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My Dashboard – Principals 
This reference guide describes how to navigate My Dashboard for Principals. 

 

 

 

After launching View My Dashboard, please note the default view presented will be My Staff.  This page presents 
information relating to staff at your school. 
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Select CREATE A NEW COURSE to launch the Add Learning Wizard if you are authoring a new course. 

 

 

 

 

Select REPORTING to access ready-to-run-reports. 

Select the relevant report by clicking the report name.  It is possible to export the report results in Excel. 
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Select STAFF MANAGEMENT to view users that report to you. 

 

 

It is possible to export the 
report results in Excel 
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Select Sessions I need to mark to view sessions where attendance needs to be finalised. 

 

 

 

 

 

Selecting Courses pending endorsement takes you to courses submitted by your staff requiring to review and 
endorsement.  When you endorse a course submitted by your staff you will move it along the workflow (to Final 
Approval status). 
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Selecting Assignments requiring approval will take you to tasks submitted by your staff for review and approval. 
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Selecting Compliance status will give you a list of staff members mandatory training status: 
• Compliant 
• Close to expiry 
• Expired 

 

 

 
 
 
Selecting Accreditation status will give you a list of staff members NESA accreditation due date: 

• Compliant 
• Close to expiry 
• Expired 
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To view your personal details, select My Learning.  The information presented relates to you as a learner. 

 

 

 

Select Sessions I need to mark to view sessions where attendance needs to be finalised. 
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To view courses you are scheduled to participate in, select Upcoming training. 

 

 

 

 

Go to the My Learning menu item in the MyPL Home to view more details of your training e.g. start time, end time, 
specific training instructions, and attached documents. 

 

 
 
 
Selecting My enrolments will give you a list of your enrolments in the following groupings: 

• Complete 
• Incomplete 
• Not started 
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Selecting Compliance status will give you a list of your mandatory training status: 
• Compliant 
• Close to expiry 
• Expired 

 

 

 
 
Selecting Accreditation status will give you a list of your NESA accreditation status: 

• Compliant 
• Close to expiry 
• Expired 

 

In the above example, the user has 41 months before maintenance of accreditation is due. 
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