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Viking Air’s Learning Management System (LMS) 


System Feature: ‘My Reports’ tab


Two of the most frequent questions the training department receives from Managers are ‘What training does my staff have’? and ‘Can you send me a report’?  In this issue, I’ll show you how to run reports through the LMS so you can find all the information you want to know in an instant.   

We’ll review: 
· How to run a report;
· [bookmark: _GoBack]How to schedule a report.

How to run a report

There are 2 ways to get to the reports page through the LMS.  The first way is to view the ‘report manager’ on the bottom right hand side of the front page of the LMS.  The reports you see listed are standard reports that the Training Dept. have created for everyday use.   Click on any report and you’ll get to the ‘reports page’: 
  (this is your view) 
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  (this is your view) 
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The second way is to open the ‘my reports’ tab at the top of the page on the LMS home screen.  As soon as you do, you’ll see the ‘reports page’. 

  (this is your view) 
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  (this is your view) 
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Now you can simply click on the report you want to use.   For this example, we will use the ‘current certification’ report.  Once you click on this report, your search filters will appear at the top of the search data results - 373 records.  You’ll have multiple options for filtering so you can easily find what you’re looking for. 
  (this is your view) 
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For this example, let’s filter down using 3 of the filter options to see what ‘current certifications’ are coming up for the next 60-day period for all the ‘stores’ staff.  – see the above screen shot. 

In the ‘user’s department’ leave the dropdown at ‘contains’ and in the empty box, type in ‘stores’.  
In the ‘certification due date’ check the box that says ‘is before’ and change the month in the drop-down from the current month to 2 months out; in this case, select ‘July’ from the drop-down.
In the ‘user status’ filter, ensure the drop-down is set to ‘active’ users only.  
Now just hit the ‘search’ button.  

(this is your view) 	Too much useless information in your report, simply click on the ‘Show/Hide columns.  Remove what you don’t want to see
                                                                                                                     You can also save your search and give it a unique name
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As you can see your search went from 373 records to just 5 records. Now if you want you can export your report by clicking on the drop-down and choosing your format (i.e. CSV, PDF, Excel) for the report and then click ‘export’.  Your report will quickly download and will appear at the bottom left hand corner of your page.  Simply open the download and there you have your report. 
Some reports can be quite large – lots of data.  To ‘sort’ this data is easy.  The title blocks at the top of the report are all sortable!  - see the above red arrows.  Simple click on the heading you want to sort by and your data in the report will change views.  
Sample of downloaded PDF format report: (this is your view)  
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How to schedule a report
Users may choose to schedule reports to run automatically. The LMS will automatically run the report and send a copy via email to the email address in the user's profile.
 Go to the My Reports page and scroll down to the Scheduled Reports section.
[image: ]
· A dropdown of reports will be available to choose from. Select the report and click the Add scheduled report button. 
[image: ]

· The Data dropdown allows you to select whether to export All data or select a saved search if any have been created.
· Choose the Export file format that report data will be saved in.
· Schedule allows you to select the frequency for running the report. The report could run daily, weekly, or monthly. After selecting the interim, dropdowns for the time of day, day of the week, or day of the month will be available for selection as well.
· Click the Save changes button.


Content management and assignment of learning to staff and users of a system is only part of the picture when it comes to learning management. The ability to record and track employee training is necessary to get a full picture of the results of current training programs and to provide assessable goals to improve the training that is available.
So now you’ve been shown how to run and schedule reports.  Hopefully this feature will allow you the added freedom to both view the information within the LMS and the ability to have the information when you need it.  Like anything, the more you use the reporting feature within the LMS, the more comfortable they system will become to you.  
Note: As the LMS is not that old, you’ll notice that if you’re looking for historical information on courses, employees and records, you won’t find it in the LMS.  Please contact the Training Dept. and we’ll gladly obtain the information you’re looking for through our old training system.   

Hope this LMS ‘system feature’ has helped to get you started and provided you with some valuable information. 
If you have any questions at all, please contact the training department and we’ll be glad to assist you!   
· Wendy
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