
ATTACHMENT 1 to Policy No. LEG FIN 1_09_01 entitled, “Procard Policy” 
 

Instructions for Managers to assign “State of Montana Procurement 
Cardholder Training” to employees 

 
1. Go to your login screen in SABHRS.  Click on the “Talent” tile. 

 
 
2. Step 2: Click on “Company Single Sign-On.” 

 
  



3. Sign in with your C# and your password you use to sign in to SABHRS. 
 
4. Click on “My Team.”  

 
 
5. Click on “Learning.” 

 
  



6. Click on the ellipsis and choose, “Assign Learning.” 

 
 
7. Fill in required fields. 

1. Assignment Type 
a. Required 

2. Start Date 
a. Today or whenever you want your employee to start 

3. Due Date 
a. Required due date of training 

4. Learning Items 
a. Pick training from the pick list 

i. For this example, I picked the required due date of 11/14/2025 and the 
“State of Montana Procurement Cardholder Training.” 

 
  



8. Assign “Learners.” 
1. Under “Learners,” pick “Person.” 
2. Start typing your direct reports in the adjacent box – if you have approval to assign learning 

to this person, they will show up 
a. Pick the person you want to assign training to 

 
 
9. Click “Add” to add additional learners. 

 
  



Add as many “Learners” as required. 
 

 
 
 
10. You may add your own text to “Note to Learners,” or a “Justification.”  
 
11. Once all your fields are filled and your “Learners” are assigned, click “Assign.”  

 
 



CONCLUSION: Your “Team Learning” dashboard allows you to look at assignments, status of 
training, and due dates.  For example, below is a small snippet of all the training I’ve required in 
Financial Office: 
 

 
 
If I want to find out details of the “State of Montana Procurement Cardholder Training,” I click on 
that training.  You can see that only one hasn’t taken the training.  I want to send an email to remind 
them to take the training.  Click the “Share” button, and it will bring up a new email to the person 
and includes the subject.  You will have to compose the body of the email.  
 

 
 



 


