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Before You Start: 
IMPORTANT: The reporting structure in LearnATF comes directly from 
HRConnect. If you see employees who do not report to you or are 
missing employees on your Organization Chart, please contact your 
HRConnect Division Liaison to make corrections. 

1. 
To access the Organization Chart, 
log in to LearnATF and select the 
My Employees tab and then select 
the Organization Chart link. 

2. Your Organization Chart appears. 
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3. Click the Direct Reports link on the 
user card. 

 

4. The Organization Chart will expand 
for reviewing indirect reports. 

 
5. To return to your My Employees 

page, click the My Employees tab.  
Reviewing the Chart 

3 

4 

6 

 
2www.learnatf.gov 



 

Supervisor Job Aid 
Organization Chart 

Version 1.0
March 1, 2011

1. On the Organization Chart page, 
uncheck the Show Status box. 

 

2. 

The employees’ statuses are no 
longer displayed. This format allows 
a more streamlined view of your 
reporting structure.  
IMPORTANT: If you see any errors, 
please contact your HRConnect 
Liaison to make updates. 
Supervisory information in 
LearnATF comes directly from 
HRConnect.  

Overdue Alerts 
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1. 

Overdue Alerts appear to alert you 
that an employee is overdue for 
training.    

 
 
2. 
 
 

To view the overdue training, click on 
the To-Dos Overdue link. 

 

 
 
3. 
 

The employee’s overdue training 
appears. 
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4. 
 

To return to the Organization Chart, 
click the Organization Chart link on 
the right side under Supervisor 
Links. 

 
 

How to Send an Email to an Employee 

1. After logging in to the LearnATF, 
click on the My Employees tab.  

2. The My Employees page displays, 
click the Organization Chart link. 
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3. On the Employee card, click the 
Email Icon. 

 
4. 

Microsoft Outlook will open giving 
you the option to send a training 
reminder or message to your 
employee.  
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