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IowaDOTU for County Treasurers 

Managing Teams in DOTU 

This document assists supervisors in viewing and managing their team members in DOTU.  
 
DOTU Website: https://learning.iowadot.gov 
 
Quick Steps 

Action: Steps: 
View Team 
Members 
 

• Select the “Team” tab at the top of the home screen.  
• Click the “Users” at the top. 
• Access the search option or page forward if there is more than one page of 

employees. 
 

View Course 
Enrollment 
and Status by 
Team 
Member 

• Select the “Team” tab at the top of the home screen.  
• Click the “Users” at the top. 
• Select the desired employee by clicking on his/her name 
• Select the “Enrollment” tab.  
• Select “Show More Learning Object Sessions” to expand the list to all enrolled 

courses and the status of those courses. 
• Select “Exit” button at the top when finished. 

 
View Course 
Enrollment by 
Status  

• Select the “Team” tab at the top of the home screen.  
• Click the “Enrollment” at the top if not already selected. 
• Drop the “Displaying” dropdown and select “Enrolled” 
• All users in an enrolled status will be listed. 
• Repeat for other statuses as desired.  Use the looking glass icon to narrow search 

by username or course name. 
• Select “Exit” button at the top when finished. 

 
Enroll a Team 
Member in a 
Training 

• Click on the “Search” tab at the top 
• Click in the “Search for” box 
• Type your key word to search for the training you wish to enroll a Team Member 

in. 
• Click the Search button. 
• Click the Enroll Team button for the training you are enrolling your Team Member. 
• Type the Team Member’s last name and first name in the corresponding areas. 
• Check the box to the left of the Team Member’s information. 
• Click the “Add Attendees” button. 

 

https://learning.iowadot.gov/
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Cancel a 
Course 
Enrollment 
for a Team 
Member 

• Select the “Team” tab at the top of the home screen.  
• Select the desired employee  
• Click the “Enrollment” tab.  
• Select “Show More Learning Object Sessions” to expand the list to show all 

enrolled courses.  
• Check the select box to the right of the course name to be cancelled, select the 

reason you are cancelling and select “Cancel Enrollments”.  
• Status will update to “Cancelled”. 

Select “Exit” button at the top when finished. 
Run a Report • Select the “Reports” tab at the top of the home screen. 

• Choose the desired report.  
• Select PDF from the drop-down menu and select “Excel- Data Only”,  
• Click the “Add” button to the right of the “Course” field.   
• Search for the course by name and select “Online Active” or “Classroom Active” in 

Displaying to narrow your search if you wish. 
• Click the “Search” button  
• Check the box to the left of the course you wish to select 
• Click “Add Learning Object”  
• Click the “Export Report” button. 
• Select the “Open” button and “Allow” button on the pop-up message. 
• The Excel spreadsheet report will open with the requested report. 

 
Detailed Procedures 
 
Description Procedures 
View Team Members Page 3 
View Course Enrollment and Status of Team Members Page 4 
View Course Enrollment by Status Page 7 
Enroll a Team Member in a Training Page 8 
Run a Report Page 10 
Cancel Enrollment for a Team Member Page 17 
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View Team Members 

1. Access IowaDOTU at  https://learning.iowadot.gov  and log-in.  
 

 
 
 

2. Select “Team” tab at the top of the home screen.  
 

 
 

https://learning.iowadot.gov/
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3. The employees reporting to the manager/supervisor currently logged in to DOTU will appear.  

 

 

Note: Users can utilize the search option or page forward if there is more than one page of employees. 
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View Course Enrollment and Status by Team Member 

 
1. Select “Team” tab at the top of the DOTU home screen.  

 

 
 

2. Click the “Users” tab. The employees reporting to the manager/supervisor currently logged in to 
DOTU will appear. 

 

 
 
 
Note: Users can utilize the search option or page forward if there is more than one page of employees. 
 
 

3. Select the desired employee name by clicking on the name. 
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4. Select the “Enrollments” tab.  Select Show more learning object sessions to expand the list. 
a. This shows all courses (classroom/online/historical data) and the status. 

 

 
 
 
 

5. Select the “Exit” button at the top to close the employee view. 
 

 



 
 
IowaDOTU: Managing Teams in DOTU  
MVD Education and Outreach Team 

9/15/2022             7 

 

View Course Enrollment by Status 

1. Select “Team” tab at the top of the DOTU home screen.  
 
 

 
 

2. The “Enrollment” tab is selected by default.  If you are not on the “Enrollment” Tab, click to select. 
 

 
 

3. Select the desired status by dropping down the “Displaying” drop down 
 

 
 

 
All users for that status will be displayed. 
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Enroll a Team Member in a Training 

1. Select on the “Search” tab at the top of the DOTU home screen. 
 

 
 

2. Input the desired course name in the “Search” box.   
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3. Choose the desired course and select “Enroll Team” button. 
 

 
 
 

4. Check the box in front of the desired team members to be enrolled in the course, then select “Add 
Attendees”. 
 

 
 

5. Users will receive a confirmation of enrollment message at the top of the screen.  
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Run a Report 

Users can run reports in DOTU to assist with tracking employee performance, including scores, enrollments, 
etc.  
 
Recommended Reports:  

• Delinquency Report Excel Exportable  
• Standard Completion Report 

 
Procedures: 
 

1. Select the “Reports” tab at the top of the DOTU home screen.  
 

 
 
A list of available reports will appear.  
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2. Select the desired report.  

 

 
 

3. Select the drop-down arrow to the right of the box that lists “PDF”. 
 

4. Select “Excel – Data Only”.   
a. This will allow managers/supervisors to export the results into an Excel spreadsheet and 

manipulate and sort information as desired.   
 

b. To the right of the course box, select the “Add” button to the right of “Course”.   
 

 
 



 
 
IowaDOTU: Managing Teams in DOTU  
MVD Education and Outreach Team 

9/15/2022             12 

 

 
5. A list of available courses appears.  

 

 
 

6. Search for the desired course by name. Select Online Active or Classroom Active 
 

7. Select the “Search” button.  
 

 
 

8. Check the box. 
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9. Select the “Add Learning Object” button. 

 
 

10. The course name displays in the course box. Select the “Export Report” button.  
 

 
 
 

11. Select the “Open” button. 
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12. Select the “Allow” button (if you get the pop-up message). 

 

 
 

13. Click the button at the bottom right: 
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14. The Excel spreadsheet report opens: 

 

 
a. Sort and manage data as the Supervisor/Manager’s need specifies. 
b. Save the report (if desired). 
c. Close report with the X at the top right of the Excel window. 

 
 

15. Select the “Cancel” button to exit the report listing. 
 

 
 
 

16. When finished, Select the Log Out link to log out of IowaDOTU. 
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Cancel Enrollment for a Team Members 

 
1. Select the “Team” tab at the top of the DOTU home screen.  

 

 
 
 

2. Select the desired employee name. 
 

 
 
 

3. Select the “Enrollments” tab.  Select “Show More Learning Object Sessions” to expand the list. 
a. This shows all courses (classroom and online) and the status. 
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4. Check the box next to the course to be cancelled and select “Cancel”. 

 

 
 

5. Select “OK” to validate the course cancellation. 
 

 
 

6. The course will display as “Cancelled”.  
 

 
 

7. You may now exit this view by selecting the “Exit” button at the top to close the employee view. 
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