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Requestor confirms they have
the authority or approval to
require the training of the
assignees.

2
Define & Approve Audience:

UCLC Admin will work with
Requestor to define the
assignee audience by available
user data from UCPath.

See job aid.

Assignment Request Process
Campus > Orgs > Managers

3
Set Assignment Detailsgg

Requestor provides:

- Communication timeline

- Assignment start date

- Grace period

- Exception request process

o)

Approve Notifications:

UCLC Admin will work with the
Training Owner to determine
assignment notification needs.

Changes & Ongoing Maintenance

5
.
Establish Assignment:

UCLC Admin creates and
launches the assignment in the
UCLC.

Requestors are responsible for notifying ucrlearning@ucr.edu if you need to

cancel or modify an assignment or audience rules.

Yo LT RN Ll a &8 — Optional:

If requested, UCLC Admin will
create and schedule any needed
reports post-launch.

Human Resources
Employee and Organizational
Development
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