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Click here to set up your LMS
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Adjust your account settings, including 
general, password, certi�cate, and lesson 

playback options
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Customize your portal settings, including 
colors and uploading your brand’s logo
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Add custom �elds that can be used in the 
user’s pro�le form in the LMS and portal
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Edit the form �elds that are displayed in 
forms within your LMS
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View license usage percentagesView license, course, and user information View user logins for the last 30 
days

View the progress of all groups
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Choose the group assignment for users

Customize personal report frequency 
options

Fill In the form with the user’s
 Information to create an account

Enable the user, set admin privileges, and 
assign Training Needs Analysis (TNA)

Select language for email noti�cations
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Create a new course list and choose the 
courses you want to add
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Name your sub-group, or choose “Without 
a parent” to create a new main group

Choose a parent group 
to create a new sub-group
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Select the group containing the users you 
want to run the training data report on
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See each user’s progress

See license information

See all the users in the group
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Use sort and search features to see 
di�erent user data

Click the user to see information, activate a 
license, and edit learning paths 
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Sort course feedback by course name, 
count, or date of last feedback received 

Click view to see course feedback
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Access pending requests 
or rejected users

Review access request details

Sort users by name, date created, email, 
company, department, position, or phone
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Review user status and attendance

Find class events by class, event type, 
access status, or attend status

Manage class events
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Move or manage groupsSee all active groups
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See all active licenses 

Assign licenses 
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See the courses in an existing course list

Create a new course list Add course list or review course details
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See the courses in an existing course list

Choose a group/users to 
assign a course list to

Choose a course list to assign to users
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View all courses in the LMS View course categories View the activity in each course
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View generated reports or 
download in excel

Generate new reports From templates

Create your own report
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Choose a �le on your computer to import a 
user list
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Add the login information to create an 
admin

Select admin type, enter 
password, and click add
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Enter course ID and course name, then 
select course type and language to create 

a new course
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Choose which training categories and 
subcategories you want to display 



Business Skills | Computer Software | Safety | Compliance | FinanceBusiness Skills | Computer Software | Safety | Compliance | Finance

Add custom question categories

Select question language options

Import, manage, and remove questions by 
category, quiz, or test
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