2[image: image5.png]The Joy of Learning Enabled Through Access!

Department of Health & Human Services University %






Job Aid: Viewing a Team Member Profile
Purpose: Use this job aid to learn how to view a team member profile.
1) Log in to the HHS Learning Portal, select the My Team icon. 
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2) The My Team page will automatically appear. Navigate to the Team Current Learning box and select the name link for the team member’s profile you need to view. 
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Team Current Learning

Name Person Type Total Offerings
CIARABRADLEY  Federal 2 Needs Approval
CRYSTOLJONES  Federal 6




3) The team member’s Current Learning plan will appear. Select Profile Snapshot.
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4) A profile snapshot for the selected team member will appear. 
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Professional Profile Information

Organization: AIA2

Business Card Tite:
Manager.
Status: Full Tme

Person Type: Federal

Additional Organizations

No items found

Edit Profile Snapshot ¢

Job Type:

Aternate Managers:

Person ID: 00476470




5) You have reached the end of this job aid.
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