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SUPERVISOR DASHBOARD – FREQUENTLY ASKED QUESTIONS (FAQs)

	WHAT IS THE SUPERVISOR DASHBOARD?

	
The Supervisor Dashboard provides the ability for supervisors to quickly access information for their direct reports.  It enables them to know which action must be taken.  The goal is to highlight any at risk items and allow quick access to address or mitigate those items.

	HOW DO I ACCESS THE DASHBOARD?

	You must be assigned to the Supervisor role in order to access the dashboard.  

If you are unable to access the dashboard, you should contact your agency’s LMS administrator. If you do not know who that is, contact your Human Resource Office or Training Office.

	CAN I CHANGE THE VIEW TO DISPLAY BY EMPLOYEE NAME?

	No, the display cannot be changed.  By clicking on the arrow next to the course name, it will display each employee that is currently assigned to the course and has a not completed status.

	WHO DO I CONTACT IF A CHANGE NEEDS TO BE MADE TO MY DIRECT REPORTS?

	You should contact your agency’s LMS administrator.  If you do not know who that is, contact your Human Resource Office or Training Office.

	CAN I EXPORT THE DATA FROM THE DASHBOARD?

	No, there is not a print option using the dashboard.

You can access the Reporting module and run standard reports to extract employee data.  Go to the Help tab in the LMS to locate the procedure titled How to View an Employee’s Transcript.

	HOW OFTEN IS THE DATA REFRESHED?

	There is a Refresh Link that displays the Last Updated date and time.  There are two refresh modes:  Normal and Extended.  Normal mode runs every 30 minutes and updates courses and learning plan assignment data.  Extended mode runs every 8 hours (4am, 12pm, 8pm) Pacific Standard Time and updates group and supervisor relationships.





	HOW DO I KNOW WHICH EMPLOYEES ARE AT RISK?

	The dashboard displays an At Risk Activities vertical bar graph.  The bars in the graph are reflected in shades of red, yellow and green.  Labels reflect the number of employees in each category.

Red – Overdue Activities (past due or expired)
Yellow – Activities Due Soon (within the next 30 days)
Green – Activities Due at a Later Date (either due dates that are further out than 30 days or training without due dates)

	HOW CAN MY AGENCY START USING THE DASHBOARD?

	[bookmark: _GoBack]Your agency’s LMS Administrator should submit a ticket to the WaTech Solutions Center (solutionscenter@watech.wa.gov) and place LMS Supervisor Dashboard in the subject line.  Someone will contact you to answer all your questions.
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