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Manager’s Job Aid 

 
 

iLearnOregon is a role-based system. Depending on your role, you may have any number of specific 
permissions to perform functions within the system. A manager is an automatic role.  Users are 
automatically added to this role when they are specified as a manager of another user. They are 
automatically removed from this role when they are removed as a manager from all users.  Once you are 
designated as a manager, the "My Team" area displays.  This job aid will show you the functions that are 
available to managers. 
 
On the top menu bar you will see a button for My Team.  Click on the My Team button. 
 

 
From the My Team screen you will be able to view training information about your direct employees and 
indirect employees (if you manage managers).   

• The Status column contains icons that indicate whether users are current with their training 
requirements, or if there is a problem. Hover over the icons to see what they mean. 

• The Pending Items column indicates training items that users have not completed. 
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To view detailed information for each user, click the Expand/Collapse icon.  This will provide you 
information about the user and their status on any assigned training items not complete. 
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The Training Dashboard allows you to: 

• View training assignments by completion status for both your direct and indirect employees (i.e., 
users who report directly to you, and users who are subordinate to your direct employees).  

• Edit Filter displays on the left side of the page. You can edit the filter criteria to choose which 
employee training assignments will be included in the Employee Training by Completion Status 
display. 

• Now Viewing displays the name of the manager whose dashboard you are currently viewing. 
• Employee Training by Completion Status has a pie chart that shows training completion status 

information.  
• A table listing completed and incomplete assignments displays below the graph. 
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The Reports console allows you to view and generate manager specific reports.   
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1. To run a report, click Select Criteria next to the report you want to run.  The Report Criteria window 

opens.  Select the criteria for the report. 
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2. Click Run Report.  A pop-up window will display.  For there you can export the report to Excel, 

PDF, or XML.  You also have the options to display the data using different filtering and sorting 
options. 
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