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DHScovery JOB AID

Reporting – Learning Hours Report

Overview
The reporting functionality in DHScovery gives you the ability to run delivered reports to monitor learning progress for the system learners.
Objectives
Some of the DHS components have established annual training goals for employees where employees are required to complete X number of training hours annually.  This job aid shows the training coordinator how to run the learning hours report to track employee progress against the annual training goal.
It should also be noted that employees and supervisors can also run this report to track their own progress or the progress of their staff.  Refer to the job aid entitled Learner/Supervisor Tracking Training Progress Against Goal.

Login
Step 1:
Open the web browser and enter https://dhscovery.dhs.gov/plateau/admin/login.do 
Review the warning.
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Click on the GO link located at the bottom of warning message to access the DHScovery User login page.
Step 2:
Enter your Admin ID and password.  Click the Login button.
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Running the Learning Hours Report

Step 3:
Click Report, User Management,  Learning Hours.
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Step 4:
Update the Report Title, Report Header, and Report Footer as required.

Step 5:  Choose the appropriate Report Destination:
· Browser – this is the default value and will display the report in a popup page on-line

· Local File – choose this value to save the report to the local drive

Step 6:  Choose the appropriate Report Format:
· XML – this format is used when reports will be published to a web page

· CSV – this format is used when reports will be run to and reported out via a spreadsheet (Excel, Lotus, etc)

· HTML – this format is the default value and used to run the report to a popup page on-line

· PDF – this format opens the report in an Adobe Acrobat reader format.

Step 7:  The  Mask User ID checkbox is turned on.  This means that the learner user ids will not show on the report output.  If you want the user ids to display, uncheck the box.

Step 8:  The Page Break Between Records is turned off.  If you prefer a page break between each record, check this box
Step 9:  Enter the report criteria by using the following fields:

· User – can choose individuals or select a group based on name, organization, etc., by using the filter capability.

· Item – can choose an individual item or a group of items by using the filter capability.

· Completion Status – this is the status that should show in the learner’s history upon completion of the course.  Entering a status of TRNG-COMPLT ensures that only courses completed successfully for credit are displayed on the report.
· Completed Date From and Completed Date To – these parameters allow the user to limit report output to courses completed during a specific time period.  For example, supplying a from date of the beginning of the fiscal year and a through date of the end of the fiscal year ensures the report only displays training completed in the current fiscal year.
Step 10:  The checkboxes to Include External Events and those Events Without Hours are turned on.  External events are defined as training taken outside DHScovery without a corresponding SF-182 in DHScovery.  If you do not wish to have one or both of these items included in the report, uncheck the checkbox.
Step 11:   The report will sort and subtotal differently based on the value selected in the Group By box.  For example, grouping by User displays training courses and hours for that user.
If you choose to group by Organization, the report will sort and group by organization totaling the hours for the entire organization not individual users.

Step 12:  Click the Run Report button.  Report output displays in a new pop-up window.
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Running the Learning Hours Report for Specific Items in DHScovery
Step 1:
To limit this report to specific items in DHScovery, repeat steps 1 – 3 above.

Step 2:
Fill out the report parameters following the directions in step 4.  Before selecting Run Report, establish an Item Filter.  To do this, click the Filter icon for the Item field.
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Step 3:
The system displays the item search page.  Enter your search criteria to define the items you want to include in your report.  Click Search.
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Step 4:
The system responds by displaying items that match your search results.  Click the Select checkbox for each item you want to include in your filter.  Click Submit Filter.
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Step 5:
Verify the items submitted in your filter and click Submit Filter again.
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Step 6:
The system returns to the Report Parameters page.  You know the filter was successfully applied because the Item field shows that 5 items are selected and the Clear Filter Icon now displays.  Click Run Report.
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