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

1. Click the Reports tab found on your Dashboard. 

 
 

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

 
A. Export Table – this export option will export the information as you see it on your 

screen into a downloadable CSV. 
B. Export Incomplete Learners Report – will export enrollments for Users where 

they are assigned but incomplete, not assigned, and overdue into a 
downloadable CSV. 

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

positions (a.k.a. job titles). 
E. Learning Plan – use this drop-down filter to select one of your learning plans. 
F. Course Progress – use this multi-select, drop-down filter to select one or 

multiple completion statuses. 
G. Completion Date – use this date range filter to limit your report results to 

completions achieved during a particular timeframe. 
H. Due Date – use this date range filter to limit your report results to enrollments 

with due dates during a particular timeframe. 
I. 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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 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.  

• To enroll, click the Not Assigned icon and follow the enrollment 
steps. 

• 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. 

• To view progress percentages, hover over the Assigned 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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Log In As 
 
This feature gives you the ability to sign into one of your Users accounts for troubleshooting 
and support purposes. 
 

1. Click the Reports tab found on your Dashboard. 

 
 

2. Select Course Overview Report. 
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3. Click the name of the User you would like to log in as. 

 
 

4. You’ll be redirected to that User’s profile page where you can select Log In As. 

 



 

 

REPORTS 

CREATED 09/2025 

5. Confirm your actions by clicking Continue. 

 
 

6. You have now logged into the User’s account and can assist with troubleshooting or 
provide support. 
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7. To exit the User’s account, you must log out of the WLC entirely. 
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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. 

 
 

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

 
A. Group – use this drop-down filter to select one group. 
B. User – use this drop-down filter to select your user. 
C. 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. 
 

 
 

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

 
 

2. Select Course Detail Report. 
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3. You’ll be redirected to the Course Detail Report. 

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

a time. 
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 
on your screen. 


