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

ALl Lifting It Right training access



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

Welcome! Check out the video below to get a quick overview of the platform:Also, make X
sure to check out the Admin Dashboard that can be accessed from the Features & Setup
Menu.

Continue to my dashboard

¥ Always show this message on the Home page
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DASHBOARD: Navigate to the top menu and click on “Teams”

FARS g "
I\@’ L|ft|ng It R|ght My Learning »»  Teams »  Inbox Help ‘ Leader Test v

You are viewing the team

ALl Staff v

Total Courses Total Users Active Courses Active Users

1 10 1 10

& Create a user

Team Reports Modules Require Marking
i Upcoming ILT schedule
Course Activity
User Activity 0
Module Activity

Recently Viewed

Person  Chuck Basil Jr

Activity View AlL News Show all News Person  Leader Test




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

JLifting It Right My Learning C] Inbox ~ Help

Global Library [y People & Teams &

Assign Content Find People Create New Team
Add People Team Admin Dashboard
Bulk Import Bulk Import
Login Activity Team Tree View

Marking List All Teams

Reporting 5
Reporting Dashboard
Reporting Engine

My Scheduled Reports
Compliance Quick Report




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

/:}Lifting It Right My Learning v Teams v  Inbox Help O Leader Test v

Add Filter © Q Quick Search

You are viewing the team

Company Name v

People (10)

Add a new person

Cuser Access Level Status Last Login
Options ~
— User 1 .
0 i Never logged in Perform a bulk action on selected people
userl@email.com
v
o User 2
[} Active Never logged in

user2@email.com

&) Active Never logged in
com

— User 4

&) Active Never logged in
userd@email.com

= User 5

J Active Never logged in
user5@email.com

O Active 1 minute ago

com

O User 7 Active Never logged in

user7@email.com




USER: Fill in the fields for the new user.

i Lifting It Right My Learning v  Teams v  Inbox Help

People / Add a new person

Add a new person

* is required field
Enter a first name, last name and username to setup a new learner

Team

Company Name

First Name*

Last Name*

Username*

Most people use an email address as their username

¥ Send an email to this person with a link to login.

Active ¥
Access Level

Leamner

Email

[ Disable all email notifications for messages

You are viewing the team

Company Name
Add person
Add person and then add another
Cancel




Download Certificate
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DOWNLOAD CERTIFICATE: Once that user has completed the course, click on their name, navigate to

“” and then click “Download Certificate” for the most recent course completion.

T ap s X
"\QD’\L|ft|ng It R|ght My Learning »»  Teams »  Inbox Help ‘ Leader Test v

People = User1

User1 Last login was on 13 minutes ago
userl@emall.com
User 1Title : Company

ZRecent activity PAchievements ElExternal Leaming #¥Gamification ™= Courses BLeaming Paths {ICompetencies BaTeams *DSchedule ¥Boosts

You are viewing the team

Company Name v
Achievements
Lifting It Right Download certificate  Achieved on 05/16/2024
Lifting It Right Download cernificate  Achieved on 04/04/2024

Lifting It Right Dewnload certificate  Achieved on 10/12/2023




Resend or Reset Credentials
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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.

@ Lifting It Right Myleamingv  Adminv Inbox  Creator Community ~ Help ‘ v

People User 1

Never logged in
 User1
user1@email.com

User 1 Title : Company

i=Recent activity WPAchievements LlExternal Learning #MGamification = Courses BLearning Paths (ICompetencies &:Teams *DSchedule BAssets »Boosts

Recent activity

Recent activity is shown for 60 days. Deactivate User

Options v

. Upload a profile picture
Contact details |

Expand contact details View Lauraine

Reset password

Send login emails




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.

qy Lifting It Right My Learning v Admin v Inbox  Creator Community ~ Help ’ v

People User 1

Last login was on 7 days ago
User |
userl@email.com
User 1 Title : Company

i=Recent activity PAchievements LlExternal Learning #MGamification = Courses BLearning Paths (Competencies &:Teams “DSchedule BAssets

»Boosts

Recent activity

Deactivate User

Options v

Activity Date

. Upload a profile picture
Contact details |

Expand contact details View User 1

Reset password




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.

{qg I_ifting It Right Myleaming\  Adminv Inbox Creator Community ~Help ‘ v

Teams /| Team Name

Team Name

& People 1= Courses B Learning Paths &% Course Team Library &% Learning Path Team Library B Assets £ Settings

People (64)

Assign people to this team
Q. Quick search

(D sShow Inactive Add a new person to this team

User 1 X )
Promote v Active Add a new team under this team

userl@gmail.com

User 2 x Options ~

Promote « Active
user2@gmail.com - Send login emails

Team Leade

User 3 X

Promote v Active Deactivate all users under this team
user3@gmail.com

(max 3,000 users at a time)

User 4 X

Promote Active

) Push all users under this team into a Brand
user4@gmail.com




Deactivate or Remove Users
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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.

/@ Liﬂing It Right My Learning v Admin v Inbox  Creator Community  Help " v

People User 1

User 1
user 1 @email.com

User 1 Title : Company

=Recent activity PAchievements Llexternal Learning #Gamification 1= Courses ELeaming Paths {ICompetencies i2kTeams *“DSchedule

¥Boosts

Recent activity

Options ~

Activity Date

- Upload a profile picture
Contact details

View User 1

Expand contact details

Reset password




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.

/@ Lifting It Right My Learning v  Admin v Inbox Creator Community  Help /‘ v

2iTeams ‘DSchedule BAssets ¥Boosts

¥Boosts

Recent activity

Activity Date

Options v

Upload a profile pictur

Contact details
View User 1

Expand contact details

Reset password




Questions or
problems?

Contact ALl directly at
support@autolift.org
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