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View Your Team’s Compliance

Compliance courses have their own dashboard. This dashboard's functionality isn't much different in
use from the Employee Dashboard; however, some unique features will help you manage these
courses efficiently.

1. Click on Manage/Reporting in the upper navigation bar.
2. Select My Team'’s Dashboard from the left side menu.
3. Atthe top of the page, select the Compliance tab.
a. You can view Compliance reporting by Training (course) or by Employees
i. Training: View compliance reporting by course
ii. Employees: View individual compliance reporting by Team Member
4. Select Compliance Dashboard by Course.
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Dashboard Overview

At the top of this page, you can see the compliance score as well as the last time that the stats were
updated. To refresh the stats, just click on the relevant field, as shown in the image below:

1. Compliance Courses: the total number of compliance courses in the LMS

2. Total Employees: the number of Team Members enrolled in compliance courses

3. Compliant: the number of Team Members that are considered compliant in all the compliance
courses

4. Non-compliant: the number of Team Members who are not considered compliant, as
mentioned above
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View Compliance Report by Course
To view and access your team’s compliance report by course, follow the steps below.

1. Select Training under the Compliance tab.

2. You can use the search bar and filters to locate a specific course.

3. Here, you can see the progress of each Team Member individually. This data includes the total
number of courses, the compliance rate, and the total time spent in each course.

4. Select one of the courses by clicking on the course title to view the specific course’s
compliance report.
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5. This report will show you each Team Member’s completion data. You can view details for each
Team Member by selecting Details.
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View Compliance Dashboard by Employees

To view compliance reporting for each Team member, follow the steps below.

6. Select Employees under the Compliance tab.

7. You will have visibility and access to your team. You can use the search bar and filters to locate
a specific Team Member.

8. Here, you can see the progress of each Team Member individually. This data includes the total
number of courses, the compliance rate, and the total time spent in each course.

9. Select one of the Team Members and click on View Reporting to view their compliance

report.
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10. Their compliance report will display compliance course completion status, date, and time
spent in the course.
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