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Team Admin Capabilities

Adding Sub Teams under Practice Main
Team
Adding New Users
Assigning Courses, Modules and Learning
Paths



STEP 1

Once you login to eIVF University/Litmos, you'll automatically be brought to
 the Admin Dashboard

STEP 2

To make updates (add people/courses) to your practice's team, you'll click
 on Teams



STEP 3

Click on your practice's team

STEP 4

To add a sub-team under the main practice team, you'll click on Add a new
 team under this team



STEP 5

Type in the new team name

STEP 6

You can also include a description



STEP 7

Click on Add Team

STEP 8

To add courses to this team, you'll click on Courses

The process to add Learning Paths to teams is the same



STEP 9

Click on Assign Courses

STEP 10

You can add as many courses or learning paths as you need to your team,
 simply check which ones you would like to add



STEP 11

Click on Assign

STEP 12

To add an existing person who has a Litmos account to your team, click on
 People



STEP 13

Click on Assign people to this team

STEP 14

Once you fnd the person you would like to add, check next to their name



STEP 15

Click on Assign

STEP 16

IN you would like to add someone new to your team, click on Add a new
 person to this team



STEP 17

Fields you needs to complete are - First Eame, Last Eame, User Eame, .mail
 Address, Practice, Title

STEP 18

You can also choose to send an email to this person with a link to login.



STEP 19

Once you are done completing the Norm, click on  Add person
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