Training Progress Summary Pie Chart
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The purpose of this job aid is to provide managers with instructions on how to generate a report that displays the
status of a selected learning object for a selected group of employees. Based on default security settings managers
can only view the status of employees that are in their direct chain of command.

How to Run a Training Progress Summary Pie Chart Report

1. From your MyPath

homepage hover over |
the Reports tab at the
top of the page.
Select Standard
Reports. Standard Reports

2. Select the Training
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icon to view all

il

—

training_related Track Employees Performance
reports.
Curriculum Enterprise Training
3 SeleCt th e Training Displays specific curricula data. Displays training requested by anyons in your organization
Curriculum Details Training Progress Summary Pie Chart
Progress Summary Displays statuses for all types of training within & curriculum. Displays a pie chart summary of users' progress for a specific training item.
Pie Chart report to

display the Report
Criteria screen.

DATE CRITERIA:
To view all records, leave this criteria
blank. You may select any date period.

USER CRITERIA:
By default, managers can only view data
for themselves and subordinates. To
view all your records, do not change the
Select Criteria option.

ADVANCED CRITERIA:

Click on the El icon to select the
Training Title.

Click Search to see the results for all
employees with the selected criteria.

Select the Transcript Status
checkbox if you want to include
all members of your team even if
they have not registered for this
training item.
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Select a fraining to view training progress information for your users in this organization. The date filters below refer to the training registration date. For Events and
Sessions, results are filtered based on the Session start date. Please note that the report will only produce results that include Events when the date criteria is not set.

Click on a slice of the pie to see a detailed breakdown of users with that status. To return to the overview of all statuses, click on the "View All Statuses” link that appears
in the detailed breakdown view

DATE CRITERIA

Date Criteria: | Select ¥ | From: @ Tn:| @

USER CRITERIA

The availability criteria that you select will only include employees who meet the following criteria: (User is or below Mark Harmon (mgri))
User Criteria:
Select Criteria v

ADVANCED CRITERIA

Training Title: @
Transcript Status: nclude users who do nat have this training item on their transcript or have not activated the training item
User Status: [ include inactive users

Equivalent Training: [} nclude users who have completed equivalent courses in the report

Include Removed
Training: Include training that was removed from user transcript

Search
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To view the transcript  |Bisssclaciadnacs.

details of one
employee, select the e
details icon 2 on
the employee’s
record. The transcript
for the learning item
will display.

B Registered Not Staned
n Progress
%813 B Completed

view Outats - M

> Printable Version 35 Export 1o Excel S i10efar ¥ Nexts
USER 1D usen MANACEM RECISTRATION DATE COMPLETION DATE STATUS USEN STATUS DLETANS
% Franz. Blzabeth Stevent. Jefirey 0/11/2013 WA tn Bregrens Active | 2.3 |
) Pbver, Heathar Stevens. Jefrey o/11/2019 WA In Bregress Acteve 23
7 Goles, Ales Stevent. Jeflrey S11/2013 WA In Progress Active 2W
L] Armald. Zachary N WA in Drogress Active 23
£ Lebman, Joshus Stevens. Jeflrey WA In Progress Adtve 23
2 Walters, Rebaccs Sevens. Jefrey WA In Progress Agtive 23
] Shepard. Neacy Stevens. Jeffrey 03/12/2013 Completed Atice =3
M Bewman, il Stevens. Jedfrey WA In Progress Activn L v |
It Marrs, Amvy Stevens. JeHfrey WA In Progress Actove 23
» Sahk, tacole Stevens. Jeffray WA in Progrens Active E . |
To view all employees
H H Training P S
in a given status (e.g., g
Completed), click on
the pie chart piece for | M completed
that status. The
results will adjust, and
, .
only employee’s in the
selected status (e.g.,
Completed) will
appear in the results
section. 100.0%
i ;
Click View All Lo suses]
. View Details - &
Statuses to re-display o
% Printable Version & Export to Excel « Previous [1-7 of 7 ¥ | Next»
all records.
USER 1D USER MANAGER REGISTRATION DATE COMPLETION DATE STATUS USER STATUS DETAILS
. . 23 Lehman, Joshua Stevens, Jeffrey 02/11/2015 03/15/2015 Completed Active &
Printable Version - :
23 Shepard, Nancy Stevens, Jeffray 02/11/2015 02/12/2015 Complat=d Active &
a”OWS yOu to View the 23 Lee, Peggy Stevens, Jeffray 02/11/2015 02/17/2015 Completed Active &
29 Gugginc, Dena Stevens, Jeffray 02/11/2015 02/16/2015 Complated Active k-
re port on yo u r screen 20 Walsh, Tiina Stevens, Jeffrey 02/11/2015 02/24/2015 Completed Active &
with the option to 23 Allen, Pamela Sast, Barbars 02/11/2015 03/02/2015 Completed Active =g
27 Less, Susan Stevens, Jeffrey 02/11/2015 03/02/2015 Completed Active k-

print.

Export to Excel — allows you to export the full report to Excel format.
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