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Account Management

This section includes stepby-step instructions for managing your account and subscription details
for Skill.Set.Go.™.

How to Access

To access your account:

1. In a web browser, navigate to https://ahe.org/skillsetgo
2. Scroll down and select “MANAGE MY SUBSCRIPTION".
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Overview

The “Manage My Group Subscription Benefits” page is the hub for subscription management.

Subscription
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Understanding the User List

Important terms:

* Group Admin—Aperson responsible for creating an organizational group and assigning
learners to “seats”. Group Admin will have access to their learners’ progress and will have
the ability to run reports in the Learning Center.

e Seat—Having a “seat”assignedmeansthat the user hasaccess to the Skill.Set.Go™course
content. Any user without a seat will be able to log in to Skill.Set.Gé'but they will not be
able to access courses.

e Billing Contact —This person will receive communications regarding the billing of this
subscription from AHE.

How to Read the User List

Each user has is included in the User List. To determine their status, you can refer to the
checkmarks and icons in the User List table.

The examples show how to determine user information based on the User List.
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e UserisaGroup Admin

e User has seat assigned (they can access the Skill.Set.G#:ourse content)
e User is listed as Billing Contac{("Billing Contact” is displayed under name)
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e Useris aGroup Admin

« UserTIdSWIt have a seat assigned (they et access the Skill.Set.Go.™ourse
content, only the dashboard where they can monitor team members’ progre$s

e User is eligible to be set aBilling Contact (dollar bill icon under the Actions column)
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e User is not aGroup Admin
e User has seat assigned (they can access the Skill.Set.G#:ourse content)
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3. Aconfirmation message will appear. Select “Confirm” to assign the seat.

Other RolesGroupAdmin & Billin€ontaci
Group Admin

Groups may havemultiple Group Admins. These individualsan assign learners to “seats’ view
learners’ progress and run reports in the Learning Center.
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2. Find the appropriate user. When you locate the user, ensure they are currently a Group
Admin. Assign the Group Admin role if necessary.
3. Select the dollar bill icon next under thé Actions” column.

4. A confirmation message will appear. Select“Confirm” to set this user as the Billing Contact.

5. “Billing Contact” will now appear under the user’s name in the User List.

Renewal

Therenewal link will become available 60 days prior to your subscriptioend date. While it is
recommended to renew while your subscription is still activen order to preserve learner progress
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TeamDashboard

This section includes stepby-step instructions for accessing and using the Team Dashboard as a
Group Admin.

How to Access

To access the Team Dashboard:

1. Navigate tohttps://www.ahe.org/skillsetgo.
a. If you are already logged in, select “My Learning”.

b. Ifyouare notlogged in, first select “Register / Log In”, then return to this page and
select “My Learning”.
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c. You may also scroll down and select “Leaner Login”.
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2. The "Welcome” page will display. Select “Go to My Team Dashboard”.
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3. The “My Team” dashboard will displayhl TtiFtetURG TS
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Overview

The “My Team” dashboard is the hub for monitoring learners’ progress through Skill.Set.@b.
content.

From this page, you can:

e View a Ist of all team members

e View recent updates

e View a summary of course completions
e Create team reports

Viewingndividual Progress

To view course progress for an individual learner:

1. Navigate to the “My Team” dashboard.
2. Locate the appropriate team member in the Team Members list
3. Select the option you want to view:
a. Current Learning -Displays a list of the coursework this geris currently enrolled in,
excluding completed courses.
b. Completed Learning—Displays a list of the courses that the user has previously
completed.
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Current Learning

This view allows you to track an individual’s progress in all active, incomplete courses.
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Completed Learning

This view allows you to view previously completed courses and any related certificates.
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Viewing Team Progress

There are multipleoptions for viewing and tracking team progresen the “My Team” dashboard.
My Team Recent Updates
Tocatch up onrecent progress for your entire team:

1. Navigate to the “My Team” dashboard.
2. On the right side of the screen, locate the “My Team Recent Updates” section.

This section will display recent updates on your team members’ progress including when a user
begins a course or completes it.

My Team Completions

To view a summary of course completion rates:

1. Navigate to the “My Team” dashboard.
2. On the right side of the screen, locate the “My Team Completions” section.
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7. The report will automatically begin downloading.
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Support

For supportregarding Skill.Set.Go™please email AHE@aha.org
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