
 

 

Reporting 
Tracking progress and completions is essential to the learning process. In the LMS, My Team’s 
Dashboard makes it easy to see all this important information in one place. 

You can find My Team’s Dashboard by clicking Go to My Team’s Dashboard on your homepage. 

 

Alternatively, you can also select Admin/Manage/Reporting in the top navigation bar. Then, under 
Reporting on the left, My Team’s Dashboard. 

 

In My Team’s Dashboard, you’ll find several sections, accessible by their tabs, with some sections 
broken down further.  

***Note: You will only use Employees, Training, and Compliance Reporting. *** 

 

Employees Tab 
The Employees tab allows you to view an individual Team Member’s progress. You’ll have access and 
visibility to every Team Member on your team by clicking on View Reporting. You can search for 
specific individuals or groups of individuals using the search bar and filter options. 



 

 

 

Here, you can view their training summary or a report of all training courses that they're enrolled in. 

 



 

 

Training Tab 
The Training Tab drop-down options make it easy for you to focus on specific aspects as they relate to 
courses, On the Job Trainings, events, and more. 

 

Training Tab – Employees 
Similar to the dedicated Employees tab (above), you can view the progress of individuals in specific 
training areas. Select view reporting, then use the sub-tabs to navigate to different areas. 

 



 

 

 

Training Tab – Courses/Learning Paths (Course Completion) 
Select the course/learning path to view more details on the individuals enrolled. Here, you can view 
the completion rate, overdue, enrolled users, and overall progress. You can also view individual 
progress by selecting the Team Member. 

 



 

 

The wrench icon and Settings allow you to unassign the course/curriculum, mark it as complete, or 
oblige the individual to retake the course/curriculum. 
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