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What does it mean to monitor an approval?
When a Learner (employee) enrolls in a course that requires manager approval, ELM automatically routes that approval request to the Learner’s manager. ELM takes all of its data from SEMA4 and will identify the manager as the person named in the “Reports to” field of that database.  There are instances where an ELM Administrator or Training Coordinator will need to take action on behalf of the Learner (employee) or Manager to ensure that their request is approved or denied in a timely fashion.  This Quick Reference Guide will outline the steps for that process.
*Note: Part A of this guide reviews how to generate and view a report. If you already know how to generate a report, please skip to Part B. The Pending Approvals report will provide you with detailed information to assist you in Part B.
[bookmark: _Toc399141237][bookmark: _Toc399141291]
Part A: Running a Report
[bookmark: _GoBack]Follow the steps below to access ELM through the Administrative Portal (https://portal.swift.state.mn.us/psp/por91ap/EMPLOYEE/EMPL/h/?tab=PAPP_GUEST)
1) Click on Learning Management Access
2) Click on Learning Management Production
3) Click on the Enterprise Learning link
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Click on the Custom Reports link
[image: ]

Click on the Approval Reports link
[image: ]




If you have a saved report, while on the ‘Find an Existing Value’ tab, click Search. 
**If you have not generated or run a report before, you will need to create a ‘Run Control ID.’ Go to Appendix A (end of this guide) to learn how to add a Run Control ID. 
[image: ]
Click the Run Control ID for your saved report. For this record, it is either your initials or GMPA07092014PROD05.
[image: ]
Click on the Run button
[image: ]


Choose the XLS (Excel) format under the ‘Format’ link for the Pending Approvals report
[image: ]


Click the check box for the Pending Approvals report in the ‘Select’ column. Once this is checked and the format has been changed to XLS, click the OK button
[image: ]


You will be brought back to the previous page. Click the Report Manager link
[image: ]


Click on the Administration tab
[image: ]
To launch a report, click the title of the report. If the ‘Status’ field states N/A or Processing, continue to click the Refresh button until the ‘Status’ field states “Posted.”
 [image: ] 
[image: C:\Users\fisny01\AppData\Local\Temp\SNAGHTML70fbcc54.PNG]Click the Open or Save as


This message informs you that the file is downloading.  This may take a minute or two. .
[image: ]
You may receive the following error message. Click the OK button 
[image: C:\Users\fisny01\AppData\Local\Temp\SNAGHTML70fcc330.PNG]
[image: C:\Users\fisny01\AppData\Local\Temp\SNAGHTML70fd5023.PNG]The file will open in Compatibility Mode and Read Only. Click File > Save As to save your desktop. Once the file saves, you can format, filter, and sort according to your needs.













Looking at a wider view of the report, you can see the names of Learners (employees) with pending approvals. You will also be able to view the Manager/Supervisor that has yet to approve.
 
[image: C:\Users\fisny01\AppData\Local\Temp\SNAGHTML70fd88a1.PNG]
[image: ]It may help to filter the Excel worksheet to sort by your agency to find your agency’s employees. Return to Enterprise Learning and continue to Part B.
[bookmark: _Toc399141238][bookmark: _Toc399141292]Part B: Approving an Enrollment
Follow the steps below to access ELM through the Administrative Portal (https://portal.swift.state.mn.us/psp/por91ap/?cmd=login&errorPg=err&languageCd=ENG)
1) Click on Learning Management Access
2) Click on Learning Management Production
3) Click on the Enterprise Learning link
Once you are in Enterprise Learning, click on ‘Learner Tasks’
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Click the Monitor Approvals link
[image: ]
 In the Monitor Approval you can refine your search by;
· Approval Process – If you know how the course was set up for approval, e.g., a single activity with approval set to  Internal MGR/External-None, select from the list by clicking the magnifying glass icon for this field.
· Header Status – If you are searching for a specific status, click the drop-down arrow and select the status. Otherwise, leave blank to return all statuses.
· Last Modified – Click the calender icon to set a specific date, or you can leave blank to return all.
· Approver – You can search for the approver (from the Reports to Column) by clicking the magnifiying glass icon next to the Approver field. In the Search By drop-down, select Approver Name and enter the last name of the approver and click Look Up. 
· Approver Status – Select from the list, or leave blank
· Requester – Click the search icon (maginifying glass) to search for a specific Learner.  Click the drop-down and select Name. Enter the last name of your learner and click Look Up.

To forward an approval to someone else or yourself follow these steps (Numbers in picture below correspond to steps):
1. Select Approval Process to be ACT INT-MGR EXT-SPECIAL by clicking the magnifying glass to the 
right of the box.
2. Change Header Status to Pending
3. Under Approval Process: Internal-Mgr External-Special box, enter the Enrollment Confirmation number and click Filter
4. Check the box to left of Enrollment Confirmation Number
5. Enter Manager’s EMPLID in the Approver’s Oper ID box  (use magnifying glass to lookup EMPLID if needed)
6. Enter EMPLID of person who the approval is being reassigned to
7. Optionally enter a comment.  Comments attach to approval which may contain helpful information such as PO number.
8. Click the Reassign Selected button. Click OK on Reassignment Successful message
9. Email new approver that an approval is pending
[image: ]
If the approval has been reassigned to yourself then:
10. Repeat steps 1-4
11. Enter your EMPLID in Approver’s Oper ID box.  Leave Reassign To blank
12. Optionally enter a comment
13. Click Approve Selected.  Click OK on Approval Successful message
[bookmark: _Toc399141239][bookmark: _Toc399141293]Appendix A: Creating a Run Control ID

To create a run control ID, Click the Add a New Value tab [image: ]
Create a unique Run Control ID – for example, Your Initials. Click Add
[image: C:\Users\fikni01\Desktop\Add a new value.JPG]
By clicking Add, you will be taken directly to the page to run the report. (See page 5)
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