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Description

The purpose of this job aid is to guide administrators through the step-by-step process of using the basic

tasks to work with reports in Plateau.
Tasks

A. Access and Search for Reports
B. Run a Report

C. Schedule a Report

D. Save a Report

Task A. Access and Search for Reports

Note: Verify the Admin tab is
selected.
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Navigate to Reports.

Search: [ Enter Kevwords or Command

Category (Admin only)

User Management
Performance
Learning

Content

System Admin

Miscellansous
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Compensation

Publication Status
' Putiished
[} Unpublished

Application
' admin
T user

Submit

Saved Reports Report Jobs

181 Reports

sort oy ISR

Account Data

User Management

The Account Data report returns; for each user;
account-related information; such as user ID;
contact infarmat...more

Miscellaneous
Admin Access

Admin Workflows and Domain Restrictions

System Admin

Approval Process Data Legacy
The Approval Process Data report describes
approval process template as it is constructed in
the administratio...more

System Admin
Approval Role Coverage By Organization

I Help |

Export Library | Import

User Management ﬂ
Account Data Legacy J
The Account Data report returns; for each user;
account-related information; such as user ID;
contact infarmat...m

System Admin
Approval Process Data
The Approval Process Data report describes
approval process template as it is constructed in
the administratio...mare z

System Admin
Approval Role Coverage By Domain

The Approval Role Coverage report describes the
users; or type of users; assigned to an approval
rals.

System Admin
Approval Role Coverage Legac

The Approval Role Coverage report describes the
users; or type of users; assigned to an approval
role.

The Approval Role Coverage report describes the
users; or type of users; assigned to an approval
role.
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filter the reports list. 181 Reports
© | select submit. 4 sortsy: IS
@  select Sort By to sort the User Management

reports list by Title or by ||| Category (Admin only) Account Data

The Account Data report returns; for each user;

Category' ¥ User Management account-related information; such as user ID;
¥ Performance contact informat...more B
v Learning
¥ content Miscellaneous
¥  System Admin Admin Access
¥  Miscelaneous Admin Workflows and Domain Restrictions
v Compensation

Publication Status
System Admin
¥ Published ’

Approval Process Data Legacy
[ Unpublished

The Approval Process Data report describes
approval process template as it is constructed in

Application the administratio...more
¥ Admin
T user e System Admin
Approval Role Coverage By Organization

Submit

The Approval Rols Coverage report describes the
users; or type of users; assigned to an approval
role.
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Select:

o “: Editicon to edit the
report details, i.e.,
description, comments,
domain.

: Export icon to
export the report as a
zip file.

. B: Expand icon to
expand the list of

available reports in the
report group.

Select more to see
additional report
description.

Saved Reports

181 Reports

sort oy IECHN

Account Data

Report Jobs

User Management

The Account Data report returns; for each user;
account-related information; such as user 1D

contact informat...more

Miscellaneous

Admin Access

Admin Workflows and Domain Restrictions

System Admin

Approval Process Data Lepacy

7 2

The Approval Process Data report describes
approval process template as it is constructed in
the administratio...more

System Admin

oval Role Coverage By Organization

he Approval Role Coverage report describes the
users; oF type of users; assigned to an approval
role.

User Management
Account Data Legacy
The Account Data report returns; for each user;

account-related information; such as user ID;
contact informat...more

System Admin
Approval Process Data

The Approval Process Data report describes
approval process template as it is constructed in
the administratio...more

System Admin
Approval Role Coverage By Domain

The Approval Role Coverage report describes the
users; of type of users; assigned to an approval
rale.

System Admin
Approval Role Coverage Legacy

The Approval Role Coverage report describes the
users; of type of users; assigned to an approval
rale.

Export Library | Import

Task B. Run a Report

Note: Verify the Admin tab is
selected.

Navigate to Reports.

Use the Search and
Browse By features to
filter the reports list.

Locate the report you
want to run. In this case,
let’s run the Scheduled
Offering Data Report.

Select the report title
link.

@8 M
[ o

Home

Users Perfor mance Compensation Learning Content

Q

Commerce System Admin References

Search: [ Enter Keywords or Command

|

Saved Reports Reports

23 Reports

Sort By:

Scheduled Offering

Browse By

Category (Admin only)

Report Jobs

Ik [ 5

Miscelaneous
Compensation

Publication Status

¥ Published

Slot Status
™ unpubiished

Application any slots tha...more

¥ admin

The S5cheduled Offering Roster report returns the
roster of users in a scheduled offering.

¥ User Management detailed information about each schedule offering
¥ Performance including the ite...more

¥  Learning

¥ content

¥ system Admin 3 Scheduled Offering Roster

~

2l

The Slot Status report returns; for organizations
and scheduled offerings; the current status of

Learning Learning

Scheduled Offering Data Report Legacy

The Scheduled Offering Data report returns
detailed information about each schedule offering
= including the ite...more

Learning Learning
Scheduled Offering Roster Legac
The S5cheduled Offering Roster report returns the
roster of users in a scheduled offering.

Learning Learning

Slot Status Legacy
The Slot Status report returns; for organizations
and scheduled offerings; the current status of
any slots tha...more

Export Library | Import

A
Reports

| Help |

=
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Modify the report title if
necessary.

Enter a report header
and footer to add to the
report.

Select a report
destination from the
drop-down menu.

Select a report format
from the drop-down
menu.

Select to mask or unmask
user IDs and Instructor
IDs on the report.

Select the filter icon to
search for and select the
scheduled offering to run
this report.

Select:

« Run Report to run the
report immediately.

« Schedule Job to
schedule the report to
run as a background
job, once at a future
date, or on a recurring
basis.

Scheduled Offering Data Report

= Run Report

Run Scheduled Offering Data Report

Repart Title:
Report Header:
Report Foaoter:

Report Destination:

Report Format:

Scheduled Offering:
(1000)

Status:

Get Adobe
Reader"7

Browse Help

ISch&duIe-d Offering De °
IBrowser 'I e
IHTML 'I 6

[¥ Mask User IDs @

¥ Mask Instructor [Ds

I FPage Break Between Records
[Bxact =] |

& active © Notactive € Both

(e e e

O

Note: Only published reports display the Schedule Job button.




_ LearningLink
\ M I( Administrator Job Aid
; Leamlnghn Run Reports: Basic Tasks

LS. DEPARTMENT OF LABOR

Task C. Schedule a Report

0 Navigate to Reports. B A - & ol

9 Home Users Performance Compensation Learning Content Commerce System Admin References Reports

Use the Search and

Search: [ Enter Keywords or Command 1 Go ¢ 1
Browse By features to —
filter the reports list.
| Help |
Saved Reports Report Jobs
Locate the report you ST
p y . 23 Reports Export Library | Import
want to schedule. In this screasea orervo QLY IR e
case, let’s schedule the i Learning Learnng 2
N ) l(heduled Offering Data Report Scheduled Offering Data Report Legac
The Scheduled Offering Data report returns The Scheduled Offering Data report returns
SC h edu I ed Oﬁe rl n g Data W User Management detailed information about each schedule offering detailed information about each schedule offering
Repo rt ¥ Performance including the ite...more B including the ite...more
: v Learning
H ¥ cContent Learning Learning
e Select the report title B syetom acn & Scheduled Offering Roster Scheduled Offering Roster Legacy
- Scheduled Offering Roster = The Scheduled Offering Roster report returns the
I |nk :; zlﬁi:::'; E:thled OﬁZ:::: Rzth:' o B roster of users in a scheduled offering.
The Scheduled Offering Roster report returns the
Publication Status roster of users in a scheduled offering.
[¥ Published
I” Unpublished Learning Learning
m— Slot Status Slot Status Legacy
Application The Slot Status report returns; for organizations The Slot Status report returns; for organizations | |
¥ sdmin and scheduled offerings; the current status of and scheduled offerings; the current status of
O w any slots tha...more any slots tha...more
ser
MOdlfy the I’eport tltle |f Scheduled Offeﬂng Data Report Browse = Help

necessary.

= Run Report

Enter a report header
and footer to add to the
report.

Run Scheduled Offering Data Report

Select a report

destination from the repori e Fertieiorers @
drop-down menu Report Header: [

Select a report format Report Footer: —
from the drop-down Report Destination: b = @

menu. Report Format: IHTML 'I 6

Select to mask or unmask

user IDs and Instructor ¥ Mask User IDs

IDS On the report' |7 Mask Instructor |1Ds

Select the filter icon to ¥ Page Break Between Records

search for and s_elect the -_:cﬁh[;?uled Offering: [eea] | - 9
scheduled offering to run || (1%

this report. Status: @ actve O Notactve O Both

@®
Select Schedule Job.
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@ Select the Schedule this Schedule Background Job
JOb to be exeCUted on You have opted to schedule this report to run in the background. Flease complete the following information if you want
radIO button to SChEdu | e this action to run at a specific date and time. If you choose to be notified by emai upon completion, please select "Notify
wia email upon completion™ checkbox and specify an email address. If you wish, the report file can be emailed to you
the report tO run on a when it has been generated, or you can downlead the report file once the report is complete from the Background
Specrﬁc date and tl me Report Jobs medule or, if the report has been scheduled as a recurring job, you can download the report from the

Recurnng Report Jobs module.

Note: Click View Available
Time Slots to see a list of
times you are allowed to run m(: Schedule this job to be executed on: View Available Time Slots

the report. Date: i) IMAR.-'E-1.:'2E-11
@ | sclect the Schedule this :

= Run this job immediately, if allowable.

job to recur as follows  Time: [os:00 A
radio button to schedule ]
Time Zone: I,-'meric:a.l'N&wYGrk (Eastern Standard Time) j

the report to run at the

SpeCified recurring baSiS @F Schedule this job to recur as follows:

o % Daiy
@ Select Finish. € Weeky pay: | 5]
 Monthty Date: | j‘

Time of Day:

J12:00 An

Time Zone: IAm&ric:a.l'N&w York (Eastern Standard Time) j

Job Description:

Il Motify via email upon completion

Email: Ijbw@mmpan\}rloom

Email the Report Ird %
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Task D. Save a Report

Navigate to Reports.

Use the Search and
Browse By features to
filter the reports list.

Locate the report you
want to save. In this
case, let’s save

Report.

Select the report title
link.

Scheduled Offering Data

Home  Users

Performance

Compensation

@ 880

Learning Content Commerce

System Admin

a

References

w
Reports

Search: [ Enter Keywords or Command

Search

Scheduled Offering

AT

Category {Admin only)

Browse By

User Management
Performance
Learning

Content

System Admin
Miscellansous

Compensation

Publication Status

¥ Putlished
™ Unpubtished

Application
F admin
I user

Submit

Reports

saved Reports

Report Jobs

eports

sort By: RSy 2

Learning
thadulad Gﬁerin% Data REEGH @
& SCNedUIed DTTETING Data report ret

detailed information about each schedule offering
including the ite...more

11

Learning
Scheduled Offering Roster

The Scheduled Offering Roster report returns the
raster of users in a scheduled offering.

Learning
Slot Status
The Slot Status report returns; for organizations
and scheduled offerings; the current status of
any slots tha...more

Miscellaneous

50 Roster with Org
Scheduled Offering Roster with Organization and
Email

Export Library | Import

Learning ﬂ

Scheduled Offering Data Report Legacy
The Scheduled Offering Data report returns
detailed information about each schedule offering
including the ite...more

Learning
Scheduled Offering Roster Legacy

The Scheduled Offering Roster report returns the
roster of users in a scheduled offering.

Learning
Slot Status Legacy
The Slot Status report returns; for organizations
and scheduled offerings; the current status of
any slots tha...more

System Admin
Location Utilization
The Location Utilization report returns; for a
date range; the number of scheduled segments in

each location a...more B
— (el |
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Q Modify the report title if Scheduled Offering Data Report Browse  Help
necessary.
= Run Report
G Enter a report header
and footer to add to the Run Scheduled Offering Data Report
report.
gzlsiicrfaati;ipi?rr;m the reperi e [resuiescrerns . @)
drop-down menu Report Header: [saies Courses | o
Report Footer: I—
@  sclect a report format sportToser
from the drop-down Report Destination: [Browser =] (6
menu. Report Format: IHTML vI e
@ Select to mask or unmask
user IDs and Instructor ¥ Mask User IDs
IDS on the I’eport. ¥ Mask Instructer IDs
© | select the filter icon to V" Page Break Between Records
search for and select the fm”led Offering: [ea =] | - - 9
scheduled offering to run '
this report Status: & pctive ' NotActive © Both
@ | select Save Report. Sove Report | Rese|
Ge!.&lﬁ;%
Enter an ID for the saved | |save Report Browse  Help

report.

Enter a description of the
saved report.

Select Submit.

» Run Report = Save Report

Save Report

= Required Fields

Saved Report ID: Q, ISO—SALES m
Description: IScheduIed (Offering Data Report for Sales Courses @
The saved report displays | (e, = )
on the Saved Reports 1 Saved Reports

tab.

To run a saved report,
select the Run icon (‘=)
in the Actions column.

Learning SD-SALES  Schedued Offering Data Report Scheduied Offering Data Report [f}, |
for Sales Courses
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