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How to View a User’s Personal Summary

Option 1

1. From the Users menu, select your branch and locate the user whose summary you want to review.

2. Hover over the end of the user's row and click the ellipsis menu (three dots).

3. From the drop-down menu, select User Personal Summary.
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How to View a User’s Personal Summary

Option 2

1. From the navigation menu, select the reportsicon.

2. Onthe QUICK SUMMARY REPORTS & DASHBOARDS page there is a “User
Personal Summary” report.

3. Enterthe name of the user you would like to view in the search box.

4. Click “Generate” and it will bring up the user’s personal summary.
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User Personal Summary Report

From the users summary report you can view the users eLearning courses, Instructor Led Training (ILT),
trainings, learning plans, and certifications from the menu on the left side of the screen.
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Creating Custom Reports

hanage reports details and properties

QUICK SUMMARY REPORTS & DASHBOARDS CUSTOM REPORTS BUILDER LEGACY REPORTS

Updated data refresh CLEAR
We hawve improved our data refresh process. Your data will now be refreshed in the background every hour with all the events of the preceding hour.

From the Reports page, click either the +

Create Report button in the upper-right

corner or the CREATE REPORT button at
the bottom center of the screen to launch
the Report Builder.
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Mo new custom r

Use the Create Custom Report bu to add a new custom report

CREATE REPORT



Creating New Custom Report
il
Step 1: Open the Navigation menu and click the Data and Analytics (chart icon), then select Reports.

Step 2: Click the plus icon in the top-right corner to open the Create a New Custom Report panel.

Step 3: Switch to the Custom Reports Builder tab to view existing reports or start a new one.
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Creating a Custom Report: Properties

Crisis Missing Trainings

Use this area (o conligure and schedule your ousiom report

PROPERTIES

General

Hame

Report Info I Provide a name for the report

Crisis Missing Trainings
Description is optional, but if sharing with
others itis a good idea

ype

\J=zers - Courses

Login required o download the report
Report Download Permission from Link

Time zone
Time Zone for Date Fields [GMT -04:00) Armerica/Detrait -




Creating Custom Reports - Filters

FILTERS

Users

User Selection

Graups

User options

Additional fields



Creating Custom Reports - Filters

Courses

Course Selection

Course type

Course Expiration Date

Additional Filtars

Course Options
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(®) Custom selection

Courses

Suicide Prevention 101 = Acceptable Technology Use Policy =
Workplace Vielence: Warning 3igns & Prevention x
sexual Harassment Prevention in the Workplace =

Infection Prevention and Control = Workplace Diversity, Inclusion, & Sensitivity *
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Learning plans

d I2arnin

(@) Al types
() E-learning

) ILT

(®) All Expiration Dates

(") Selact Expiration Dats
This optian anly shows the caurses for which an expiration date has been Set
Category

Salzcta cazegory

SELECT CATEGORY

Hide archived courses
This option applies only when bath the User selectian and the Caurse delection filters are det ta All. R hag
no effect when 4 custam selection of users or courses is used.
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Creating Custom Reports - Filters

Course type

Course Expiration Date

Additional Filters

Course Options

® Alltypes You can choose E-Learning or Instructor Led
Trainings (ILT).

() E-learning
O LT Best practice is to choose all types.
(® AlEspirationDates ohooge “All Expiration Dates”

i) Szlect Expiration Date

Category
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Hide archived courses

Be sure to save changes

SAVE CHANGES
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Creating Custom Reports — Report Fields

Report Fields

User Fields

Selesct all

Choose the fields you
would like to include
in your report.

Course Fields

Select all

[[] Branch Path

[[] Date OFf Birth (Mm/dd)
[J] Department

Emai

[ Emploves Type

First Name

O Hiresstart Date

Last Mame

[J Ochn Employes |4

[ User Creation Date
[ User Last Access Date
[J User Suspension Date

[] What Service Do You Provide?

[ additional Languagss

[ Certificates & Approved Ce Hours
Drescription - Relias Library Solution

[ course Archived

[ course Category Code
[] Course Creation Date
|:| Course End Date

|:| Course Internal Id
Course Status

Course Unigue Id

Branch Name

[[] Branches Codes

[] Deactivated

[[] Drivers License &
[ Email Validation Status
[ Emplayer

[ Full Name

[ Job Title

[J Learning Flan Type
[J Power User

[J User Expiration Dats
[ User Leve

[J user Unigue Id

[ additiona Language Codes
|:| Certificate Content

[ centificates & Approved Ce Hours
Description - Relias Library Solution

[ courze Category
Course Code

[] Course Duration
[] Course Has Expired
|:| Course Start Date
|:| Course Type

O er

dits [Ceus)

12



Creating Custom Reports - Sorting Options

Choose the OPTIONS for how you would like your report sorted.

Sorting options

(@ Username (4-I) X Drag & drop the report fielc
Order by ¢ - nlirmne ofF we S
Custom Field o e

REPORT FIELDS
. Configure your custom columns sorting
Columns Sorting
Username

Branch Name
Email

First name

lst name
Drag and drop the report fields by highlighting

g Course title
the field you want to move and drag at the left
side of the row with the dots. Course code

Course Status

Course Unique ID

Columns Sorting



Creating Custom Reports — Exporting the report

rial From

_ 1. Click on export via XLS.
8 Export ~
2. Choose “Export report via XLS” (Excel).

[ Export report via CSV

@or’[ report via XLS

Report Fields

Export report

By confirming this message, you're going to export the
| Sorting options selected report.

This process will run in the background. You'll be notified
once it has completed.

3. Click the EXPORT button.

CANCEL \| EXPORT
-

Background job created

. . Background job created. ¥You can monitor the status of this
After the bac.kground JOb IS Complet?' process in the Background Jobs menu.
The report will be emailed to you. This
sometimes takes several minutes
depending on the size of the report. CLOSE
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