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1.0 Introduction 
The FI$Cal Project’s Post-Production Departments using the FI$Cal Training Academy (FTA) have self-
service capabilities to manage and track training. Departmental Training Liaisons (DTL) have the 
capability to assign Job Profiles to their FTA Learners, and remove unneeded Job Profiles. 
Within the FTA, Job Profiles are equivalent to the FI$Cal Training Roles. 

1.1 Purpose 
This document provides Departmental Training Liaisons the information required to assign/remove Job 
Profiles and view assigned Job Profiles. Departmental Learners would need to contact their 
Departmental Training Liaisons to add required Job Profiles, or to have unneeded Job Profiles 
removed. 
 

2.0 Departmental Training Liaisons Job Profile Maintenance 

2.1 Adding Job Profiles for Learners 
 
From their Home page, the DTL will select Assigned group review from the Review Menu. 
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This will bring up the page that lists all of the Learners assigned to the DTL. Using the briefcase icon, 
the DTL can open the Career Center for a given Learner. 
 

 
 
The Career Center opens on the career Center Summary Page. The DTL will select the Job Profile 
link from the Left Navigation Menu. 
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The Assign job profile button will allow the DTL to add Job Profiles. 
 

 
 
Within the Job Profiles page, the DTL will use the Select link to assign the Job Profile. As each Job 
Profile is selected, the page will refresh and that Job Profile will no longer display as it is already 
assigned. 
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Once the desired Job Profiles are assigned, the DTL can use the back button at the bottom of the page 
or the Job Profile link in the Left Navigation Menu to return to the Job Profiles page and confirm the 
assigned Job Profiles. 
 

 
 
By opening the Learning Center in the Left Navigation Menu and selecting the Learning Path link, the 
DTL can see a graphical layout of the Learners assigned training. 
 

 
**End of Process** 
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2.2 Removing Job Profiles for Learners 
The DTL will remove unneeded Job Profiles for a given Learner by navigating to the Job Profiles page 
within the Career Center. From the Career Center Summary page the DTL will select the Job Profile 
link from the Left Navigation Menu. 
 

 
 
To remove an assigned Job Profile, the name of the Job Profile is a hyperlink to a detailed Job Profiles 
page. 
 

 
 
The De-Assign Job Profile button is used on the detailed Job Profiles page to remove the association, 
and the DTL will be returned to the main Job Profiles page. 
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**End of Process** 
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