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In order for a Learner to appear under the My Team tab in your Managers Dashboard you will need to assign yourself as the Learners manager within your Tenant Administrators Dashboard.

Login to LearnSpace and access your Tenant Administrator Dashboard. Select the Users Tab.



When in the Users tab enter the name of the Learner you wish to appear in the My Team tab into the search box then click the Search button.






The details of the Learner are listed, you now need to click the Job Assignments option under the Actions column.

The Job Assignments screen is then displayed. To add yourself as the Learners manager click the Edit option under the Actions column.






Click the Choose Manager button.



Click the Search tab and enter your name into the search box then click Search.

Click your name when its displayed then  click ok.
Your name will then be shown next to the Choose Manager button as shown below.  To remove yourself as the manager click the red cross.

Click the Save Changes Button.



The Learner will now appear under the My Team tab in your Managers Dashboard.






	
	
	




	
	
	



image1.png
Welcome to the Administrator Dashboar
Summary Users Enrolments Alerts + Branding Subscription

Last30days ¢

= X o = A

0 0 0 0 0

+12 hours online Courses started Courses completed Programs completed Accreditations achieved

Report Manager

@ Course completion report 1
@ Course completion report 2
@ Course expiry report

@ Leamers Report




image2.png
Summary

Users

Enrolments

Organisation

Alerts + Branding

Subscription

Users

- Search by

User's Fullname &

contains

SEARCH

o

CLEAR

& ADD USER




image3.png
Summary Users Enrolments Organisation Alerts + Branding Subscription

Users & ADD USER 2 BULK UPLOAD USERS

- Search by

User's Fullname &

contains * test
SEARCH CLEAR
User ID . User's Courses Started  User's Courses
Number  YSe" User Last Login Count Completed Count
Test Learner
Records | Required 0 0

Exportas  CSV + EXPORT

Actions

@ Edit
W Job assignments
o Reset password




image4.png
Summary

Users

Enrolments

Organisation

Alerts + Branding

Subscription

Job assignments for Test Learner

- Search by

Full name &

contains

SEARCH

1D Number

test learner@test.com

Exportas CsV

o

CLEAR

Job title

EXPORT

Manager

Organisation

Test Organisations

+ ADD JOB ASSIGNMENT

Actions

& Edit




image5.png
Summary Users Enrolments Organisation Alerts + Branding Subscription

Add job assignment for Test Learner

There are required fields in this form marked *.

Job title

Job ID number*

Manager &

CHOOSE MANAGER
Organisation &

CHOOSE ORGANISATION

Position &
CHOOSE POSITION

Start date
7 4 Febuay $ 20193 g ] Enable
End date
7 4 Febuay $ 20193 g ] Enable

SAVE CHANGES CANCEL




image6.png
Choose manager (Selected: Example Learner -
Unnamed job assignment (ID: 1))

Browse Search
Search  €xample SEARCH

Example Leamer - Unnamed

nment (D: 1

Example Leamer - create empy job assignment

oK. Cancel




image7.png
Manager ©

Example Leamer - Unnamed job assignment (ID: 1) x|JCLESELLEUEIS S




image8.jpg
The

Workforce
Development
Trust




