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Introduction 

 
The aim of this document is to outline the functionality available to administrators of the 
Finance Skills for All e-learning programme.  
 

Accessing the Reports section of the programme 

 

One you have logged in to the programme you will see that Reports is listed as a menu 
option.  
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Select 
Reports 
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Reports available: 
Registrations – shows all departmental registrations by grade 
Completions – shows all module completions by grade 
Scoring and Completions (Super Admins Only) – module completions and scores for each 
user that completed the training before the January 2010 change to the assessment 
Summary (Super Admins Only) – Registrations and completions by grade for all 
departments 
Evaluation (Super Admins Only) – user evaluation responses for all departments 
Scoring and Completions (Super Admins Only) – module completions and scores for each 
user completing the training after the January 2010 change to the assessment 
Activity Report (Super Admins Only) – shows the date of registration and last activity for 
every user 
 
See examples for more detail. 
 
You will now need to select your chosen department from the next drop down box. The 
report will now be generated. 
 
Once your chosen report is open you will see a number of options in the grey bar at the 
top. 
 

 

Select the 
report you 

require 
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To download the report select the  icon. You will then be able to choose the software 
you wish to open the report in. Once selected click OK and then choose to either open the 
file or save it from the standard dialogue box. 
 
You can now save the reports as you would any other document. 
 
 
 
 
 

 
 
 

To print the report directly from the programme select the  button. 
 

Use the  button to expand or hide the group tree. 
 
Most reports will contain a number of pages. Use these buttons to navigate through them 

. 
 

You can also use  to search for a user or zoom in to the report. 
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Super Administrators are staff within the National School of Government and HM Treasury 
who have responsibility for this e-learning. They are able to access the reports on all 
Departments. If you wish to know anything further about this or have any questions 
regarding the administrator function please contact us via the details given in the Help 
section below. 
 
 
Report Examples 
 
Registrations Report 

 
 
 
 
 

Completions Report 
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Scoring and Completions Report  

 
An explanation of the code used in this report: For each module there are 3 characters that 
can be used, a number followed by C and X. The number is the score achieved in the 
assessment. C means the user has completed the module. X means the user passed the 
assessment with a score of 100%. 
 
Evaluation Report 
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New Scoring and Completions Report 

 
 
An explanation of the code used in this report: C means the user has completed the 
module. A score of 70% and above shows the user has passed the assessment. 
 
Activity Report 

 
 

Help  

 

If you require further assistance please contact at 
virtualschool@nationalschool.gsi.gov.uk 
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