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INTRODUCTION
This guide provides information on the standard rights available to myLearningPointe Users designated
as Supervisors.
When a Supervisor signs in at www.mylearningpointe.com, they will see a section called Admin Tools,
located directly under the standard account tabs. Clicking on an Admin Tools menu item will reveal
additional functions.
Note: The information provided is based on the myLearningPointe standard Supervisor Rights settings.

In an effort to conserve paper, this guide has been designed for electronic use, as an alternative to
printing. Multiple links are available throughout the document for easy navigation to a desired section.
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ASSIGNING COURSES
Supervisors are able to assign courses to Users who report to them. In turn, Managers are able to
assign courses to their direct reports, as well as any Users reporting to them.
TRADITIONAL COURSE ASSIGNMENT (REQUIRED OR ELECTIVE)
Step 1: Click User in the Admin Tools bar.
Step 2: Click the Assign Course to User tab – A screen divided into three sections will display.
Step 3: Section 1 displays a list of all available course titles in alphabetical order. Select the title(s) to
assign.
Tip:
The full list of courses is normally very long. The list can be filtered to display only online titles or only classroom
titles. If your organization’s System Administrator has created Course Bundles, you can select one from the Filter
By Course Bundle: field to display a selection of titles. Filters must be applied before making any selections.

Step 4: Section 2 displays a list of Users you have permission to assign courses to. Select the User(s)
you want to assign the selected courses to.
Tip:
If someone who reports to you does not display in your list of Users, contact your organization’s System
Administrator for assistance.
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Step 5: Section 3 determines the properties of the course assignment. The default entries will assign
the course(s) as required 90 days from the date the assignment is made. Adjust the rules as
needed.
A. If the course is not a requirement of the User’s position and completion is optional,
check the box “Assign as Elective.” (Hint: Classroom courses cannot be assigned as
electives. If classroom courses are among those selected and this box is checked, they
will be assigned as required with the due date showing in item C.)
B. If the selected User(s) successfully completed a selected course previously, check the
box “If user has already passed this course…”
C. If assigning the course as required, adjust the entry to the desired due date.
D. If this box is checked, an email will be sent to the user from the displayed address as
notification of the assignment. (Note: An email won’t be sent if the selected User’s
profile does not have a valid email address in the email field.)
Step 6: Click the Assign Course button. You will receive a notice that the course has been assigned
successfully. (Hint: If a chosen course was previously assigned as an elective, the notice will
indicate the chosen due date and that the course is now assigned as required.)
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Tip:
A message like the one below indicates that a selected course is already assigned as required to this user. In this
situation, the due date of the original assignment will stand. If the course is a requirement for the User, it is
advisable to run the User Records Report to ensure the course is showing as assigned with the correct due date
displaying. If necessary, contact your organization’s System Administrator for additional assistance.

CLICK HERE TO RETURN TO THE TOC

REQUESTED COURSES

*Note: This section only applies to organizations using the optional Request
A Course feature. If you have a “Request A Course” link appearing at the
bottom of the Communication Center section of your myLearningPointe
inbox, please review the information below. If you do not have this link,
click here to skip to the next section.

CLICK HERE TO RETURN TO THE TOC

If a User directly reporting to you requests assignment of a course, you will receive an email
notification.
Step 1: Sign in to your myLearningPointe account.
Step 2: Click the Request Queue link located under the Supervisor Tools section to the left of your
myLearningPointe inbox.
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The name of each user with pending requests will display in alphabetical order at the top of their list of
course requests.
Tip:
You can view the description and other requested course information by clicking on the details link following the
title. Audio, Video, and Mobile indicators will also display.

To approve a course request see below
Click here for instructions on declining a course request
APPROVING A REQUEST
Step 3: Check the box to the left of the course(s) to assign.
Tip:
To approve all pending requests for a User, you can check the Select All option at the bottom of their list.

Step 4: Click the Assign button. A course assignment window will open. The selected course(s) and
User will display in the first two sections.
Step 5: In section 3. Apply rules:
A. To assign the course(s) as elective. Check the “Assign as Elective” box.
B. If assigning the course as required, adjust the “Due on:” date as appropriate.
C. Be sure the box to the left of “Send email notification…” is checked if you want the user to
receive notice of the assignment. (Note: Successful generation of the notice is also reliant on a
valid email address present in the Email field of the User profile.)
Step 6: Click the Assign Course button. The window will close and the selected course(s) will no longer
appear in the queue.
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CLICK HERE TO RETURN TO THE TOC
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DECLINING A REQUEST
Step 3:
Step 4:
Step 5:
Step 6:

Check the box to the left of the course(s) to decline.
Click the Decline button. A Decline Course Request window will open.
Edit the email addresses appearing in the To: and From: fields as needed.
In the Reason field, add any additional information about why the assignment is being
declined.
Step 7: Click the Decline button at the bottom of the window. If the check box to the left of “Email
notification” is selected the User will receive notice. The window will close and the course(s)
will no longer appear in the queue.

Once a course request has been declined, the User cannot request that title again.
CLICK HERE TO RETURN TO THE TOC
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VIEWING REPORTS
In order to track employee progress and proactively maintain required training compliance, supervisors
are given access to a variety of reports. To view available reports, click Reports in the Admin Tools bar.
The reports available for supervisors to view are determined by each organization.
A row of tabs will appear directly under the Admin Tools. Hold your cursor over a tab to expand the list
of available reports in that section.

Each report has a set of filters available to narrow down results to specific users, courses and/or time
frames.
The results of most reports can be exported to Excel and Printed if desired. When the results of a
report appear, additional buttons will become available.
The export button will place the report data in Microsoft
Excel as a .csv file. You may then use the tools within Excel
to perform custom manipulations of the data if necessary
for additional reporting.
The print button will open your browser’s printing controls
and provide a print friendly version of the report data.
Select reports can also generate emails to users as prompts.
Next, we will review some of the most frequently used reports.
USER RECORDS
The User Records report is ideal for audits or to view what users have completed in a specified time
period and/or course category. By default, this report will also show any courses that are assigned but
not yet completed. If desired the report printed as a transcript for placement in an employee’s
personnel file.
Step 1: Hold your cursor over the User Reports tab.
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Step 2: From the menu that appears, click User Records.
Step 3: A series of filters will appear to tailor your results if desired. By default, the results will include
all users indicated as reporting to you and display all completed and assigned but not
completed required courses.
A. To display results for a date range, enter a start and end date in the fields provided. (Note:
Courses completed are subject to the filters but all courses assigned as required that are not
yet completed will be included in the results.)
B. By default the first filter is Users, and below it will display a list of users you have permission
to see information on. Most supervisors will leave this filter as is. If you are a manager, and
would prefer to see the list filtered by Department, Position, or Supervisor, these selections
are also available via the dropdown menu.
C. If you do not want to see results for all users you have access to, check the names of those
to be included.
D. If you only want the results to include courses in a select category, check the categories to
be included. (Note: In most cases you will leave the default of All Categories selected.)
E. Check any desired filtering options. (For example: If you have an auditor coming in and I
only want to display what has been completed, I would check the box next to “Completed
Courses Only.”)
F. If you are running the report for several users at one time and plan to print them for an
employee file, check the box “One User Per Page (Print View).” Otherwise, if the report is
printed there will be no separation between users.
Step 4: Click the Run Report button.
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Below is an example of what the displayed results for a user might look like:
A. Basic demographic elements from the user profile. If you want additional user profile
information included, click the Show link to expand the filters, check the box for “Include
Demographics” and run the report again. If the report is exported to Excel, all user profile data
elements will be included.
B. Any License or Degree information that has been added to the user profile.
C. By default, any courses that are assigned as required but not yet completed will appear at the
top of the course list. The entry in course status will indicate where a user is in the completion
process (NS = Not Started, IP = In Progress, COMP = Completed). To display only completed
courses, click the Show link to expand the filters, check the box for “Completed Courses Only”
and run the report again.
D. Any due date appearing in red indicates a required course that has not been completed and is
overdue.
E. A total credits completed will appear at the bottom of the credits column. Credits for courses
that are not completed are not included in this figure.

CLICK HERE TO RETURN TO THE TOC

TRAINING OUTSTANDING
The Training Outstanding report can be a useful tool for improving the compliance of users that report
to you when run periodically. Results can be used to generate reminder emails of course assignments
that are nearing their due date.
Step 1: Hold your cursor over the Supervisor Reports tab.
Step 2: From the menu that appears, click Training Outstanding.
Step 3: Adjust the date in the Due Before: field as needed.
A. The default will be 30 days from the current date.
Step 4: By default you will have access to see the information on all users reporting to you either
directly or indirectly. Adjust the User filters as needed to select specific Users, Positions, or
Departments.
Step 5: By default, results will include all active course titles. You can adjust this filter as needed to
select specific course titles, bundles, or categories to narrow your results.
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Step 6: Click the Run Report button.

Step 7: When the screen refreshes, review the available results.
A. A due date showing in red indicates the course is already overdue as of the current date.
B. Status:
 NS = Not Started.
 Online Course – No course slides have been viewed.
 Classroom Course – User is not currently registered.
 IP = In Progress.
 Online Course – Some slides viewed but final test not completed successfully.
 Classroom Course – User is registered for an available class.
Step 8: By default all results are selected. Uncheck the box for any user(s) you don’t want an email
sent to.
Step 9: Click the Email Users button.
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Tip:
This report relies heavily on each user having a valid email address included in their user profile. If a user is not
receiving emails, check with your Site Administrator to ensure their profile information is complete and correct.
Your Site Administrator can also verify if prior emails were generated and sent to the correct email address.
CLICK HERE TO RETURN TO THE TOC

FAQs
Q: Why can’t I see the name of, or information on, someone who reports to me?
A: Contact your site administrator with any user access issues.
Q: Why am I seeing this after I assign a course?

A: This traditionally means one of two things:
1. The course is already assigned to the user. You can check the User Records Report to see
what the current due date is. If changes are needed, contact your site administrator.
2. The user has completed this course previously and it is not marked as a recurring
assignment. If you want the user to complete the same course again, repeat the
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assignment process, but in the 3. Apply Rules section be sure to check the box by “If user
has already passed this course……”
Q: Why am I seeing this after I assign a course as required?

A: This is an indication the user previously had access to this course as an elective assignment but it
now is showing in the “My Training” section of the users inbox with the specified due date attached.
Q: I’m receiving myLearningPointe emails regarding someone who doesn’t report to me.
A: Forward the message to your system administrator who can remove you from the user’s profile if
appropriate.
Q: A user reporting to me is assigned a course as required in error. How do I correct it?
A: Contact your system administrator to make any changes in course assignments and/or due dates.

Please contact your organization’s System Administrator with any additional questions
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