V. [LEARNING

Manager: Executing and/or Subscribing to MLearning Ad Hoc Reports

This process describes how to access, execute, print, email and subscribe to reports, and how to edit or delete

subscriptions.

Section I: Access the Mlearning Ad Hoc reports.
1. Manager Icon.

2. Click My Reports in the left hand navigation to open the Reports page.
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Home
e For help and resources, visit our website.
Iy Team Leaming

My Reports 9

My Analytic Reports My Team Certifications

3. Click the Search button to result list of current reports.

4. Review Reports Name and Description to find the needed report.

People Reports
Proxy Access
Mame Category | -Select One- v
Distribution Lists
) Report Template | |E
Learning
Prescriptive Rules Configure | Save Search Query
Reports
Reports Reports 6 | Print | Export | Modify Table
Subscriptions Name Report Template Description Actions
Message Center
Completed Use this report to more easily export and review an

Completed Courses

Courses for Temniate for individual Learner's completions. You can also ente
A Single ﬁdmﬁlistrators a particular course code to get information about a
Learner single course completion for a particular person.
Historical

Certification  Historical
Transcripts Certification
for All Direct  Transcripts for All

A list of the most recent completion of any reguired
certification for all of 8 manager's direct reports.
“Y'ou can drill down to individual historical transcript  Actions

Reports Direct Reports S . ]
|'[:|::-En|::-letiuns |'[:Gm|::-|&ti§ns prior records by clicking on History for a given person.
prior to to 213415 Lists Certifications only.

213015 '
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5. Hover over Actions and click the action needed:

e Execute the report for viewing (See Section Il)

e Subscribe to the report (See Section III)

e Email current report (See Section V),

Reports

Mame

Completed
Courses for A
Single Learner

Historical
Certification
Transcripts for
All Diirect
Reports
[completions
prior to
2M3aNns)

Instituticnal
Mandatories
[and Other
Certifications)
By Manager

List of
Mandatories
by
Organization
that Expire
Before the
Entered Date.
Default Date is
Today Plus 30
Days.

| Print | Export | Modify Table

Description Actions

IUse this report to more easily export and review an individual Learner's
completions. You can also enter a particular course code to get Actions
information about a single course completion for a particular person.

A list of the most recent completion of any reguired certification for all of
a managers direct reports. You can drill down to individual historical

-
transcript records by clicking on History for a given person. Lists Actions
Certifications only. e Actions
Email
Execute
Lists mandatories and other certifications completion statuses for a giver -

MAMAGER's Direct Reports. By default, the report lists everyone who is

overdue or who is due in the upcoming 30 days. Change the date to

include more or fewer results. - Enter Today's date and get a list of Actions
OMLY people who are owverdue. - Enter a future date to get both hose

who are over due and those who are coming due. Leave Mandatory

field BLAMK to include all Certifications - not just Mandatories.

1. Enter a date 2. Report lists ALL people who have one or more
mandatory or required activity that is due BEFORE the entered date 3.
Enter a date that is in the far future to get a list of EVERYOMNE and
Every mandatory expiration date 4. Remove the word Yes in the last Actions
fiter to get ALL required Certifications (mandatories & non-mandatories)
Default: report lists only those mandatories that either are expired or will
gxpire within the next 20 days. Report includes Child Organizations.

Section II: Executing the Report

Note: Use this feature for a one time view or to determine if the results meet needs prior to Subscribing, or

Emailing, the report.

5. Click Execute.

6. Enter the Search Parameters.

Note: Depending on the report, the search parameters may differ — See next page.
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Search parameters for a report could include:
e Learner Uniquname
e Manager Uniqguname (use field to limit results when not required)
e Organization Code
e Course or Certification Code (ID)

e Course or Certification Title

7. Click Generate Report to view Selected Report results.
Note: The report results in plain text form.

8. Click the Page Numbers or Next to view all pages.

Section lll: Printing the Report

9. Click Print in the upper left hand corner of the report and follow “print” prompts.

Institutional Mandatories (and Other Certifications) By Manager o

;_.ePrintF & Export [ Email
e 12 Next»

Person - UMID Person - First Person-Last Student Certification - Expiration Student Cert - Acquired On Certification - Name Certification - Certification ID Organization Organization - Name

SAFE-C20073 Fire
Safaty for Non
Clinicians in Patiert
Care Areas

09612 UMHS Leaming

Yes SAFE-LC20073 Josgr2
Management Srvcs

1232567 Richard Rabbit, 30872015 D2M0272009

Section IV: Exporting and Saving the Report
10. Click Export in the upper left hand corner of the report to export the file in .csv format.
11. Save as an Excel Workbook for sorting and filtering.

Note: See Job Aid Excel Tips and Tricks for instructions on saving to Excel and sorting and filtering the data.

Institutional Mandatories (and Other Certifications) By Manager
&4 Print =g Expon:@ Email

Person - UMID Person - First Person - Last Student Certification - Expiration Student Cert - Acquired

1234567 Richard Rabbit 03/08/2015 04/02/2009
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Section V: Emailing the Report
12. Click Email in the upper left hand corner of the report to email the report to a recipient.
Important: The report will be sent in text format. For the ability to sort and filter, the report needs to be exported

and saved prior to emailing. See Section IV: Exporting and Saving the Report.

Institutional Mandatories (and Other Certifications) By Manager

&4 Print «4 Export Email @

Person - UMID Person - First Person - Last Student Certification - Expiration Student Cert - Acquired

1234567 Richard Rabbit 03/08/2015 04/02/2009

Section VI: Subscribing to the Report.
13. Access the Subscribe link from the main Reports page following steps in Section I.
14. Hover over Actions.

15. Click Subscribe (as described in Step 5).

Reports | Print | Export | Modify Table
Mame Description Actions
Histaorical
Certification
Transcripts for A list of the most recent completion of any required certification for all of
All Diirect a manager's direct reports. You can drill down to individual historical Actions
Reports transcript records by clicking on History for a given person. Lists -
[completions Certifications only. Actions
prior to
2M3N5) Email 15

Lists mandatories and other certifications completion statuses for a given
Institutional MAMAGER's Direct Reports. By default, the report lists everyone who is
Mandatories overdue or who is due in the upcoming 30 days. Change the date to a
(and Other include more or fewer results. -- Enter Today's date and get a list of Actions
Certifications) OMNLY pecple who are overdue. —- Enter a future date to get both hose
By Manager who are over due and those who are coming due. Leave Mandatory

field BLAMK to include all Certifications - not just Mandatories.

16. Click New Report Subscription on the Report Subscription page.
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17. Complete the Report Subscription form as noted.

Run Reports = Report Subscri,. = Report Subscri.,

Report Subscription for Institutional Mandatories (and Other Certifications) By Manager

Manager - First Name (Equals)

Manager - Last Mame (Egquals)

Hame? Institutional Mandatory Report Give the report a name and a short description.
Description* B Eckstein staff overdue or due in the

I Manager - Unigname (Equals)* | beckstei I

Student Certification - Expiration
Diate (Less Than or Equal)

unigquname
MNumber of days after the date on which report is run

Enter Number of Days 30
Certification - Mame (Contains)

Certification - Institutional

Enter all required fields - for example: manager

Mandatory (Equals) Yes
To* ddemeestEmed.umich.edu ) o
 —— Enter the email of the report recipient
Character Limit: 255
Subject* Institutional lMandatories (and Other C
Mzl Text* ggf',i{e 3gainst last months - Enter an email text - for example: describe what
to do with the report

Character Limit: 255

Occurs O Daily Occurs Monthly

BT nenth(s) .
O Weekly Every 1 e & Enterthe frequency of receipt
® Monthly on* 1 day of the month

@ Preview Report Cancel

Frequency @ Once Freguency-Once _
O Everyfi Hour(s) ¥ Start Time* 7 00 @an Opn. | Enter the date and time to
I begin
Start Date* 03/01/2015 &

18. Click Save.

Note: Report arrives by email at the addresses noted in the form and at the time/date noted..

Section VII: Editing or Deleting Subscribed Reports

19. Open the Reports page and click Subscriptions in the left hand navigation.

20. Hover over the Actions link next to the report.
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21. Click Edit to edit the Report Subscription form.

22. Click Delete to unsubscribe.

M LEARN I N G ' A )f Browse - Enter Keyword, ID or Description. Q

HR Learning Collaboration Instructor Registrar Assessment  Analytics  System

Peopl . .
i Report Subscriptions
Proxy Access

Distribution Lists @ Actions

Learning Report Subscriptions E-:E
e

Prescriptive Rules

Report Name Subscription

Reports _— N e _—
Institutional Mandatories (and Other Certifications) By Institutional Mandat,
[ subscriptions @ Manager Report (20

23. Refer to Job Aid Using Ad hoc Reports for further information on each report
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