Generating a Standard Report in the LMS for Supervisors

Login to the LMS through Beacon/SAP.
Click on REPORTS and select STANDARD REPORTS
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Standard Reports
Hello, Roger, let's get started.

Select the TRACK EMPLOYEES tab. Select the type of report. Most will use the TRAINING PROGRESS PIE CHART.

Reports

Click on a report category to view those reports. You may search for any reports by title or description.

No Show Details Session Withdraw;
Displays sessions where one or moere students did not attend the reguired number of parts. Detail view lists no-show Displays a list of empfPyees who registered for sessions and later withdrew their registration, ingh
employees. withdrawal.
Past Requests . .
Displays training requests you have already approved, deferred, or denied. You may change yeur decision for training that an T.'a‘”'”g PII'UQFESS pcchat . S
) Displays a pie chart summary of suberdinates’ training progress.
employee has not yet registered for.

Select the Date and Training title (by clicking the little pop-out box beside the trashcan in TRAINING TITLE).

To see both direct and indirect reports, make SURE that the INCLUDE INDIRECT SUBORDINATES box is checked.
If you have employees who may have let their NCID deactivate, you will also need to make sure that the INCLUDE
INACTIVE USERS box is checked.

DATE CRITERIA

Date Criteria: | This Year =] From:[1/1/2013 0| Te:[1231:2012 O

ADVANCED CRITERIA

Training Type: W online class W event ¥ glick course ™ curriculum W Test ¥ sezzion W external Training ™ Library ¥ material ¥ posting ¥ vides

Training Title : [PREA Hiring and Promotmyoninilions & W
Options : [ Hide Archived Training I Include Indirect Subordinates
Display: @ Al Training © Assigned Training
Equivalent Training : [ Include users who have completed equivalent courses in the report

Include Removed Training : [~ Include training that was remaoved from user transcript

User Status : [ Include inactive users

Then click SEARCH. This will generate a report that includes not only that supervisor’s direct reports but anyone that is
supervised by that direct report. NOTE: This type of report WILL NOT include your entire facility or region.

Note: For generating reports on the PREA HIRING AND PROMOTIONS PROHIBITION, you MUST select the CURRICULUM
since this assignment in the LMS is comprised of 2 pieces—the policy acknowledgement and the questions.
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