
 
 

How to Assign Training to Direct Reports 

1. From your Cornerstone homepage, search for the training you would like to assign. 

 

 

2. When you have found the training you want to assign, click on the training tile. 

 



 
 
 

3. After clicking on the training, an option to “Launch” or “Assign” will appear. Click on 
“Assign”. 

 

4. A list of your direct reports will appear. 

 

 



 
 

5. Here, you can choose a due date and add comments if desired. Click on “Automatically 
register users” and choose which direct reports you want to assign the training to. Then 
click “Submit”. 

 

 

6. An email will be sent to your direct report indicating that a training item has been 
assigned to them. The email will come from: 
ProfessionalDevelopment@csod.mail.spcollege.edu  
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