
 

How to Verify an Employee’s Training Assignment Status 

Starting with the 2022-2023 appraisal cycle, supervisors and managers will need to verify an employee’s status on 
assigned training before submitting appraisals for HR Review. Below are the steps to determine your direct report’s 
assignment status in the UC Learning Center.  

 
Assigned Training Verification section of Staff Performance Appraisal form 

Use this link to access the Manager Dashboard in the UC Learning Center: https://go.ucsd.edu/3MxrXLI (login with 
Business Systems or Active Directory required). 
 

 From the Manager Dashboard, you will see your viewable users displayed in tiles.  

 You can scroll through these tiles to locate a particular employee or you can search for the employee by name.  
 

 
Manager Dashboard in UC Learning Center 

https://go.ucsd.edu/3MxrXLI
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 If you manage more users than just direct reports, you can change your view from the default All Viewable Users to 
Direct Reports to view only your direct reports. 

 
Once you locate the employee whose training status you want to verify, take note of the blue button in the lower right 
corner of the employee’s tile.  
 

 
If the status shows 0 INCOMPLETE – the employee has no Overdue or Expired training assignments.  

In the Assigned Training Verification section of the employee’s appraisal form, you should select the 
first option to indicate the employee has nothing Overdue or Expired. 

 
Assigned Training Verification section of Staff Performance Appraisal form 

If the status shows one or more items are incomplete, you will need to view the employee’s Training Analysis page to 
determine whether any incomplete assignments are Overdue or Expired.  
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 To see details, click the down arrow next to the PROFILE button. 

 Select Training Analysis.  

 
 

This will launch Emulation Mode, which allows you to view learning details about your managed users.  You know you 
are in emulation mode by the yellow emulation message at the top of the page that says, “You are emulating <Employee 
Name's> account”. When you are finished viewing the employee’s information, be sure to exit emulation mode by 
clicking the EXIT EMULATION link at the top of the window before navigating to another view. 
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Training Analysis for an employee who is Expired on an assigned training requirement. 

 
Training Analysis for an employee who is Overdue on multiple training requirements. 
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In the Assigned Training Verification section of the employee’s appraisal form, you should select the 
second option to indicate the employee is Overdue or Expired on one or more requirements. 

 
Assigned Training Verification section of Staff Performance Appraisal form 

PLEASE NOTE: Some employees who show an incomplete status on their tile may have an Assigned status for one or 
more training requirements. It is important to always check the Training Analysis view when you see anything as 
incomplete on the tile, to determine whether their status is Assigned or whether they’re actually Overdue or Expired on 
a requirement or requirements.  

 
Employee tile showing an Incomplete status – always check the Training Analysis for more information 
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Employee with Assigned Status – nothing is Overdue or Expired 

As long as the employee is not Overdue or Expired on any assignments, on the employee’s appraisal form you would 
select the first option to indicate they are not Overdue or Expired. 

 
Assigned Training Verification section of Staff Performance Appraisal form 
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Below are additional Training Analysis examples of employees who are not Overdue or Expired on any assigned training. 

 
Training Analysis for an employee who is current on all assigned training requirements and nothing is Overdue or Expired. 

 

 
Training Analysis for an employee who is current on all assigned training requirements and nothing is Overdue or Expired. 
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Don’t forget to EXIT EMULATION after you’ve finished looking at a particular employee’s records. 

UC Learning Center Assignment Status Definitions 
 

Acquired 

 

Learning Activity is assigned to the user, the activity is a certification*, and the user has 
completed the required training. Their expiration date is in the future. 

Assigned 

 

Learning Activity is assigned to the user, the user has not yet completed the required 
training, and the due date is in the future. 

Attended 

 

Learning Activity is assigned to the user, the user has completed the required training, 
and the training is not a certification*. 

Expired 

 

Learning Activity is assigned to the user, the activity is a certification* which the user has 
previously completed, and their expiration date (equivalent to a due date) has passed. 

Overdue  

 

Learning Activity is assigned to the user, the user has not yet completed the required 
training, and the due date has passed. 

 
*Certifications are learning activities for which the completion is only valid for a limited time period. To earn a 
certification, users complete an activity successfully, which is then marked as Acquired in the UC Learning Center. An 
acquired certification remains valid until the expiration date. Users receive system-generated email reminders when a 
certification is about to expire.  
 
Want to learn more about UC Learning Center tools for supervisors and managers? Visit the UC Learning Center Manager 
Guide on Blink: https://blink.ucsd.edu/HR/training/resources/uclc/manager/index.html 
 
Questions? Contact perf-appraisal@ucsd.edu for assistance. 
 

https://blink.ucsd.edu/HR/training/resources/uclc/manager/index.html
mailto:perf-appraisal@ucsd.edu?subject=SPA%20training%20verification
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