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Running a CompletionReport

MMLIS Distance Learning Reference Sheet

DESCRIPTION
Use this document to learn how to run a course completion report in MMLIS Distance Learning. This

report contains all users who have completed / not completed a course.

Procedure

GENERATING A REPORT

STEPS SCREENSHOT

1. After logging into MMLIS Distance
Learning, select the *hamburger” menu
bar. Go to the Reporting tab. Note: Only MY TRAINING
firm admins have access to the Reporting COURSE CATALOG

tab. For access issues or questions, please

KNOWLEDGE CATEGORIES  ShaluEigiiel

MY TRANSCRIPT

see “Resources” below.
REPORTING

2. Select Course Completion Report.

jieVIE Please Select a report
Course Completion Report
Knowiedge Genter Report
Track Summary Report
Transcript Report

FOR PROFESSIONAL TRAINING USE ONLY. NOT FOR USE WITH THE PUBLIC.


http://www.massmutual.com/

MML Investors Services

a MassMutual company

filters.
. . . Repon:|CuurseComple|mnRenur| v‘ Pel’soﬂz.lRe‘poﬂs:|Pleaseseleclapersollalrepun v‘
A. Office: Change Office to your firm
number.
. . Office 0 254 v|
B. Courses: Select Course. (For multiple oot —

courses, hold down CTRL button and
select the courses).
C. Contains Registration shows licensing

Course(s) MMLIS WMS Advisor Select Trading - 2018

information, which may be helpful

. Group(s)
when reporting on WMS programs. | Live Webinar Training Group 1 2
) “Live Wetinar Training Group &
D. Course Status is set to Complete. (You [Live Webinar Training Group 4 N
. . i [os
can swiftch this fo Incomplete to see 3225310" e"
08
who has not finished training within K v
The flrm) Course Status (8 [ ljomplete V‘
: Users Active O
E. Select a Date Range as needed. (All Users
F. Select Generate Report.

ey ——— ¢

Show Top 10 Graph O

Generate iipm‘l Choose Your Columns

elcome Beheler Cathertne

View results of the report and adjust as

needed. Report: | Course Compleion Report | Personal Reports: | Please seloct a porsonal roport V]
H (1Y = " LaTiec a
A. Filters: Select “Filters” to expand out ———————
| [ Manage Expot | [ Export To Email,_| [CBeheler@MassMutual com
the section and adjust the criteria for m,g,_k,,ﬁm.,wmmm ‘
* To group by a specific column, drag and drop a column in the highlighted area. "3
* To sort by ascending or descending order, click on a column he:
yo Ur re p Orf . * To conduct a Boolean search, under the column heading, enter your search term and select the drop-down arrow
Records Returned: 1568  Filter: None
B. Generate Report: To update your 5723 3 ok e 9 97009 by v
results when you have adjusted your e Y e - — .
filters. . - . = R SRR
Advisor Select Complate
. n Advisor Select Complete
C. Export: Export results to an Excel file. Advaor Sl Conpeta

D. Exportto Email: Send the report to
your email address.
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STEPS

SCREENSHOT

You have two options to select which columns
appear in the report two ways.

1)

2)

After you have selected Generate
Report, the "Choose Your Columns"
button below the filters menu.
Clicking on the "Choose Your
Columns" button before generating
reports.

You may remove all selections by clicking
"Clear All', add all selections by clicking "Select
All", or simply check/uncheck the columns you
wish to appear in the report.

Once finished, click "Update Display" to
update your report output.

Drag a column here to group by that column.

Transcript

{Username) First Name Last Name

'

Please choose your columns

Select All || Clear All |

First Name
M Last Name
M 0Office
WRegistrations
[Hire Date
CIEmail

M [Transcript (Usemame)] CIManager

[ Groups

OTitle

¥ Course Name
¥ Completion Date
¥Due Date

WINumber of Days Past Due

ADVANCED FILTERING

Office

Registrations

Update Display I

Cour:

{Eo ilter 2
BeginsWith
EndsWith
Equals
Greater
GreaterOrEqual
IsEmpty
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FILTER VALUES

RESULTS

No filter Removes any filter applied to the column

BeginsWith Filters column and associated rows to only show records that begins
with the data entered in the column filter (alphanumeric, date)

Contains Filters column and associated rows to only show records that contains
the data entered in the column filter (alphanumeric, date)

EndsWith Filters column and associated rows to only show records that ends
with the data entered in the column filter (alphanumeric)

Equals Filters columns and associate rows to only show records that equals

the data entered in the column filter (alphanumeric, date)
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Greater Filters columns and associated rows fo only show records that are
greater than the data entered in the column filter (numeric, date)

Greater or Equal Filters columns and associated rows tfo only show records that are
greater than or equal to the data entered info the column filter
(numeric, date)

ISEmpty Filters columns and associated rows to only show records that contain
blank values

ISNull Filters columns and associated rows to only show records that contain
no values

Less Filters columns and associated rows to only show records that are less
than the data entered in the column filter (numeric, date)

LessorEqual Filters columns and associated rows fo only show records that are less
than or equal to the data entered into the column filter (numeric,
date)

NotContain Filters columns and associated rows to only show records that do not

contain the value entered (alphanumeric, date)

NotEqual Filters columns and associate rows to only show records that does not
equal the data entered in the column filter (alphanumeric, date)
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