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Viking Air’s Learning Management System (LMS) 

System Feature: ‘My Team’ tab

As a manager, you can view information related to your staff from your ‘My Team’ page.  You can view your staff’s: 
· Learning Plans
· Profile information
· Bookings
· Records of Learning
· Appraisals
· 360° Feedback
· Goals
· Required Learning
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The first thing to note when you open the ‘my team’ tab is you can ‘filter’ information.  The LMS has a default feature whereby it will always pull any employee who has reported to you – even if they have left the company.  So, it’s important to change the ‘user status’ when viewing your team.  This is simple to do – just click on the ‘dropdown’ feature and select ‘active users only’ and hit the ‘search’ button.  
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Now you’ll have a clean report to look at.    You’ll be able to select the employee who’s information your wanting and view.  You’ll see right away things like: their last login into the LMS, how many courses they’ve started/completed, etc.  Most of the time you’ll want to see their ‘record of learning’ – this will give you a comprehensive view of their training. 
To view their ‘record of learning’, simply click on the link that says ‘records’ below their name. 
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There you have it -  a report for that employee will open and default to the ‘courses’ tab, that tells you things like what they’ve completed, their progress, the completion date, scores/grades etc.  It virtually allows you to monitor your staff’s training progress at any time without having to rely on reports from the training department. 
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2 other important tabs are the ‘evidence’ tab (which are actual PDF attachments of documents, certificates, self-training forms etc. for the employee) and ‘certifications’.  Certifications are very important as they keep track of regulatory training and mandatory recurrent training for your staff. (i.e. AME licenses, Forklift certification, Spill Response, WHMIS recertification, First Aid certification, etc.) 
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Click on the Evidence Tab: if you click on any title, you can quickly download the PDF and view the document. 
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Click on the Certification Tab: you can view quickly to ensure your staff are compliant with their required training by looking at the completion date of training and the expiration date of training.   Note: not all your staff will have this tab, only those involved with recurrent training.  

[image: C:\Users\wendyb\Desktop\10.png]Hope this LMS ‘system feature’ has helped to get you started and provided you with some valuable information. 
If you have any questions at all, please contact the training department and we’ll be glad to assist you!   
· Wendy
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