REPORTS

As a Client Admin, you have the ability through the WLC to run reports. While Directors and
Administrative Staff can run reports for the entire agency, Managers will only be able to run
reports on Users that reside within the groups they manage.

This handout will walk you through:

Run the Course Overview Report
Use the Log In As feature

Run the User Transcript report
Run the Course Detail Report
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Course Overview Report

REPORTS

This report will show a high-level overview of all enrollments in your agency.

1. Click the Reports tab found on your Dashboard.

wg‘-"s‘(y Free Resources  Course Updates

@ Dashboard

& Enrollment

Wellsky Learning Center Store

Dashboard

Welcome, Jerry. This s your Dashboard. Start here to view yox

get started enrolling users.

Course overview

[ Complete Course History v ]\ Search

\[ Sort by course name v ]

HSI Courses
01. Conflict Management: The Realities of Conflict
Management

Contidor Proprietary Courses

Back Safety

Contidor Proprietary Courses
CE - Domestic Violence, Abuse & Neglect

HS| Courses
Listening Skils: 01. Active Listening

SERNO - SERENITY NOW Home Health and Hospice
SERNO - Chaplain Competency

SERNO - SERENITY NOW Home Health and Hospice

Due:
01/01
72050

01/01
72050

01/01
72050

Grade:
Grade:
100.0
Grade:

Grade:

Grade:

Grade:

0% Complete

100% Complete

—
33% Complete

0% Complete

You are logged in as Jerry Seinfeld LS, v/

Customize this page

‘ur clinicians’ completion reports, or

Add A Course

Edit mode @ )

2. Select Course Overview Report.

wg‘-"s‘(y Free Resources  Course Updates

@ Dashboard

M Enroliment

Wellsky Learning Center Store

Dashboard

Welcome, Jerry. This is your Dashboard. Start here to view your courses, see your clinizi

get started enrolling users.

Reports v

Course Overview Report

Course overview
User Transcript

——  Course Detail Report
Complete Course History v || Sear  rtby course name v

HSI Courses
01. Conflict Management: The Realities of Conflict
Management

Contidor Proprietary Courses

Back Safety

Contidor Proprietary Courses
CE - Domestic Violence, Abuse & Neglect

HS! Courses
Listening Skills: 01. Active Listening

SERNO - SERENITY NOW Home Health and Hospice
SERNO - Chaplain Competency

SERNO - SERENITY NOW Home Health and Hospice

Grade:
Grade:
100.0
Grade:

Grade:

Grade:

Grade:

0% Complete

100% Complete

—
33% Complete

0% Complete

You are logged in as Jerry Seinfeld LS, v/

Customize this page

 completion reports, or

Add A Course

Edit mode @ )
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REPORTS

3. You’ll be redirected to the Course Overview Report.

a]

We‘llSky Free Resources  Course Updates  Self-Help Guides  WellSky Leaming Center Store A vousrelogged inas ey seinfeld LS, v
@ Dashboard Report
& Enroliment N My Courses My Certificates Add A Course
) % Expma% Export Incomplte Learers epor
Course Overview Report
e Group Position GLeamlng Plan ourse Progress
[ choose Group(s) | [ choose Position(s) ~ | | choose Learning Plan ~| [ choose Progress(es) M
@ompleuun Date mDue date
Search Search
\ LNl L) \ LN L)
a Notassigned (O Assigned @ Completed @ Unsuccessful @ Overdue
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3 3 3
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3 3 3
32 3 3
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& Alton Benes [¢) e 06 0 O
4 Flaine Benes [¢) (] o0 0600
2
2 Ruthie Cohen o000 <
2 _Estelle Costanza Q )

Export Table - this export option will export the information as you see it on your
screen into a downloadable CSV.

Export Incomplete Learners Report — will export enrollments for Users where
they are assigned but incomplete, not assigned, and overdue into a
downloadable CSV.

. Group - use this multi-select, drop-down filter to select one or multiple groups.
Position — use this multi-select, drop-down filter to select one or multiple
positions (a.k.a. job titles).

Learning Plan — use this drop-down filter to select one of your learning plans.
Course Progress — use this multi-select, drop-down filter to select one or
multiple completion statuses.

. Completion Date - use this date range filter to limit your report results to
completions achieved during a particular timeframe.

Due Date - use this date range filter to limit your report results to enrollments
with due dates during a particular timeframe.

Report Key - this key provides an explanation of the different statuses you will
see on the report results.

4. Filters can be used separately or together to refine your report results.
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REPORTS

/ You can enroll, adjust enrollment due dates, and view progress
~ -

percentages directly from this report by clicking on the status icons in
the report results.

e To enroll, click the Not Assighed icon and follow the enrollment
steps.

o To adjust enrollment dates, click the Assigned, Unsuccessful, or
Overdue icon and follow the steps to adjust due dates. For those
in an Overdue status, you must first click Renew before selecting
a new date.

o Toview progress percentages, hover over the Assighed icon.

= “~  When reviewing these exported results, make sure you look at both the

Percentage and Completion Status columns to determine who is fully
complete on an enrollment.

-~ ~
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Login As

This feature gives you the ability to sign into one of your Users accounts for troubleshooting

and support purposes.

REPORTS

1. Click the Reports tab found on your Dashboard.

wg‘"sw Free Resources  Course Updates  Self-Help Guides  WellSky Learning Center Store A Youareloggedinas Jery Seinfeld LS, v Edit mode @ )
Customize this page
@ Dashboard
Dashboard
& Enrollment
Welcome, Jerry. This s your Dashboard. Start here to view yox ns’ completion reports, or
get started enrolling users.
P s A e
Course overview
[ Complete Course History v ]\ Search \[ Sort by course name v
HSI Courses. Due: Grade: 0% Complete :
01. Conflict Management: The Realities of Conflict 01/01 -
Management /2050
—
Corridor Proprietary Courses Due: Grace J00% complete :
Back Safety 01/01 100.0
/2050 %
—
Corridor Proprietary Courses Due: Grade 335 complete :
CE - Domestic Violence, Abuse & Neglect 01/01 -
/2050
HSI Courses. Due: Grade: 0% Complete
Listening Skills: 01. Active Listening 01/01 -
/2050
SERNO - SERENITY NOW Home Health and Hospice Due: Grade:
SERNO - Chaplain Competency - 2
SERNO - SERENITY NOW Home Health and Hospice Due: Grade: ‘SS——— .
2. Select Course Overview Report.
Y
Wellsky Free Resources  Course Updates  Self-Help Guides  WellSky Learning Center Store A Youareloggedinas Jery Seinfeld LS, v Edit mode @ )

@ Dashboard

M Enroliment

Dashboard

Welcome, Jerry. This is your Dashboard. Start here to view your courses, see your clinizi

get started enrolling users.

Reports v

Customize this page

 completion reports, or

Add A Course

. Course Overview Report
Course overview

Complete Course History v || Sear

User Transcript

Course Detail Report
__rtby course name v

HSI Courses Due  Grade
0% Complete
01, Conflict Management; The Realities of Conflict o1 -
Management /2050
Contidor Proprietary Courses Due: Grade: e
Back Safety 01/01  100.0
12050 %
—
Contidor Proprietary Courses Due  Grade T e
CE - Domestic Violence, Abuse & Neglect o1 -
12050
HSI Courses Due: Grade: gy, Complete :
Listening Skills: 01. Active Listening ol/o1 -
12050
SERNO - SERENITY NOW Home Health and Hospice Due: Grade:
SERNO - Chaplain Competency - 2
—
SERNO - SERENITY NOW Home Health and Hospice Due: Grade: :
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REPORTS

3. Click the name of the User you would like to log in as.

We‘llsky Free Resources  Course Updates  Self-Help Guides  WellSky Leaming Center Store a

Report

Ml Enroliment iy @Es iy N RS Add A Course
biid
E Export Table E Export Incomplete Learners Report

@ Dashboard

Course Overview Report

Group Position Learning Plan Course Progress
[ choose Group(s) +| [ choose Position(s) ~| | choose Learning Plan ~| [ choose Progress(es) M
Completion Date Due date

Search Search
\ LNl L) \ L)

Notassigned (O Assigned @ Completed @ Unsuccessful @ Overdue
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iii:iiieeeiifegsgsessiiiiifEiofisiit
$§$7Ff35:3533535¢8££Ezzx8§§z3384¢822¢2¢% ¢
3 3 3 2 2 § F§ S s s s 2 8 8 g a2 3 8 3 53 5 &2 § § 2 B 3
2 3 3 &8 & § £S5 EE & 2 32 2 3 g g s 55220708 = = 2 7 °o o o o g
fEf 28 ez id 2z sz fF FF 35538388 ¢8¢8¢8
S N S e P
SFX. Alton Benes [¢) e 06 0 O
4 Flaine Benes [¢) (] o 06 00
2 Ruthie Cohen o 0 0 0
2 Estelle Costanza Q
‘Lbe redi d hat User’ fil h lectLogin A
4. You e redirected to that User’s profile page where you can select Log In As.
We‘IISky Free Resources  Course Updates  Self-Help Guides  WellSky Learning Center Store a

Alton Benes / View profile

@ Dashboard

| Demimen 9 | AB  Alton Benes

User details Miscellaneous
Email address Forum posts
alton.benes@serenitynow.org Forum discussions
Timezone

America/New_York
Administration

. Preferences
Loginas
Course details
Course profiles
SERNO - Example Course 03 Login activity

VNHH- Er Operations Pi
mergeney Gperations Flan First access to site

Hospice COP - Infection Control and Prevention Tuesday, March 12, 2024, 1133 AM (1 year 195
OJTs (Competencies/Checklists) days)

Avoiding Rehospitalizations 3
Last access to site

Adding Supplies o a Sterile Field - Sterile Drape Tuesday, March 12, 2024, 147 PM. (1 year 195
01. Conflict Management: The Realities of Conflict days)
Management
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REPORTS

5. Confirm your actions by clicking Continue.

Y
Wellsky

WellSky Learning Center

@ Dashhx

—~ As a security precaution, user-generated scripts have been disabled within this sessior

M Enroliment

You are logged in as Alton Benes

Free Resources  Course Updates  Self-Help Guides  WellSky Leaming Center Store & Yousrelogged inas Atton Benes IS~

6. You have now logged into the User’s account and can assist with troubleshooting or
provide support.

Free Resources  Course Updates  Self-Help Guides ~ WellSky Learning Center Store Vou are logged in as Alton Benes  JS_ v

Y
Wellsky

Customize this page

@ Dashboard

Dashboard

M Enroliment

Welcome, Alton. This is your Dashboard. Start here to view your courses, see your clinicians’ completion reports, or
get started enrolling users.

Course overview

[ Complete Course History v ]\ Search \[ Sort by course name v

HSI Courses. Due: Grade: 0% Complete H

01. Conflict Management: The Realities of Conflict 11/22 -

Management /2025

FA Davis Courses Due:  Grade: .

‘Adding Sterile Solutions to a Sterile Field - Sterile Drape 03/31 - :
/2025

FA Davis Courses : Grade:

‘Adding Sterile Solutions to a Sterile Field - Sterile Packaged 03/31 -

Equipment 12025

FA Davis Courses Due: Grade:

‘Adding Supplies to a Sterile Field - Fabric or Paper 03/31 -

Wrapped Sterile Package /2025

FA Davis Courses Due: Grade: 0% Complete

‘Adding Supplies to a Sterile Field - Sterile Drape 11/22 -
/2025

Edit mode @ )
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REPORTS

7. To exit the User’s account, you must log out of the WLC entirely.

We‘IISky Free Resources  Course Updates  Self-Help Guides  WellSky Learning Center Store A& | vouareloggedinas Attonenes  JS, v | Edit mode @)
Profile
Customize this page Calendar
@ Dashboard Private files
Dashboard Reports

M Enroliment

Welcome, Alton. This is your Dashboard. Start here to view your courses, see your clinicians’ completion | Preferences

get started enrolling users.

Course overview

[ Complete Course History v ][ Search ][ Sort by course name v ]

HSI Courses D 0 o Complete :

01. Conflict Management: The Realities of Conflict w2 o -

Management /2025

FA Davis Courses Due  Grade :

Adding Sterile Solutions to a Sterile Field - Sterile Drape a1 - :
12025

FA Davis Courses Due  Grade: :

Adding Sterile Solutions to a Sterile Field - Sterile Packaged ~ 03/31 - :

Equipment /2025

FA Davis Courses Due  Grade: .

Adding Supplies to a Sterile Field - Fabric or Paper a1 - :

Wrapped Sterile Package /2025

FA Davis Courses L — :

Adding Supplies to a Sterile Field - Sterile Drape w2 o - 2
12025
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REPORTS

User Transcript Report

This report will show you the enrollments and completions for one specific user.

1. Click the Reports tab found on your Dashboard.

Free Resources  Course Updates  Self-Help Guides  WellSky Leaming Center Store

You are logged in as Jerry Seinfeld LS, v/

Edit mode @ )

—
Wellsky

@ Dashboard

Dashboard

& Enrollment

get started enrolling users.

Course overview

Welcome, Jerry. This s your Dashboard. Start here to view yox

[ Complete Course History v ]\ Search

\[ Sort by course name v ]

Customize this page

‘ur clinicians’ completion reports, or

Add A Course

HS! Courses Due:  Grade: .
0% Complete H
01. Conflict Management: The Realities of Conflict oo1 -
Management 12050
Corridor Proprietary Courses Due  Grade: oo :
Back Safety 0101 100.0
12050 %
—
Corridor Proprietary Courses Due  Grade:  Srem :
CE - Domestic Violence, Abuse & Neglect oo1 -
12050
HS! Courses D Grade g Complete :
Listening Skils: 1. Active Listening oo1 -
12050
SERNO - SERENITY NOW Home Health and Hospice Due:  Grade: .
SERNO - Chaplain Competency - - : 2
—
SERNO - SERENITY NOW Home Health and Hospice Due __Grade: :

Select User Transcript report.

Free Resources  Course Updates  Self-Help Guides  WellSky Leaming Center Store

Y
Wellsky

@ Dashboard

M Enroliment

Hi, Jerry! .

get started enrol|

My CourséS_

Course overview

Complete Course History v || Sear

User Transcript

| Course Overview Report

Course Detail Report

Jrt by course name v

SERNO - Chaplain Competency

Grade:

a5 v

Customize this page

Welcome, Jerry. This is your Dashboard. Start here to view your courses, see your clinicians’ completion reports, or

Add A Course

HS| Courses 629 gy Complete :
01. Conflict Management: The Realities of Conflict 001 -
Management /2050
Corridor Proprietary Courses Grade (oo Complete :
Back Safety 100.0
%
. —

Corridor Proprietary Courses Due  Grade G et :
CE - Domestic Violence, Abuse & Neglect oo -

12050
HS| Courses Due  Gade gy ot :
Listening Skils: 01. Active Listening 001 -

12050
SERNO - SERENITY NOW Home Health and Hospice Due: N

Edit mode @ )
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REPORTS

3. You’ll be redirected to the User Transcript report.

@ Dashboard

M Enroliment

Wellsky Free Resources  Course Updates ~ Self-Help Guides ~ WellSky Learning Center Store

WellSky Learning Center Report

User Transcript

O

| A Groups

GSelec( Dates (Due Date)

Learner Information
Name: Alton Benes
Email address: alton.ber

]

Group: Overland Park, KS
Position: Aide

Custom 1:

Custom 2:

Search

01. Conflict Management: The
Realities of Conflict Management

a
Add A Course
user
| | Alton Benes
Education Provider Information
WellSky
com
11300 Switzer Road
Overland Park, KS 66210
844-993-2004
™
ANCC KSBN
PT ADMIN/ALT DATE
AIDE  CONTACT NURSING i COMPLETION ~ COMPLIANCE  DUE DATE GRADE:  REQUIRED/ELECTIVE
Rs CEUS  cus ] ADMIN COMPLETED
o MINUTES
- - - 4 — NotStarted  Notyetdue  11/22/2025  NotStarted - Required
1 — NotStarted  Delinquent 03/31/2025  NotStarted - Required

Adding Sterile Solutions to a Sterile

Field - Sterile Drape

owp

Group - use this drop-down filter to select one group.
User - use this drop-down filter to select your user.
. Select Dates (Due Date) — use this date range filter to limit your report results to

enrollments with due dates during a particular timeframe.

4. Filters can be used separately or together to refine your report results.

LY
~ P
- ~

The User Transcript export option will export the data you're seeing on

your screen.
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REPORTS

Course Detail Report

This report will show you the detailed completion information for one specific course.

1. Click the Reports tab found on your Dashboard.

-
Wellsky Free Resources  Course Updates  Self-Help Guides  WellSky Learning Center Store You are logged in a5 Jerry Seinfeld LS, v Edit mode @ )
Customize this page
@ Dashboard
Dashboard
& Enrollment
Welcome, Jerry. This s your Dashboard. Start here to view yox ‘ur clinicians’ completion reports, or
get started enrolling users.
VRS i e
Course overview
[ Complete Course History v ]\ Search \[ Sort by course name v ]
HSI Courses. Due: Grade: 0% Complete H
01. Conflict Management: The Realities of Conflict 01/01 -
Management /2050
Corridor Proprietary Courses Due: Grade O omplete :
Back Safety 01/01 100.0
/2050 %
—
Corridor Proprietary Courses Due: Grade T3 complete :
CE - Domestic Violence, Abuse & Neglect 01/01 -
/2050
HSI Courses. D Grade: 0% Complete H
Listening Skills: 01. Active Listening 01/01 -
/2050
SERNO - SERENITY NOW Home Health and Hospice Due: Grade: .
SERNO - Chaplain Competency - - : 2
—
SERNO - SERENITY NOW Home Health and Hospice. Due: Grade: N
2. Select Course Detail Report.
- a
Wellsky Free Resources  Course Updates ~ Self-Help Guides ~ WellSky Learning Center Store n JS v Editmode @ )
Customize this page
@ Dashboard
i 1§
M® Enroliment Hi, Jerry! .
Welcome, Jerry. This is your Dashboard. Start here to view your courses, see your clinicians’ completion reports, or
get started enrolling users.
My Courses ertificates  Reports ¥ Add A Course
S 4 Course Overview Report
Course overvie l
User Transcript
A course Detail Report
Complete Course History v || “Sear _irtby course name v
HSI Courses. Grade: 0% Complete i
01. Conflict Management: The Realities of Conflict 01/01 -
Management /2050
Corridor Proprietary Courses Grade (oo Complete :
Back Safety 100.0
%
. —
Corridor Proprietary Courses Due: Grade: 335 complete :
CE - Domestic Violence, Abuse & Neglect 01/01 -
/2050
HSI Courses. Due: Grade: 0% Complete H
Listening Skills: 01. Active Listening 01/01 -
/2050
SERNO - SERENITY NOW Home Health and Hospice Due: Grade: N A
SERNO - Chaplain Competency - - : ’
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3. You’ll be redirected to the Course Detail Report.

-—

Wellsky  Free Resources  Course Updates  Self-Help Guides  WellSky Leaming Center Store

WellSky Learning Center Report

P My Courses My Certificates (SS9 Add A Course
M Enroliment y y P

Course Detail Report

QGroup Position Learning Plan Course Course Progress
[ choose Group(s) * | Choose Position(s) | choose Learning Plan ~ | | selected 10f 721 x v | | choose Progress(es)
Gcompleuun Date @Due date

( & @ S | & @ Search

@ Dashboard

01. Conflict Managem...

.. @ quawabeue PIUO) L0

.., [ aeoynied

2 Alton Benes
& Elaine Benes
2 Jerry Seinfeld | {

®¢ Completed [} Assigned - Notassigned

Group - use this multi-select, drop-down filter to select one or multiple groups.

Position — use this multi-select, drop-down filter to select one or multiple

positions (a.k.a. job titles).

C. Learning Plan - avoid using this filter as this report is best used on one course at
atime.

D. Course - use this drop-down filter to select one course.

E. Course Progress — use this multi-select, drop-down filter to select one or
multiple completion statuses.

F. Completion Date - use this date range filter to limit your report results to
completions achieved during a particular timeframe.

G. Due Date - use this date range filter to limit your report results to enrollments
with due dates during a particular timeframe.

H. Report Key - this key provides an explanation of the different statuses you will

see on the report results.

© >

4. Filters can be used separately or together to refine your report results.

- — The Course Detail Report export option will export the data you're seeing
- ~ onyour screen.
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