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Invitation to the Training Dashboard 
Online Training Pass program administrators should receive an email invitation for the ICMI Training 
Dashboard.  The dashboard is where reports are run and it is entirely separate from the platform 
with the courses that users access.  

 
Figure 1: Email Invitation for ICMI's Online Training Pass Training Dashboard 

Click on the provided link to be taken to the website to complete your registration for the 
dashboard. Be sure to use a password that you will remember for future use.  

 
Figure 2: Website for completing the dashboard registration 
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When complete, you will be on the home page for the dashboard, with an Analytics icon showing. 
Analytics is the Reporting function of the dashboard.  

 
Figure 3: Dashboard home page 

Completing Your Profile (optional) 
You do not have to complete anything else but if you would like to complete a profile on the 
dashboard, you may. To do this, click on the down arrow next to the head icon in top dark blue bar, 
in the upper right corner of the screen.  

 
Figure 4: To complete a profile, click on the head icon 

 
And then click on My Profile.  
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Figure 5: Your Profile page 

On this screen, you can change your name, email address, password, and your avatar by inserting a 
picture. Clicking on the pencil next to the field you want to change will allow you to edit it, or click 
on Upload new file to personalize your avatar.  

 
Figure 6: Profile with Changes Made--notice that new avatar appears in upper right corner now 

Click Done to return to the Dashboard Home screen.  
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Logging into the Dashboard After Registering 
In the future, after registering the first time, to get to the Training Dashboard, use the URL 
https://dashboard.skilljar.com and use your email address and password to log in. 

 
Figure 7: Login screen for ICMI's Online Training Pass Dashboard 

Running Reports 

Historical Data 
Please note: Data for activity prior to October 1, 2015 will be incomplete. Session times will all 
show up as 0 and only the quiz score for the last module completed in a course will be available. 
For more detailed historical data for activity prior to Oct-1-2015, you can find a link on the Online 
Training Pass login page (onlinetraining.icmi.com) to access that data.  
 
If you go to onlinetraining.icmi.com and do not get the login page, then you are already logged 
into www.icmi.com. To log out, go to http://www.icmi.com and click on Logout at the top of the 
page, as marked in the screenshot here.   

 
 
Then you can return to the Online Training Pass website and get the login page.  

https://dashboard.skilljar.com/
http://onlinetraining.icmi.com/
http://www.icmi.com/
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Current Data 
To access Reports on activity completed in the new platform on and after October 1, 2015, click on 
the Analytics icon.  

 
Figure 8: Clicking on either Analytics icons will take you to Reporting 

Analytics Summary  
On the Summary screen, you can see the number of course registrations, active students, and the 
total session time for your users for any time period you designate.  

 
Figure 9: Summary page of the Analytics screen 

or 

Click on the Start and/or End 
date files to change the 
timeframe, and then click on 
Submit to see the resulting 
summary reports.  

Click on a tab to view the three 
different summary reports.  
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Figure 10: Sample Summary of course registrations for the past week 

 

 
Figure 11: Sample Summary of active students  
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Figure 12: Sample Summary of Total Session Time for past week 

Courses Reports 
Clicking on Courses in the grey bar will take you to the Courses reports. 

 
Figure 13: Sample Courses report 

The courses that appear as Your Published Courses are the courses that people in your group have 
accessed. Clicking on any course title will help you see more details about who has completed that 
course.  
 
The Search box may be used to input the name of a particular course and pull up just that course.  

Type a 
particular 
course to go 
directly to that 
course’s 
information.  
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Figure 14: Partial detail on one course’s Student tab 
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Figure 15: Detail on one course’s Lessons tab 

Clicking on any student name (on the Students’ tab) or on a Lesson name (on the Lessons’ tab) will 
also allow you to drill down further.  

 
Figure 16: Student detail from the Courses report 



ICMI Online Training Pass 

Training Dashboard User Guide 
 

 

©2015 International Customer Management Institute (ICMI)  |  icmi.com 11 

 

 
Figure 17: Detail when the first lesson is clicked 

 

 
Figure 18: The same student detail will appear if the student's name is clicked on the Lessons detail report 

  

Use the 
Search box 
and type in a 
particular 
student’s 
name to find 
them on a 
longer list.  
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Students Reports 
Clicking on Students in the grey bar will take you to the Student reports.  

 
Figure 19: Sample Students report 

 
Clicking on a particular student’s name will give you a report of that student’s activity.  

 
Figure 20: Student detail from the Students main page 

Use the Search 
box to find a 
particular 
student. 
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Clicking on a course will give you a report on that student’s activity within that course.  

 
Figure 21: This student accessed the Facilitator's Guide for An Agent's Role in the Contact Center. If she is not a facilitator, 
you might want to find out why she accessed it. 

 

Quizzes Reports 
Clicking on Quizzes in the grey bar takes you to the Quizzes reports.  

 
Figure 22: Quizzes Report 

Clicking on a SCORM Item will provide more detail.  

 
Figure 23: SCORM detail, Students tab 

Currently, there is no data for Interactions for the SCORM module, but they would appear under 
the Interactions tab if any existed.  

 
Figure 24: SCORM detail, Interactions tab 
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Printing Reports 
Any report that has a PDF (Portable Document Format) or CSV (Comma Separated Values) icon on it 
can be downloaded and printed or emailed or simply stored.  

 
Clicking on PDF will download the data as a .pdf file.  

 
Figure 25: The Courses Report, downloaded as a .pdf file 

 
Figure 26: The Courses Report, downloaded as a .csv file and opened in Excel. Some columns need to be expanded to view 
all of the data. 
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Sign Out of the Dashboard 
To sign out, click on the down arrow next to your avatar in the upper 
right corner (in the dark blue header bar), and choose sign out. This 
step is particularly important if anyone else might use your computer.  


