Quick Reference Guide FONE

Topic: OneConnect Learning — Approving Training Requests

Step-by-Step Instructions to approve a learning request of a learner who is
part of your team.

Introduction

As we continue transitioning to OneConnect Oracle Cloud, the employee training and
development process has also been upgraded to support employees' growth and learning. As

a Line Manager, use this guide to review and approve training requests from learners on your
team.

Approve Learning Request of a Learner (who is part of my team)

1. Loginto OneConnect.

2. Click on the Bellicon in the upper right corner in landing page once you login. Please
note: You will also receive a notification via email alerting you of the approval task.
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3. Click on the notification link to see the full Learning request details.

Notifications Show All

Search

® Action Required

Requested Learning for 3.26 Course 4 minutes ago

from Hope Hightower

4. Click onthe Approve or Reject button at the top of the page after reviewing the course

Hope Hightower

details.

Requested Learning for 3.26 Course from Hope Hightower Actions v ‘ Approve H Reject ‘

e

Learning Request

3.26 Course

For Learner Hope Hightower
Price: 0.00 - 100.00 USD
Expected Effort: $ - 10 Hours

Course 3.26 Course
Request Type Vohuntary

Justification Twould like to take this course.
Expected Effort 5 - 10 Hours

Price 0.00 - 100.00 USD

Complete learning between 3/26/25 and 4/30/25

Approvers
@ Assigned to Curtis Feitty 3026725 1117 AM
@ submitted by Hope Hightower

5. Fillin the comments (if required) and click on submit.

Additional Details:

e [fyou have any questions, please email Training@shelbycountytn.gov and a member
of the team will be happy to assist.
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