How to enroll in Employee Development
courses via the Learning Module

Access the 'My Learning' portal via the Gaslines '"Human Resources' menu.

[ ]

CLICK the 'My Learning' link.



How to enroll in Employee Development
courses via the Learning Module

On the Learning Module page, enter the course title in
the Search field and CLICK the magnifying glass.
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A pop-up box appears with course details and a list of the available

sessions. In the pop-up box, CLICK Request to add the course to your

Transcript. To receive an email to notify you of additional sessions,

CLICK the “Notify me of new sessions” link. If no sessions are available,

the pop-up screen will indicate that at the bottom of the page.

Click Request
to register.

Click to be notified of
<« | additional sessions.




Your transcript page will appear. It will contain the course you have
selected. The Status column will show you are Registered for the course.

Status column _

shows Registered

To withdraw from

the class, CLICK the
View Training link
for the dropdown

menu and Select O

Withdraw.

Please reach out to SoCalGasU@semprautililities.com if you have any
issues with the steps above.

End of Instructions

You will receive an auto-generated email confirming your
registration in the class.
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