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Accessing Learn
To access Learn, log in to your ThinkHR account and click either the Learn tab in the top menu bar or the My 
Courses button on the dashboard. If you do not know how to log in to your ThinkHR account, call our support 
team at 1-844-413-2468.

What Having a Learn Account Means for You
Your Learn account provides unlimited access to an extensive training course library to help sharpen your skills 
and grow professionally. As a site administrator, you can invite an unlimited number of employees to take courses 
in Learn. Courseware content includes compliance training, harassment and discrimination, as well as topics such 
as safety and professional development. Some of the built-in features of the courseware are:

 ● Start and stop courses any time
 ● Take each course multiple times
 ● Get certificates of completion for courses
 ● Maintained records of completion

To access Learn, click on the My Courses button under Learn.

Learn for Partner Admins
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System Administration
Learn has multiple layers of administration. As the broker administrator, you have administration rights for all of 
your registered employers. This includes the ability to register companies, users, assign courses, and view reports 
and dashboards. Your registered employers have the option to become company administrators. 

Company and user registration are done in the ThinkHR platform. If you click on your initials in the upper right 
corner, you will see a dropdown menu that contains a System Administration link. If you click on that link, you will 
be taken to the ThinkHR platform and the training window will close. If you right click on the link, you can open 
the ThinkHR platform in a new window and the training window will remain open.
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Fill in the form and click the Save Settings button and the company will be created. 

Adding a Company
To create a new company, click Companies on the System Administration bar and then the Create button, then 
New Company on the far right side of the bar.
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New User creation starts with picking the company for that particular user. Find the company by either searching 
for it or from the list. Once found, under the Actions column, click Continue to Create User to add that user to 
the company. 

Adding a User 
To create new users, click Users on the bar and then the Create button on right hand side, then New User.
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Fill in the New User form.

Each username must be unique. We recommend using each employee’s email address as their username. 
The user will receive a welcome email with account information, if the Send Welcome Email box is checked 
when adding a new user. (The welcome email will contain a link that requires the user to set their password.) 
Click Save Settings when the form has been completed. The user has now been added into Learn and can be 
assigned courses.
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Click Import Template in the Upload Settings window to download the template and then populate the template 
with the required information.

Batch Registration 
To add multiple users, click on your initials in the top right corner and select System Administration. From the 
System Administration toolbar, click on Companies. Click Edit from the Actions column. From the menu on the 
right choose Import Contacts.
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The client name on the spreadsheet must be an exact match to the company name in the system. Add the 
company name into the CLIENT_NAME column of the Import Template exactly as it appears on the Import 
Contacts page. 

Employee is the only role available when adding users to the training platform. Employees cannot be subscribed to 
the ThinkHR newsletters – ThinkHR Crunch and HR Lens. Please enter a zero in each of the newsletter columns 
to ensure proper upload of the Import Contacts spreadsheet.

Once the template has been populated with all the employees’ information, save it, and return to upload page. 
Click on the Cloud button and choose the file you just saved. 
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The file will upload, and the system will scan the file for errors. If errors are found, the system will provide 
information about the error. If no errors are found, it will show an approval.

Once you have received the Ready for Import message, click Import on the right side. 

After the import has finished, there will be a message at the bottom right that indicates the Import Results.
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Click the back arrow to the left of the company name to view the Send Welcome Emails feature on the right side 
of the page. 

After selecting Send Welcome Emails, the batch settings window will open. Click the dropdown arrow and 
select the file name that contains the employees’ names.
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After selecting the file, the names and email addresses of everyone that will receive a welcome email will appear 
on the screen. The welcome email sender email address and subject line can be modified prior to sending. At the 
bottom of the screen you can preview the email that will be sent.

Click the Submit button on the right hand side to send the email.
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Managing Custom Courses
Using Learn’s Custom Course Uploader, you can expand your training program to include customized AICC or 
SCORM-compliant training courses for your users. 

Uploading a Custom Course
When you upload a custom course, the course is added to the “Custom Courses Management” section with no 
client (or employee) assignments. After uploading a course, make sure you assign the course to applicable clients 
as described in Assigning Access to Custom Courses.

Note: Before you begin, make sure the custom course you want to upload is packaged in a zipped file.
To upload a custom course, on the Learn page, click Actions, select Custom Courses Management from the 
menu and then click Upload Course.
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On the Upload Custom Courses page, enter the following information for the course you want to upload:

 ● Title: Type the title of the course you are uploading.
 ● Description: Enter a meaningful description of the custom course. If possible, list the major objectives or the 

course, and any post-course activities the end user will need to complete to satisfy the course requirements 
(such as passing a quiz).

 ● Duration: Type the length of time in minutes needed to view the entire course.
 ● Type: Select either:

 ● AICC - Aviation Industry CBT Committee (AICC) is an HTTP communication protocol used between a 
Learning Management System (LMS) and the developed course content.

 ● SCORM 1.2 - Sharable Content Object Reference Model (SCORM) uses a JavaScript API to 
communicate information between the course content and the LMS.
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Make sure the Disclaimer check box is selected (checked). Open an explorer window and navigate to the 
custom course you want to upload, then drag and drop the custom course file into the Upload Custom 
Courses page.

If you want to upload another custom course, select the Upload another course check box (located under the 
Save button). Click Save to upload the course.  The course upload will take a few moments – larger files will take 
a little longer. 

Once the course upload completes, a message is shown indicating a successful upload. If you checked the 
Upload another course check box, the Upload Custom Course page is refreshed with empty entry boxes.
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Assigning Access to Custom Courses
On the Custom Course Management page, under the Select Companies column, click the green button for 
the company in which to assign the custom course.

In the Select Companies dialog, select the check box next to each company in which to add access to the 
course, and then click Continue. You can select as many companies as you’d like. Click Continue after selecting 
the appropriate companies.
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Click Save in the Summary of Changes dialog.



Learn User Guide for Partner Admins

www.thinkhr.com | 844.413.2468  February 2020 | 18

Replacing a Custom Course
There may be times when you’ll need to replace a course with updated content. On the Custom Courses 
Management page, under the Actions column, click the edit button for the course you want to replace.

When the Upload Custom Courses page opens, click Remove and then drag and drop the updated course file 
into the Upload Custom Courses page.
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Update the Title, Description, Duration, and Type as needed to reflect the updated course you are uploading, 
and then click Save. 
 
Note: If you cancel the upload, the old file will not be replaced and any information you’ve updated will be reset to 
the last saved state.
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Archiving a Custom Course
You can archive custom courses when they are no longer needed. When you archive a course, the course 
disappears from the course catalog.  Archived courses are automatically removed from any tracks the course is 
assigned to and users will no longer be able to access or complete the course. For users that are mid-course 
when the course is archived, their progress for the course is saved.

Once a course is archived, the course is no longer available to users. However, admins and users can continue to 
access certificates for course completions under Archived Courses in My Certificates.
 
On the Custom Course Management page, under the Actions column, click the checkbox for the custom 
course you want to archive. When the Upload Custom Course page opens, click Archive,
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and then click Save.
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Limit Company and Employee Access to Courses
Companies and employees gain access to courses where access has been provided to them. If you do not 
provide access to a course for a company, that company and all of its employees will not have access to the 
course. 

To limit the courses a company and its employees have access to, go to the Learn page, click Actions and 
select Course Selector from the menu.

On the Company Course Selector page, browse through the list of courses available for the selected Company.   
Use the Search Courses box or browse courses by category and select the courses you want to provide access 
to. Click Save to provide access to the selected courses. 

This example shows access to two Human Resources > Wellness courses that have been added to the 
Selected Courses column.  After clicking Save, these courses are available to the Company and all of its’ 
employees. Note that the one remaining course in this category (Pandemic Flu Awareness) has not been moved to 
the Selected Courses column and therefore is not available to the company or its employees.
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Export User Information
To export a list of all the users associated with a company into Excel, go to System Administration by clicking 
on your initials in the upper right corner, then chosing System Administration. Choose Users and in the Batch 
Actions menu, choose Export Users.
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Resend Welcome Email/Login Email
Use this tool to provide login information to a Learn user who has lost or deleted the original email. To resend a 
welcome email, click on your initials in the top, right corner, select System Administration. From the toolbar, 
click Users. Find the user who needs the welcome email resent and click Details from the Action column to open 
the user’s details page.

On the user’s details page, click Send Welcome Email to preview the welcome note. 
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Click Send Welcome Email. 
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Learn Dashboard
The Learn Dashboard is located in the blue Learn toolbar.

The Dashboard gives you access to key administrator features inside Learn:

Active Tracks provides a snapshot of the tracks created.
Click the “+” next to any track to see user progress.
Assign course with one click.

1

1
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Creating Tracks
Tracks are useful tools for assigning courses to people or groups of people to be taken before a specific date. 
There are three parts to a track. The first is a set of courses. The second is a group of people and the third is the 
due date. As part of the track, you will be able to select email reminders and even edit the emails. 

In order to set up a track, select the Dashboard tab from the Learn toolbar and click the Actions button located 
on the right side, then choose Create New Track. The system will automatically populate your company name, 
however this can be changed to any company under your account using the drop down search box. Give the 
track a name and choose a completion date. Next, use the search course box or browse courses by category to 
choose the courses you wish to add to the track. Click Continue to assign users or Save & Exit if you wish to 
complete your track assignment at a later time.
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If you select Continue, the Assign Track Users screen will appear. On this page, select the user(s) to assign the 
track to by checking the box next to their name.

To assign the track to everyone showing on that page, check the box next to Name in the header row. Each page 
will show 10 users. If there are multiple pages of users, simply advance through the pages or use the search box, 
and check boxes as appropriate. Click Continue to choose User Notifications.

On the User Notifications page, select the notices that are to be sent. Reminder notes can be scheduled to send 30 or 
7 days prior to the due date or the actual due date. By selecting preview, it is possible to view and edit the message.

Choose the Save Track button on the right side of the page to store all the settings associated with the 
new track. The system will automatically send the track’s Welcome Email, if selected, and return you to the 
Dashboard page. This track will now appear in the user’s homepage. You can run as many simultaneous tracks as 
you like, and each track can have different users.
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Taking a Course
First, for courses that are assigned to you, go to your My Courses page. For custom courses, go to your Course 
Catalog page and click on the Custom Courses icon.

Under the list of courses, click on the title of the course you want to take. Click the Start Course button, and 
then click Enter. Be sure to turn off pop-up blockers on your browser to ensure the course functions correctly. 
Once you complete the course, you will receive a certificate that you can share with your training administrator.



Learn User Guide for Partner Admins

www.thinkhr.com | 844.413.2468  February 2020 | 30



Learn User Guide for Partner Admins

www.thinkhr.com | 844.413.2468  February 2020 | 31

Reports: Dashboard
The Dashboard Report provides a bird’s-eye view of users, tracks, and course completions. You can also view 
inactive users, running tracks, and a breakdown of courses taken outside of the assigned tracks.
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Select the company or companies and the dates for which to see activity. Click Submit.

Reports: User Activity Report
In the Actions button menu, select User Activity Report. On this report, you can search for and view users 
(students) and their course status. You can also download the report via Excel by clicking on the Generate 
Report button on the User Activity Report.
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For additional help, contact the ThinkHR Support Team at 844.413.2468 or support@thinkhr.com.

The active users for your selected companies will be listed. If you are looking for a specific user, use the search 
box. Clicking on Passed in the Status column will navigate you to the Completion Certificate.
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