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eLMS 5.8  Admin Job Aid – Standard Reports

	Description

The purpose of this job aid is to guide administrators through the step-by-step process of running standard reports found in Plateau Learning.  

Tasks

A. Choose a Standard Report
B. Generate a Report

C. Save a Report
D. Schedule a Report to recur and deliver via email


Task A. Choose a Standard Report

1. Click Reports in the top menu.

2. If you are not sure which report to run, access the contextual help from any report setup page.

3. Click a report from one of the report groups to see a pop-up description of that report.
Task B. Generate a Report

4. From the Reports menu, select the desired report from the left navigation sub menus.

5. Specify a report title, header, and footer if desired.

6. Select a report destination and format.  

7. Check the checkboxes to set masking and page break settings.

8. Using the search fields available, search for and submit the report criteria you wish to appear in the report.  

Note: Some reports have several search criteria, allowing the admin to tailor the report to contain very specific data. The more report criteria that are filtered, the more targeted the report results. 

9. Click Run Report.
Task C. Save a Report

10. Choose your report and specify the format and output type.

11. Use the search fields to create report filters.

12. Click Save Report.

13. Enter a Saved Report ID and a description.

14. Click Submit.

Note: Navigate to Reports> System Admin > Saved Reports to access saved reports.
Task D. Schedule a Report to recur and deliver via email

15. Choose your report and specify format and output type.

16. Use the search fields to create report filters.

Note: Use Submit Criteria instead of selecting and submitting search results. If the report is scheduled to recur, this ensures that the data is updated every time the report runs. 

17. Click Schedule Job.

18. Click the Schedule this job to recur as follows radio button. Set the period for the recurring job.

19. Check the Notify via email upon completion checkbox and enter a valid email address. To email the report as an attachment, check the Email the Report checkbox.

20. Click Finish.

Note: Navigate to Reports > System Admin > Recurring Report Jobs to access recurring reports. Recurring reports may be edited or deleted.
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