Portland Public Schools

e

Quick Reference Guide

"PPS Learning Campus Report

This Quick Reference Guide will show the procedures to praduce (run} a Completion report from the
PPS Learning Campus for your school/department. The reports will show the training that your
employees have completed for a date range that you can specify.

Log In to the PPS Learning Campus

On the PPS inside page, click the
Technology Services hutton,

Then click the PPS Learning
Lampus link

Enter your PPS eMail Username and
Password.

Click the Log in button.

Click the Admin tab at the top of the
page. -

Click the Reports link in the left
navigation bar.

Click the drop down arrow to select
your Report.

Event Bavoll mends

Biling

Class Signin Sheet
Completions

Course Assignmerts
Coutse Evaluation
Course Launches & Duration
Eupired Course Licenses
Avatable Course List
Daily Ervollments

Event Ervolments

Exam Results
Outstanding Licenses
Panding Approvals -
Uses Activily
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To get a report grouped by employee | , e
(showing all courses taken by that C S ,’ECf/?TEFUﬁ”E Completions

employee), click the Compiletions SR
report.

Select the Date Range for your report.

I you wish, select a specific course (s), |71 Courses® FC1001: Bting Started wih Java
FC002 Java Nuts and Bolls
. FC780: Webmaster Essentials .
NOTE: To select multiple courses, P00 0: Fundamentals of HTML Programning

: : : Advanced HTHE Programning
scroll and select the first course, and IPODZR Advenced o2

then press the Cirl key o select
additional courses.

o ,
S_elect the Dé%‘r@ggt'you Yvish to 1131 - Abemnethy
view from the User Group list. To {1132 - Ainsworth
select multiple departments, click the 1136 - Astor
first one, then press and hold the Ctrl 1140 - Beach
key to select additional departments. User Group. | 1141 - Boise-Eliot

Select the report format that you wish Format
to view. 2 The output format you wish to generate the report with, E

5

L

Enter a User's Last Name, if you are
searching for s specific employee.

After selecting your report parameters,
clcik the Generate Report button,
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