
TEAM LEADERS: 
How to set up and manage users in the Dashboard

ALI Lifting It Right training access



Intro to dashboard



WELCOME: To take the course, click the “x”. To go to the Team Lead Dashboard, click “Continue to my dashboard”



Managing Users



DASHBOARD: Navigate to the top menu and click on “Teams”



TEAMS: Click on “People” to see the list of your current users.



Adding a New User



PEOPLE: To add a new user, click on “ Add a new person ”



USER: Fill in the fields for the new user. 



Download Certificate



DOWNLOAD CERTIFICATE: Once that user has completed the course, click on their name, navigate to 
“ Achievements ” and then click “Download Certificate” for the most recent course completion.



Resend or Reset Credentials



RESEND USER CREDENTIALS: If the user does not receive their credentials, they can manually be sent from with 
the profile. Click on the user’s name to open the profile, then click on the “Options” dropdown and then “Send 
Login Emails”. Then follow the prompts to resend the one-time link.



RESET USER PASSWORD: If the user does not remember their password, it can manually be reset from with the 
profile. Click on the user’s name to open the profile, then click on the “Options” dropdown and then “Send Login 
Emails”. Then follow the prompts to resend the one-time link.



SEND LOGIN DIRECTIONS TO THOSE THAT HAVE NEVER LOGGED IN: If the user has never logged in, they can 
manually be sent the username and one-time login link. When viewing your whole account, click on the “Options” 
dropdown and then “Send Login Emails”. This will automatically resend the one-time link to every user that has not 
logged in previously.



Deactivate or Remove Users



DEACTIVATE USERS: If you need to deactivate a user (unassign them from the course, remove them from 
reporting), Click on the person’s name to open the profile, then click “Deactivate User” in the user profile.



REMOVE USERS: If you need remove someone from the account entirely, click on the user’s name to open the 
profile, then click on the “Options” dropdown and then “View [User]”. This will change a window to their profile 
settings, and a “Delete this person” button will appear at the right.

IMPORTANT NOTE: Deleting this user will hard delete all of the user data from the system. Once this user has been 
deleted, they cannot be recovered.



Questions or 
problems?

Contact ALI directly at 
support@autolift.org
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