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From the navigation bar on the main screen click on the Reports icon





Reporting – Accessing the reports





Reporting – Control Panel





Select which report you want to run.  Reports are broken down into the categories: Training Program Reports, Cost Reports and Trainee Reports.


Use any of the filters to modify the output of your report. 


Specify a date range if you are reporting on a particular time period.


View the results of your report in this window before running it to ensure you are capturing the data you need.


Click Run Report button to produce the report you have set up.





5.





4.





3.





2.





1.





Reporting – Creating the report you need





Sample Report





Reporting - Output
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