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As an Administrator you can perform certain actions
with any site user:

o View their profiles
o Enrol them on Learning pathways
o Registerthem on Events

o Award points in the Communities



Accessing Users’ Learning

As an Administrator, you
can access any user’'s My
learning area. The simplest
way to find the appropriate
user is to click on the , My
Team button under the
Manager/Administrators
profile. Just click on the
user to view their profile
popup and click on the
‘Visit Learning’ link to visit
their My learning area.
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Profile & Settings

& Your Team po—

View the individual learning progress of your team and get direct access to outstanding actions. Profile Settings Change

My Team View
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Your Learners

Click on your learners below to view their information, actions and visit their learning.
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Viewing a User

B ssEaenlld
This image shows an e
Administrator’s view of a learner’s
My learning area. You can click on
the Learning pathways, Experiences :
(Learning log) and Events tabs to N &
view their learning. In the example
below we are looking at Hadi
Bennagi’s learning area.
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e Introduction to Leadership (First Line Leaders) [:] e test32

(@ ENROLLED (@ ENROLLED

@ Great Communication (First Line Leaders) L] e Partnership Warking (First Line Leaders)
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Completed Learning Pathways

No completed Learning Pathways
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| Reviewing Pathways

As an Administrator/Manager Eee—" | =Eaeslld
you WI”_ be given an Opportumty Introduction to Leadership (First Line } '

to provide feedback to the user. Leaders)

They will be provided this al

feedback in a notification email. —

Q a Chat about hadi bennagi Introduction to Leadership (First Line Leaders)

 Me ©
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Great work
Hadi!




Enrolling and Registering

You can enrol any user 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.

Event 0 test1

Leadership basics test?

Would you like to enrol hadi bennagi?

09:00 on 12 July 2024 (1 day 4 hours)

Brightwave Office - Queens Road Brighton

25 spaces(s) remaining
Wheelchair access: yes

Contact: Dan Jones
Are you sure you want to register?

TN BTN




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.

B hadi bennagi

3 months ago
['ve used BROFF before and it worked well, I'm happy to have a call and discuss if you'd like? Agree the s-
sandwich is a no-no - it can be pretty easy to see through, especially when two ridiculous pieces of positive

feedback are given either side of the thing they really wanted to talk to you about.” this added only "I've
used BR a1 it worked well. I'm happy to have a call and discuss if you'd like?

Add leaderboard points o

b (0] +¥(500) 1 comments

hadi bennagi ]
3 months ago

I"'ve used BROFF before and it worked well. 'm happy to have a call and discuss if you'd like?
Agree the s-sandwich is a no-no - it can be pretty easy to see through, especially when two
ridiculous pieces of positive feedback are given either side of the thing they really wanted
to talk to you about." this added only "I've used BROFF before and it worked well. I'm happy
to have a call and discuss if you'd like?
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If you are experiencing
any difficulties with
Administrator
permissions, please
contact your main site
administrator.
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