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Purpose: This job aid provides steps for running reports from the Knowledge Link My Team tab.

Run Learning Reports

1.
2.

3.

From your Knowledge Link My Learning page, select the My Team tab.
Under Manager Links, click Learning Reports.

Search Learning Plan: - ¥ Filter Find Learning

1 Keyword Course name or ID Select All - All Assignment Types
1 Find Leaming Go

Browse all courses >

~ OVERDUE

1367 DAYS OVERDUE | REQUIRED

Manager Links

AME: Infection Prevention - UPHS

Fart of Infection Prevention (AME) - UPHS Non-physicians

Add to Learning History

Assign/Remove Leaming

Register/Withdraw Employees

\

652 DAY S OVERDUE | REQUIRED
Approvals
Dashboard

Health System Safety Essentials

- Fart of Health System Safety Essentials - UPHS - Non-physician_hired after 070115

On the Reports screen, select the report you
wish to run.
4 Learnlng H|5t0ry (CSV)' Item Com p|Et|0ns Select a Report from the list below to run a report for yourself or your subordinates.

e Learning Hours (CSV): item completions Report Name
with credit and contact hours o e

Learning History

e Learning Plan (CSV): assigned learning, Leaming History (CSV)
required and optional ~_Leaming Hours

Learning Hours (CSV)

Learning Hours Group By Employee Status
Learning Hours Group By Employee Type
Learning Hours Group By Job Code
Learning Hours Group By Job Location
Learning Hours Group By Organization
Learning Hours Group By Supervisor

Learning Hours Group By User

~ Learning Plan

Learning Plan

Leamning Plan (CSV)

~  User Information
User Information

User Information (CSV)
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4. Select the report criteria and click Run Report.

User criteria:

Self The manager running the report

Direct Reports All direct reports

All Direct Reports All direct reports and their direct reports and so on (cascades all the way
down the reporting hierarchy)

All All subordinates plus the manager running the report

Run Learning History (CSV)

User: @ seif O Direct Reports O All Direct Reports () Al
Include Alternate Direct Reports

Report Destination: |Local File |V
Report Format: Csvﬂ

C SV Report Delimiter: |Comma () ﬂ

Completed Date From:
(MM/DDIYYYY)

Completed Date To:
(MM/DDAYYYY)

Report Type: ® Summary ) Detail
Include: O liem Evenis O External Events ) Program Events ® All
Print Comments: () Yes @ Np

Reset Run Report

Created by: Penn Medicine Academy % Penn Medicine Page | 2 of 2



