E-Learning Reports -

Managers & HR Professionals

What Are The Available Reports? Did You Know?

The following reports are available for E-Learning.

L 2 The Supervisor ID is required to run any reports.

e | . . .
b Tra_ur_nng Sum;nar()j/ fReport I_ This rsport prov_ldes a summary of the <] Reports results can be based off either the Begin Date or End Date
- training completed for employees HySNEEERT information entered in the E-Learning screens.

k.4 Training Library Report — This report will list all courses listed on the <] Viewing of these reports requires at Adobe Reader 7.0,

Training Library for an Agency.

L 3 Outstanding Training Report — This report will list those employees
who have not completed training courses.

How Do | Access These Reports?

Follow the steps below to access the File 1 report.

1. Click on the [Tl tab. The Management Home Page will
display.

2. Select Repots under Quick Links. The Management Reports Menu
will display.

3. Select the report type desired under the E-Learning Reports drop
down menu and click [@e| .

4. Complete the appropriate fields and click on the button.

5. Click on the report link in the Report Name column. The system will
open the report in Adobe Acrobat.

Need more information? Call the People First Service Center at 1-866-ONE HRFL (1-866-663-4735), M-F, 8:30 AM - 5:30 PM Eastern Version 1.3
or access dms.myflorida.com to view User Guides, Quick Reference Cards and/or Web Demonstrations. Revised 6/23/2006



