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These Learning Launch Operating Procedures have been developed to streamline Access and Usage of SUPERVALU’S On-Line Training program.  Due to Licensing requirements and technology constraints, each Learning Launch User must adhere to these Procedures:
REGISTRATION and ACCESS PROCEDURE
Step 1: Complete the Learning Launch Registration Form for each User.

· You can access Registration Form – LL-REG (Word or Excel) through SVHarbor eReports, your RBC or through SUPERVALU University.

· Complete the Registration Form for all Users and submit via email to:
 Jan Lacika at SUPERVALU University - jan.lacika@supervalu.com.  

If you do not have access through the email system, mail or fax your Registration Form to:
Jan Lacika

SUPERVALU University

19011 Lake Drive East

Chanhassen, Minnesota  55317

Fax: 952-906-6100
Step 2: Downloading User Information and Assigning Learning Launch.
· Upon receiving your Registration Form, Jan will input your data into the Learning Launch system.
· Jan will then send an email to the Region SVHarbor Administrator so that he/she can assign Learning Launch to your Store.  When the Region SVHarbor Administrator has “turned-on” Learning Launch they will notify the Store User Administrator so that he/she can assign Learning Launch to the individual User.
Step 3: Confirming Access to Learning Launch.

· Upon completing the electronic assignments…the Region and Store SVHarbor Administrators will send an email to Jan Lacika and Christine Walsh confirming that access is complete and that access to Learning Launch is now available for each assigned User.

Step 4: You now have access to Learning Launch.

LIBRARY USAGE and ASSIGNMENT PROCEDURE
One License = One User

· Software regulations require that you assign only one Learning Launch License per User.  Each User can access one, two, three or four Libraries, however, regulations require that we restrict usage to one License per User on an annual basis.

· In the event of an Employee Termination, Relocation or New Position, Retailers will be able to reassign a Learning Launch License to another User.  Reassignment of Licenses will be managed on a quarterly basis.  As with the original Registration, you will be required to submit a Reassignment Registration Form to Jan Lacika  (Please complete Form LL-REG-RA….located through eReports.)  Jan will complete the same process as required for a new User. 

· SUPERVALU University will send an email to the Store User Administrator informing them that the Reassignment process has been completed.

IMPORTANT NOTE: 

User Assignments will be reset at the beginning of each quarter.  Training and Billing records will be adjusted on the first day of each quarter month: January, April, July and October.
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TECHNICAL ASSISTANCE
Along with this Operating Procedures document, you will be receiving two Technical Assistance documents that will detail the following:
· Form TS1 – detailing the Technical specifications necessary to access Learning Launch through your work and home computer systems.

· Form AC1 – a Learning Launch User Guide providing the step-by-step procedures to assist you in navigating through this program.

ACCESS TIME FRAME
If the above Procedures are followed, you can expect to access your new Learning Launch Training programs within 10 working days of submitting your Registration Form.






Welcome to Learning Launch…

and a future of Lifelong Learning!
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