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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. 

 

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

4. Review Reports Name and Description to find the needed report. 
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5.    Hover over Actions and click the action needed: 

 Execute the report for viewing (See Section II) 

 Subscribe to the report (See Section III)  

 Email current report (See Section IV), 

 

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: 

 Learner Uniquname 

 Manager Uniquname (use field to limit results when not required) 

 Organization Code 

 Course or Certification Code (ID) 

 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 III: Printing  the Report 

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

 

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. 
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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. 

 

 

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).  

 

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

 

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. 

 
 

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