WLC DASHBOARD - CLIENT ADMIN VIEW

The WellSky Learning Center (WLC) dashboard is a central hub designed to help clients
manage their learning activities efficiently.

What you see on the dashboard is dependent upon what role you’ve been assigned as a
Client Admin. Client Admins will hold one of three roles — Director, Administrative Staff, or
Manager. Directors and Administrative Staff will have access to all features. Managers’
access may vary depending upon what rights they’ve been assigned.

This handout provides a navigational overview of the WLC concentrating on the links that
are available only to Client Admins, how to self-enroll in a course, how to complete a WLC
created course, and how to complete a client-created course.
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Welcome, Jerry. This is your Dashboard. Start here to view your courses, see your dlinicians’ completion reports, or
get started enrolling users.

Enroll Users in Cour e 9
- My Certificates  Reports > Add A Cours¢
Group Management Q

Learing Plans .

Log [ All v ]\ Search \[ Sort by last accessed v \[ List v 1

Add Users to Accountf

Course overview
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1. Enrollment -this menu component is available only to Client Admins.

A. Add Users to Account - gives Client Admins the ability to create, update, and
suspend Users.

B. Enroll Users in Course - gives Client Admins the ability to enroll Users in a
course.

C. Group Management - allows Users to be organized into groups that are created
and updated by Client Admins. It’'s recommended that you avoid naming groups
after leaders at your agency. We suggest that you name your groups after
disciplines, for example Registered Nurse, or a location, for example
Minneapolis.

D. Learning Plans - gives Client Admins the ability to build and update learning
plans. Learning plans are bundles of courses, which simplify the enrollment
process.

E. Log-tracks and records user interactions within the platform.

2. Reports - provides access to the Course Overview, User Transcript, and Course

Detail reports.
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WLC DASHBOARD - CLIENT ADMIN VIEW

3. Add A Course - gives Client Admins the ability to self-enroll in a course. Courses
can be searched for by Category, Contact Hours, Skill Level, and/or Length. Click
the course’s Learn More button to read more about the course or the Enroll button

to enroll.

Quick enrollment

Find and Enroll in courses:

VJ Reset Filters

23456?8

01. Conflict Management: The Realities of Conflict
Management
CONTACT HOURS:

4 TX Admin/Alt Admin Minutes

LEVEL: Beginner
LENGTH: 4 minutes

Learn more

02. Conflict Management: Maintaining Self-Control
CONTACT HOURS:
4 TX Admin/Alt Admin Minutes

LEVEL: Beginner
LENGTH: 4 minutes

Learn more

Category Contact Hours Level Length
Fiter By: Choose V| | Choose v ‘ | Choose VJ { Choose
1-250f719

Items per page

EX)
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WLC DASHBOARD - CLIENT ADMIN VIEW

How to Self-Enroll in a Course

Agencies will default to only Client Admins being able to self-enroll in courses.

If you would like those with the User role to also be able to self-enroll, email that request to
learning@wellsky.com.

1. Clickthe Add A Course tab found on your dashboard.
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Welcome, Jerry. This is your Dashboard. Start here to view your courses, see youpglinicians' completion reports, or
get started enrolling users.
My Certificates ~ Reports v Add A Course
Course overview
| search \[ Sort by last accessed v ]
SERNO - SERENITY NOW Home Health ~ Due: Grade:
and Hospice = 2
SERNO - New Hire Onboarding
Checkiist
SERNO - SERENITY NOW Home Health Due: Grade:
and Hospice -
SERNO - Chaplain Competency
Corridor Proprietary Courses Due: Grade: 33% Complete
CE - Domestic Violence, Abuse & 01/01/2050
Neglect
HS1 Courses ) ) Due: Grade: hr
Listening Skills: 01. Active Listening 01/01/2050 -
Corridor Proprietary Courses Due: Grade: 100% Complete
Back Safety 01/01/2050 100.0 % P
HSi Courses Due: Grade: ey i . v
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WLC DASHBOARD - CLIENT ADMIN VIEW

2. You can use the Find and Enroll in Courses text field to search for a particular course
or you can use the filters to narrow down the course results. Remember to click
Search if you use the text field. The filters will automatically return results if you opt
to use that method.

.
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Quick enrollment

Category Contact Hours Level Length
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@ Dashboard

& Enroliment

Items per page
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01. Conflict Management: The Realities of Conflict
Management
CONTACT HOURS:

4 TX Admin/Alt Admin Minutes

LEVEL: Beginner
LENGTH: 4 minutes

Learn more

02. Conflict Management: Maintaining Self-Control
CONTACT HOURS:
4 TX Admin/Alt Admin Minutes

LEVEL: Beginner
LENGTH: 4 minutes

»

3. Once you’ve found the course you want, click Enroll to enroll in the course.
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© Dashboard Quick enrollment

@ Enroliment > Find and Enroll in courses: driving

Category Contact Hours Level Length

Fiter By: Choose o] [ choose “| | choose vl | choose v| Resetfilters

1-30f3
Items per page

25 @

Aggressive Driving
CONTACT HOURS:
5 TX Admin/Alt Admin Minutes

LEVEL: Beginner
LENGTH: 5 minutes

Learn more

Bad Weather Driving
CONTACT HOURS:
8 TX Admin/Alt Admin Minutes

LEVEL: Beginner
LENGTH: 8 minutes

Enroll
Learn more
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4. Click Continue to confirm your actions.
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Course Catalog / Enroll

WellSky Learning Center

@ Dashboard

& Enrollment

Confirm

Would you like to self-enroll in the following course?

Aggressive Driving

« Length: 0.08 Hrs
« Contact Hours: TX Admin, TX Alt Admin
o Level: Beginner

Cancel

5. Your screen will refresh, and you will then see a banner notifying you that you have
successfully enrolled in the course.
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© Dashboard Quick enrollment

T You are successfully enrolled in "Aggressive Driving”

Category Contact Hours Level Length
Fiter By: Choose vl | choose “| | choose v| | choose | Resetfilters
1-250f715

2 3 4|5|6|7)|8)|= 29 »

Items per page

25 #

01. Conflict Management: The Realities of Conflict
Management
CONTACT HOURS:

4 TX Admin/Alt Admin Minutes

LEVEL: Beginner
LENGTH: 4 minutes

Learn more

02. Conflict Management: Maintaining Self-Control
CONTACT HOURS:
4 TX Admin/Alt Admin Minutes

LEVEL: Beginner
LENGTH: 4 minutes

»
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How to Complete a Course

These steps will guide you through how to complete a course you receive access to through
your WLC subscription.

1. Fromyour dashboard, click the course’s title.
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Customize this page
@ Dashboard
- | Hi J 1 & <
& Enroliment > 1, Jerry: «

Welcome, Jerry. This is your Dashboard. Start here to view your courses, see your clinicians’ completion reports, or
get started enrolling users.

Course overview

SERNO - SERENITY NOW Home Health Due: Grade:
and Hospice < s
SERNO - New Hire Onboarding

Checklist

SERNO - SERENITY NOW Home Health Due: Grade:
and Hospice - -
SERNO - Chaplain Competency

SERNO - SERENITY NOW Home Health Due: Grade:
0% Complete
and Hospice - -

LC 4.5 Documentation Course

Recently accessed courses

rr
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WLC DASHBOARD - CLIENT ADMIN VIEW

2. To navigate through the course’s activities, use the left-hand navigation menu. While
there are other navigation menus available, this menu remains visible on each page
of the course.

We‘nsky Free Resources  Course Updates  Self-Help Guides ~ WellSky Learning Center Store

© Dashboard WLC 4.5 Documentation Course

& Enrollment Competencies

mpetencies
e

v Course Introduction Collapse all
Course Activity 1

Welcome to the course!

Course Activity 2

Course Activity 3

v Course Activity 1

sor| File Todo v

v Course Activity 2

& Link

@ Notavailable unless: The activity File is marked complete

v Course Activity 3

Quiz

@ Not available unless: The activity Link is marked complete

3. Activities that are locked will display a banner beneath them detailing what must be
completed to make them accessible.

Y
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® Dashboard WLC 4.5 Documentation Course

i Enrollment

#= Competencies

v Course Introduction Collapse all

Course Activity 1

Welcome to the course!
Course Activity 2

Course Activity 3

v Course Activity 1

£ Fike Todo v

v Course Activity 2

O Link

@ Notavailable unless: The activity File is marked complete “ .

Vv Course Activity 3

Quiz

& Notavailable unless: The activity Link is marked complete "t
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4. The To Do dropdown will list what’s required for completion on each activity.

w@ﬁy Free Resources  Course Updates  Self-Help Guides  WellSky Learning Center Store is
® Dashboard WLC 4.5 Documentation Course
Competencies
v Course Introduction Collapse all
Course Activity 1
Welcome to the course!
Course Activity 2
Course Activity 3
v Course Activity 1
L) File Todo v
‘You must
v Course Activity 2 Ve
& tink
@ Notavailable unless: The activity File is marked complete
v Course Activity 3
Quiz
@ Not available unless: The activity Link is marked complete
2
5. Complete each activity within the course by clicking the activity title or the link
found beneath the activity title.
—_— Free Resources  Course Updates  Self-Help Guides ~ WellSky Learning Center Store s
Wellsky P P y g
® Dashboard WLC 4.5 Documentation Course
. . Competencies
&/ Enroliment
#= Competencies
v Course Introduction Collapse all
Course Activity 1
Welcome to the course!
Course Activity
Course Activity 3
v Course Activity 1
=LY File Todo v
v Course Activity 2
@ tink
@ Not available unless: The activity File is marked complete
Vv Course Activity 3
Quiz
@ Notavailable unless: The activity Link is marked complete.
2
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6. As activities are completed, they will display a Done status.

-

Wellsky Free Resources  Course Updates  Self-Help Guides ~ WellSky Learning Center Store

Dashboard

WLC 4.5 Documentation Course

(SN Competencies
Enrollment

Competencies

Cor ctivity 1

Course Activity 2

Course Activity 3

&) File

& Link

Quiz

v Course Introduction Collapse all

Welcome to the course!

v Course Activity 1
Ay

v Course Activity 2

Todo v

Vv Course Activity 3

@ Not available unless: The activity Link is marked complete

7. After completing all course activities, click the course title found within the
breadcrumb trail at the top of your screen.

Y
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Wellsky P P y g

~ ~WLC 4.5 Documentation Course / Course Activity 3 / Quiz
Dashboard

Quiz

#= Competencies

Course Activity 1

Course Activity 2

Attempts allowed: 3

Attempt 1

Status
Started

Completed

Duration
Points
Grade

Review

+ Done: Recelve a grade  + Done: Receive a passing grade

Grading method: Highest grade

Grade to pass: 8.00 out of 10.00

Highest grade: 10.00 / 10.00.

Your attempts

Finished

Wednesday, October 1, 2025,
111 PM

Wednesday, October 1, 2025,
111 PM

8 secs

1.00/1.00

10.00 out of 10.00 (100%)

EC
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8. After confirming all activities are marked as Done, click the Dashboard link.
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Wellsky Free Resources

Course Updates ~ Self-Help Guides  WellSky Leaming Center Store

@ Dashboard &

(@I Competencies

Competencies
Course Activity 1

Course Activity 2

Welcome to the course!

Course Activity 3

v Course Activity 1

&) File

v Course Activity 2

& Link

Vv Course Activity 3

Quiz

WLC 4.5 Documentation Course

v Course Introduction

Collapse all

+ Done v

+ Done v

+ Done v

The course will now show as 100% complete.
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@ Dashboard

Dashboard

& Enrollment

get started enrolling users.

Course overview

Reports v

Al v H Search

\[ Sort by last accessed v ] List v ]

A s v Editmode @ )

Customize this page

Welcome, Jerry. This is your Dashboard. Start here to view your courses, see your clinicians’ completion reports, or

SERNO - SERENITY NOW Home Health
and Hospice
WLC 4.5 Documentation Course

Grade:
100.0 %

By 100% Complete

SERNO - SERENITY NOW Home Health
and Hospice

SERNO - New Hire Onboarding
Checkiist

SERNO - SERENITY NOW Home Health
and Hospice

SERNO - Chaplain Competency

Recently accessed courses

Due: Grade:

Grade:
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How to Complete a Client-Created Course

These steps will guide you through how to complete a client-created course where you are

the author.

1. Fromyour dashboard, click the course’s title.

.

@ Dashboard

& Enrollment
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Dashboard

& B v Editmode @ )

Customize this page

Welcome, Elaine. This is your Dashboard. Start here to view your courses, see your clinicians' completion reports, or

get started enrolling users.

Course overview

Add A Course

[ Al v \[ wid ][ Sort by course name v ]{ List v 1
SERNO - SERENITY NOW Home Health Due: Grade:
and Hospice - N
'WLC 4.5 Documentation Course
X
Show| 12 v )
Recently accessed courses
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i DUE: i DUE:
2. Clickyourinitials found in the upper right-hand corner.
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Turn editing o
@ Dashboard
WLC 4.5 Documentation Course
M Enrollment
Settings  Participants  Grades | Reports | Morev

2 Participants

Q Badges

#= Competencies
Grades

Course Activity 1
Course Activity 2

Course Activity 3

v Course Introduction

Welcome to the course!

v Course Activity 1

vor| File

v Course Activity 2

@ Link

@ Not available unless: The activity File is marked complete

v Course Activity 3

Quiz

@ Not available unless: The activity Link is marked complete

Collapse all

Completion v

Completion v

Completion
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3.

Select Switch role to... from the dropdown menu.

We‘llsky Free Resources  Course Updates  Self-Help Guides  WellSky Learning Center Store al s - )
Profile
Calendar
Dashboard . Private files
WLC 4.5 Documentation Course Reparts
Enrollment
Participants
Switch role to...
Badges "
v Course Introduction Col Logout
Competencies
Welcome to the course!
Grades
Course Activity 1
) v Course Activity 1
Course Activity 2
File Completion v
Course Activity 3 '@
v Course Activity 2
@ Link Completion v
@ Not available unless: The activity File is marked complete
v Course Activity 3
Quiz Completion
& Notavailable unless: The activity Link is marked complete
2
Click the Studentrole.

- ; ; ” ; -
Wellsky Free Resources  Course Updates ~ Self-Help Guides ~ WellSky Learning Center Store & B v Editmode @ )
© Dashboard WLC 4.5 Documentation Course
- Course  Settings  Participants  Grades  Reports  More v
&/ Enroliment

Choose a role to get an idea of how someone with that role will see this course.
Please note that this view may not be perfect (See details and alternatives).
> Student
Cancel
2
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5. Complete each activity within the course by clicking the activity title or the link
found beneath the activity title.

m‘llsky Free Resources  Course Updates  Self-Help Guides ~ WellSky Learning Center Store a s

© Dashboard WLC 4.5 Documentation Course

& Enrolment (SN Competencies
| Enrollment

ompetencies

v Course Introduction Collapse all

Course Activity 1

Welcome to the course!
Course Activity 2

Course Activity 3
v Course Activity 1 i

== oo | File Todo v

v Course Activity 2

@ Link

@ Notavailable unless: The activity File is marked complete

v Course Activity 3

Quiz

@ Not available unless: The activity Link is marked complete

6. As activities are completed, they will display a Done status.

WellSky Free Resources ~ Course Updates  Self-Help Guides ~ WellSky Learning Center Store a =

® Dashboard WLC 4.5 Documentation Course

i Enrollment

#= Competencies

v Course Introduction Collapse all

Course Activity 1

Welcome to the course!

v Course Activity 1

v Course Activity 2

Course Activity 2

Course Activity 3

& Link Todo v

v Course Activity 3
Quiz

@ Not available unless: The activity Link is marked complete
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7. After completing all course activities, click the course title found within the
breadcrumb trail at the top of your screen.

Y
Wellsky

WLC 4.5 Documentation Course / Course Activity 3 / Quiz
@ Dashboard

Quiz

Free Resources  Course Updates  Self-Help Guides ~ WellSky Learning Center Store a

Compe

Course Activity 1

+ Done: Receive a grade v Done: Receive a passing grade

Course Activity 2

Re-atts 14 iz

Attempts allowed: 3

Grading method: Highest grade

Grade to pass: 8.00 out of 10.00

Highest grade: 10.00 / 10.00.

Your attempts
Attempt 1

Status  Finished
Started Wednesday, October 1, 2025,
1:11PM
Completed Wednesday, October 1, 2025,
1:11PM
Duration 8 secs
Points  1.00/1.00
Grade 10.00 out of 10.00 (100%)

Review

»

8. After confirming all activities are marked as Done, click the Dashboard link.
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WLC 4.5 Documentation Course

~ [@SEM  Competencies
= Competencies

Course Activity 1

- v Course Introduction Collapse all
B Course Activity 2

Welcome to the course!
Course Activity 3

v Course Activity 1 S

vor| File + Done v

v Course Activity 2

@ Link + Done v

v Course Activity 3
Quiz + Done v
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9. The course will now show as 100% complete.

()

S
g

-
Wellsky

Free Resources

Dashboard

Enrollment

Course Updates ~ Self-Help Guides  WellSky Leaming Center Store

Dashboard

a s v

Customize this page

Welcome, Jerry. This is your Dashboard. Start here to view your courses, see your clinicians’ completion reports, or

get started enrolling users.

Course overview
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||| sort by last accessed v
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