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Job Aid: How to View Team Curricula
Purpose: Use this job aid to learn how to view team curricula.
1) Log into the HHS Learning Portal.  On the upper left hand corner of the home page, select on the second icon, this is only present for managers.
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2) The Team Home page will be in view. (Please note that the Team Home Page may look different depending on the Operating Division the users belong.)

[image: image2.png]Manager Welcome Team Enrollments

To getan ovenview of whatis available to you as a manager/supenvisor, search Name
for the “lanaging Team Learning® online course in the course catalog. Click
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3) On the Team Curricula portlet, select View all link.
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4) The Team Curricula page will appear with the list of team members.  The manager will have the ability to view curricula currently assigned to each member by clicking the View Curricula link under the Actions column.
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5) This concludes the job aid.
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