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1. Reviewing Training Requests 
 

To review any training requests you have received from employees, click on Your to do list:  

 

 

 

 

 

Information regarding the request can be accessed by clicking on the symbol. 

 

  



You will now be presented with information about the request. 

 

If required, you can add the cost centre [Cost Code(s)] that the course should be costed to. 

You can update the Reason that for requesting the course and if the employee needs to complete 

the course by a specific date, then you can add this in the Attend by field. 

Once you are happy with the content, click on the  button. 

  



2. Authorising requests 
 

Once you have reviewed the Training request, you can now Authorise or reject (Not authorised) the 

request.  This process should be familiar to you, as it is the same process used to authorise leave. 

From the home page, navigate to your TO DO LIST. 

 

1. Tick the box on the left hand side of the request you want to action.   

2. The Action button will appear at the top of the list. Click on this. 

3. Select either Authorised or Not Authorised.   

4.  The request has now been actioned and will disappear from your to do list. 

5. The employee will receive an email notification of the action. 

  



3. Personal Learning Events 
 

The personal learning section is there for staff to record any other learning activities which they have 

undertaken and are relevant to their job.  These activities will be included on their learning 

record.  These activities would include events like CPD (continuing professional development) 

activities, conferences, master classes, meetings and anything else you think relevant to their 

learning record. 

Once an employee has submitted a Personal Learning Event, you should review this and confirm that 

this learning has taken place. 

Any Personal Learning Events will appear in your To Do List for authorisation and can be reviewed in 

the same way as any other task. 

You can update the learning event by updating any of the relevant fields and clicking on the  

button. 

 

 

If the employee has attached any supporting evidence, the  icon in the top right hand corner will 

be blue in colour.  Click on this and select the document attachments option.   



You can now download and review any attachments by clicking on the button. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



4. Viewing Employee Learning Details 

As well as viewing all learning activities in your calendar for all your employees you can also view a 

full history of an individual employee.  

To view the details in the calendar you should select the tab at the bottom of the Home Page of 

myTeam.  

 

You can see all your employees on the calendar and learning activities are identified by a blue dot so 

you can see at a glance the time booked out for learning activities as well as all other absences 

 

You can view an individual employee’s learning activities my clicking on the Learning tab after 

selecting the employee you wish to review 

 

Then Personal Learning Account 



 

The examples above show: 

Courses the employee is on the waiting list 

Courses the employee has completed 

Courses the employee is booked on but hasn’t yet attended 

You are unable to produce reports for your full team to show your full team.  If you require this 

report please contact the Talent & Organisational Development Team at TOD@northlan.gov.uk 
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