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As a Manager you can perform certain actions with 
your team members:

o View their profiles

o Monitor their progress

o Enrol them on Learning pathways

o Approve/reopen Learning pathways

o Register them on Events

o Award points in the Communities



Accessing My Team

As a Manager, you can access 
your My Team view at any time 
by selecting it from your 
Profile & Settings dropdown.
This is accessed by clicking on 
your profile picture in the top 
right of the site.



Accessing My Team

From the My Team view you can click on any of your team members to 
visit their My learning section and access their Learning pathways, 
Experiences, and Events.



Viewing a Team Member

This image shows a Manager’s view 
of a team member’s My learning 
area. You can click on the Visit 
Learning, Experiences, and Events 
tabs to view their learning. In the 
example below we are looking at 
Hadi Bennagi’s learning.

Hadi Bennagi is enrolled on four 
Learning pathways.



Reviewing Pathways

As an Administrator/Manager 
you will be given an opportunity 
to provide feedback to the user. 
They will be provided this 
feedback in a notification email.



Enrolling and Registering

You can enrol your Team Members on Learning 
pathways and register them on Events in the same 
way that you would do so as a Learner. Please refer 
to the Learning pathways and Events user guides 
for further information.



Awarding Points

Administrator’s can award any user points in the Communities. This is a 
great tool for encouraging community discussion and promoting the 
value of relevant content. Simply click on the Add points text on the 
post and select how many points you would like to award.



If you are experiencing any 
difficulties with Manager 
permissions, please contact 
your administrator.
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