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Skillsoft: Step-by-Step Guide

Checking an ILT Event Journal

This guide will help ILT Administrators learn how to run reports (journals) on various ILT functions including:
enrollments, approvals, sessions, and courses. Descriptions for all journals can be found on the ILT Event
Journals page.

Note: The Withdrawals journal is useful for ILT administrators. It lists learners who have withdrawn
themselves and are no longer visible on the session roster.

Note: Data is static at the time the session is marked “Complete.” When a change is made to a session
schedule after the session has been completed, Skillsoft reporting and ILT Event Journals do not reflect this
change.

1. Login to Skillsoft.
2. Select Admin.

3. Select Reports.
4.

Click ILT Event Journals.
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Journal Name Description | Resulls |

A log of learners withdrawn from an IL]  Legacy Books2&xT Reperts 50 & session
and when the withdrawal was performe ILT Event Joumnals

| withdrawals

A log of learners enrolled into an ILT session, by whom, the course & session

L] Enroliments and when the enroliment was performed.

A log of ILT enrollment approval (and denial) actions listing learner, approver,

e L Approvals approval results & note and date performed.
[ Course Create A log of new ILT Courses created, by whom and when.
] session Create A log of new ILT Sessions created showing parent course, created by whom and when.
] Course Change A log of ILT Courses whose attributes were changed, by whom and when.

: A log of ILT Sessions whose attributes were changed showing parent course, changed

Session Change by whom and when.

i A list of Waitlisted Learners moved to the parent course's Watch List when a session is
Session-Close-Waitlist closed and its Waitlist is purged. It lists (parent) Course, Session, Session Start,

ad Learner, Date-Session-Closed.

o Generate Journal
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5. Set date parameters.

6. Click the checkbox next to desired reports. Each report you select will be sent as a separate .csv.

7. Click Generate Journal. Information for all courses and sessions will be delivered in a .zip file.

1. Extract contents from .zip file.

2. Open .csv file in Excel.

3. Sort by Session ID or Course ID.
a. Go to the Data menu tab.

b. Click Sort.
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c. Select Session ID or Course ID under Sort by.

d. Click OK.
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4. Search for the appropriate Session ID or Course ID.
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