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MEETING THE CHALLENGE Learning Needs Report

It is the responsibility of the Training Coordinator to provide reports
to management per request. The following job aid outlines the

. process for running the learning needs report which will indicate
B efo re YO u Start ' which employees need training and when they need it. It will also
indicate which employees are overdue for training.
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m User Management Performance Learning Commerce Conte: Reports tem Admin
Welcome Admin, ATF Help
Log in to the LMS and select o
Quick Links Welcome to Plateau Administration
- R e [ 2 O I’tS . Record Leamning Ptateau Administration is part of a robust Learning Management System (LMS) with powerful

tools that give you the ability to:
Store the completion of a course or any other

learning related Item, including scheduled _— . . y

N Facilitate I d ki Activiti th cludi I
«offerings that are now complete, or non-tracked * e . = e.armng = ) = ) .es = = mneluding Sgring
events that help define what a person in the learning cbiectives with business objectives.

system knows based on their entire transcript.

« Manage classroom, Web-based, CD-ROM, cn-the-job (OJT) and instructor-ed learning, as

Record Learning well as the resources and processes associated with each.
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2 oo T e
In the search field, Enter “Learning B

Needs” and Click Submit. ¥ o

Report Jobs
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3 Click on Learning Needs. 3
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Learning Needs with Compistion Status

User Management User Management

k3 Learning Needs Learning Needs Legacy
g Learning Needs apaft returns the learning needs of users. Learning The Learning Needs report returns the learning needs of users. Learning
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User Management
= Learning Needs

The Run Report page displays.
5 . Uncheck Mask User |Ds and enter a
Date range.

User Learning Meeds Group By Job Position |LQ &

User Learning Meeds Group By Supervisor = &

All the Learning Needs reports User Learning Needs (C5V] 1 7

4 i appear. Click on User Learning ser Learning Needs Group By Oreganization 4 2 (&
Needs By Organization. gu:»er — ?tatus 8 7

Uzer Learning Meeds Group By Employee Type [ [

User Learning Meeds Group By Job Location = &

User Learning Needs Group By ltem = &

User Learning Meeds Group By User =

Report Title: w

Report Header:
Report Footer:

Report Destination:

IBrcms&r vl
IHTML "I

[T Mask User IDs

¥ Page Break Between Records

Report Format:

User: 5 IE:-ca v| h
User Status: & pctve 0 Mot Active € Baoth
Item: IExactj Type:l ﬂ v

1D

Required Date From:
(MM DD

Required Date To:
(MDD
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[T mask User IDs

¥ Page Break Betaeen Records

_ . ] User: IExau:t vI T 6
6 Click the filter next to the User field.
User Status: & active T Notactve © Both
Item: |E"ﬂ°’tﬂ Type:l ﬂ v
|0
Case sensitive search:  ves % Ng
User ID: I Starts With 'l
Last Hame: I Starts With 'l
First Mame: I Starts With 'l
Role 1D: I Starts With 'l
7 In the org code field, Enter the first User Status: & actve © Notactve C Both
. three digits of your org code only. Domains: [Sarswin =] v
= 7
Organizations: Starts With 787 v
Items Completed: IEXﬂCTj Type:l j h
1D
For Credit: ¥ ForCredit ¢ Not For Credit ' No History

If you do not see the Organizations Training Coordinator: [saswn =]
Field, Scroll to the bottom of the IDin Migrated System: [setswtn =]

8 screen and Select Add Remove S -
= R R —_—— Add/Remove Criteria Search || Submit Criteria | | Reset
Criteria to your available search 8
fields.
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O . | Click Submit Criteria.

Add IDs (separate multiple IDs using a comma)

Users: Add

Search Users

Case sensitive search: = ves ™ Ng

User ID: lm

Last Mame: Im

First Hame: lm

Role ID: [satswin =]

User Status: & active € Not Active ¢ Both

Domains: I Starts With hd l A d
Istarts‘mth vl 737 T

Organizations:

10 The Run Report page displays.
= | Click Run Report.

Run User Learning Needs Group By Organization

Report Title: User Learning Meeds
Report Header:

Report Footer:

Report Destination: IBrowser vl
Report Format: IHTML "I

" Mask User IDs

7 Page Break Between Records

User: [Criteria Specified] W

User Status: @ actve O Notactve € Both

Item: IExactj Type:l j v
1D:

Required Date From: 21812011

(MM DDA

Required Date To:
(MM DDA

Iltem Criticality Selection
Options:

Sort By(not for group by
I ltem ID - I
ltem):

' Needs 7 Requirement

Run Report | fechedule Job | Save Report || Reset
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