
Creating Reports
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Quick Summary Reports
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Enter the 
user’s name 
here



How to View a User’s Personal Summary
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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 reports icon.

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

3. Enter the 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.



User Personal Summary Report
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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.



Creating Custom Reports
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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.



Creating New Custom Report
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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.



Creating a Custom Report: Properties
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Provide a name for the report

Description is optional, but if sharing with 
others it is a good idea



Creating Custom Reports – Filters
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Creating Custom Reports - Filters
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Creating Custom Reports - Filters

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

Best practice is to choose all types.

Choose “All Expiration Dates”

Be sure to save changes



Creating Custom Reports – Report Fields

Choose the fields you 
would like to include 
in your report.
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Creating Custom Reports – Sorting Options
Choose the OPTIONS   for how you would like your report sorted.

Drag and drop the report fields by highlighting 
the field you want to move and drag at the left 
side of the row with the dots.
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Creating Custom Reports – Exporting  the report

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

3. Click the EXPORT button.

After the background job is complete.  
The report will be emailed to you. This 
sometimes takes several minutes 
depending on the size of the report.
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