title in the Course field or click the Search 
button to find the course. 
 

• Enter the Learning Request Preferences 
where applicable. 
 

        It is important to include the start dates and     
facility in the request. 
 
• Click the Submit Request when finished. 

 
• The Request Learning confirmation page 

appears. 
 

Request New Learning 



Footer Text  Date 

 
• Navigate to Main 

Menu>Reporting 
Tools>Query>Query Viewer 
 

• Enter X_ in the begins with text 
box and click the Search button. 
 

• Some of the queries that are 
currently available are the 
mandatory training courses. 
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Query 

Manager Self-Service ELM 

Call 512-CONNECT to request 
query viewer access in ELM. 
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