Worlkforce Solutions

Using the Learning Management System (LMS) —
Creating Reports - Classic

The Learning Management System (LMS) allows you to create a variety of reports — for example, active users
reports, transcript reports, and courses completed reports.

Navigation

When you launch the LMS, you will see the Home Page. On the Home Page, you can see the “Reports” tab
on the left menu sidebar. Click on “Reports.”
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Reports

The Reports page is divided in two sections:

e The first bold blue tab is labeled “Reports Folder.” This folder contains custom reports which .
have been created by the portal admins and are tailored to a specific reporting need.

e The second bold blue tab is “Classic Reports.” It contains basic reports built into the LMS.

Custom Reports

Instructions for Custom Reports are on a separate desk aid.
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Classic Reports

To select a classic report, click on a folder listed under the Bold Blue Bar “Classic Report” on the Reports
page. Each of the options will open up a page with the available reports under that option. Most of the
custom reports are based on the classic reports but refined with the details required by Workforce Solutions.
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The first option is Course Reports:
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Course Reports

Acsorted Course Reparts

Course Compietions by Contractor

Classroom Schedule for Enrolled Users Report
Course Completions by Course Report
Course Enrollment Status Report
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E— Course Payment By Credit Card Report
Course Payment By Direct Bill Report
elLearning Course Quiz and Survey Data(Articulate only)
Evidence of Competency by Course Report

User Reports

Cenification Summary Reports
User Reparts
Organaation Training Reports
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The second choice is “Certification Summary Reports” which currently is not used.

The third option is User Reports:
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User Reports
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Certification Summary For Location Report

Completed Transcripts by User Report - Course/Certification/ Curriculum

User Reparts
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Organaation Training Reports
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The fourth option is Organization Training Reports:
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Organization Training Reports

Aszorted Courss Reparts

Course Campletions by Contractor

Completed Training History by Location
Location Incomplete Self Studies Report
Location Incomplete Self Studies with User Group Report
izati tions/Curriculums Report
Organization Training Status by Course Report
Subscription Credits Audit Report
Subscription Credits Remaining Report

User Reparts

Course Reparts

Certfication Sumeary Reports
User Reports
Organization Training Regorts
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+« Torun a Classic Report, click a Folder Name and select the desired Report Name.
« On the standard report page, apply Filter criteria as needed.
» Select the date range for your report
» Select the location for your report — You have the option to choose one location or Clear the basket which
allows the search to cover all locations under your profile
» Select Student status — All or Active or Inactive
» Select Sort by — Default, Course Code, Position, Student name
« Select the report Delivery Method and Delivery Format.

« Click Run Report.

Classic Reports

Report Name: Completed Training History by Location

Filter

* Start Date : 117172021 |

(MM/DD/YY)
“EndDate: |2/1¢/2022 'I
(MM/DD/YYYY)

Location :

* Student Status -
Default

|

or Choose a location

Sort By

Delivery

* Delivery Method :

* Delivery Format

= Reports = List of Reports & Dashboards
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The last choice under Classic Reports is Ad Hoc Reports:

Ad Hoc Reports

After you click on the Ad Hoc Report, you will see the report that is available and you need to click on the

“Ad Hoc Transcript Report.” .
[ et x % et T e

€ > C ai 2% »0@ :

= | naTionaL woRKkFoORCE INsTITUTE Course Search a A ¥ # @ wwiresttioison -

Ad Hoc Reports

Ad Hoc Transcript Report

This is an additional report that gives the Administrator the ability to create an Ad Hoc Report with a wide
range of query criteria and display fields. The Ad Hoc Report can be used by Administrators to capture
training for a narrow population or for the entire organization. Administrators can also specify input criteria
and output fields.

The Ad Hoc Report is the perfect way to generate transcript information for a custom user population with a
highly customizable set of query criteria and display fields. It will help you keep on top of your students’
training progress, for a narrow or wide report population.

You may choose to build your query criteria to include one or more of the following:

= Business Unit
= Division

= Location

= Department

= User Group

= Position

= Role

= Courses

= Users

= Facilities
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The report needs a date range and then each following line can either be left blank for a wide search range of
all users or you can narrow the search down by choosing a specific location or user group or specific course,
etc.

Below, the filter options, you will see your Column Options for your report. Click on the box in front of the
columns that you would like to see in your report. A report showing first name, last name, and location is
using standard options.

If you chose to run the report showing all courses, then check the Course name and/or Course code box so
you can see each course listing.

Transcript Status should also be checked as the report will show all — attempted, launched, pass, fail, and
incomplete — and if completions are the goal, you can eliminate the other statuses from the report.

Delivery method is preset to CSV

Click “Run Report” at the bottom left and your report will show up on your download files.

Report Name: Ad Hoc Transcript Report

Select the desired filter criteria and report columns. If na calumns are selected then ALL columns listed will be reported. Maximwn of 50,000 transcripts can be shown on the repart

Filter
= [1an0 =
211172022 E

;I' fshon : | w
Department |l|
User Group : | -
Pesition -
Rale : liv
Major | W
Enrollment Status = [ w|
Jser Status E‘

Courses
Wsars =
Facilities

Locales

Report Columns (Default Allj :

Choose Courses
Choose Users
Choose Facilities
Choase Locales
| Accept Date
Attempts

| Artended
I Bill Status
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("I Has Admin Overriden Conflict
[Clincomplete Hote
[ instructor Name
Last Mame

[ Last Update
[CLaunch Date
[Ciocale Name
Location

O Major

O middle Name
Cloffering

(T offering End

[ offering Start

[ percent Complete
D positien

[ position Group

() Post-Test Score
[ Pre-Test Scare

[ Request Required
Dscore

[Cscore Code
[score Date
Oscore Type

O Transeript Note
D ranseript Source
[ Transeript Source Code
Transcript Status
]} Transcript Type

[ user Account End Date
Cluser Group
[Cluser Role
[Jusername

[ waitlist Date

Delivery

* Delivery Msthod :

Run Report »

Conclusion

Custom Reports were created from the most used Classic Reports and include a description of what the
report will provide to help choose the correct report desired. Previously, it could take trial and error using
Classic reports to get the report that is what you needed. You also are not able to schedule a report using
the Classic Reports.
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