Non-Participating User Report — Step x Step

1. Log-in and select the Admin tab within Quick Links
(@ "skillSource

Quick Links v Recently Vi

Learning Transcript

Making Time for Training
Support
a Admin
sandy 7
My Pro Mobile Learning

- .
Upcg Accreditation Programs. ﬂ

2. Report Tab / Templates# 1. User / 2. User Participation / 3.User Participation by Group /

4. Click onreport a dit

| users&Groups | copit | Display | Configurapd T sveport

[ Admin Home

Templates

Default

Title
3] User 1

| user Listing

@ ] user Privilege

| Learning Activity
@ (] user Learning Plan

Description

Summary and Detailed User Listings and Approval Manager Reports.

Provides detailed role and privilege information for users, sorted by group, user or role.

Summary and Detailed reports on user's learning activity.

Summary and Detailed reports about assets assigned to user’s Leaming Plan.

=] r]rj User Participatio Summary and Detailed reports about users who have, or have not, accessed learning assets.

Jut Total User Participation Chart displaying the number of participating users for the specified date range.

User icipation by Group 47 3 List of users in each selected group with details about accesses to leaming assets.

3. Activity Dates choose the desireq date range for the report data
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8. Change the report name if you wish and click OK (wait to be directed to the Results page)

Properties | Email

= Name
[Content Activity-Detailed by Content |
Dascription

Displays users' access activity per asset.

Format

Format Include report pa; fters
Delete In

oK Cancel

9. The report database query will run automatically, click Refresh until the report can be selected
(highlighted)
e Click to open/download to Excel, manipulate data and Save
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