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Manager’s Transcripts Report: 

For a general view of your direct and indirect reports’ transcripts in K@TE, a “Transcripts” 
report is available that provides current line managers – as designated in DASH – with this 
access. This Job Aid provides the step-by-step process for accessing this information in K@TE.    

Current line managers – as designated in DASH – automatically receive access to this report in 
K@TE and can run it for their direct and indirect reports as needed. For a more detailed view of 
a particular training course and those completions for your direct and/or indirect reports in 
K@TE, review this K@TE Knowledge Base article for instructions on running the separate 
“Training Progress Pie Chart Report”, which is also available to line managers in K@TE.  

If you have a question about the processes outlined in this Job Aid, please send an email to 
AskKate@tennessee.edu.   

Note: K@TE is a cloud-based system and the steps and screen shots included in this Job Aid are 
subject to change. 

Steps to Follow:  

1. Log in to K@TE by clicking the “Learning with K@TE” icon in the DASH system on the 
“Me” tab.  

   

2. Once logged in to K@TE, click on the “Show Navigation Menu” button – which looks like 
three horizontal lines – in the upper right-hand corner of the screen.  

 

https://utk.teamdynamix.com/TDClient/2277/OIT-Portal/KB/ArticleDet?ID=158055
mailto:AskKate@tennessee.edu
https://dash.tennessee.edu/
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Steps to Follow: Cont. 

3. On the Menu that opens, click Reports. (Note: Current line managers – as designated in 
DASH – are the users who will have this access in K@TE and the ability to work through 
these steps in the system.)   

 

4. After first clicking Reports, then click Standard Reports on the Menu.  

 

5. The next page that appears displays the available reports designated for line managers 
in K@TE.  
 
The process and steps associated with running each of the reports included on this page 
are similar to the steps outlined in this Job Aid.  
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Steps to Follow: Cont. 

6. Click on the Transcripts hyperlink to open the report.   

 

7. The Transcripts report page will open and display a list of the direct and indirect 
subordinates assigned to you in DASH as the line manager and as of the previous day.  
 
Important Note: The K@TE system is licensed for UT faculty members, staff members 
and most graduate student UT employees, which means the list of direct and indirect 
subordinates shown on this report in K@TE will only include those employees who are 
licensed to use K@TE and loaded from DASH to K@TE as part of the nightly interface file 
process.  
 
In addition, the nightly interface file sent from DASH to K@TE includes information in 
K@TE as of the previous day.  

 

8. Click on the View link to review the applicable transcript page for each direct and/or 
indirect subordinate in K@TE, as needed. The employee’s transcript page in K@TE will 
appear.  
 

  


