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EMPLOYEE SERVICES

Skillsoft Administrator’s Reporting Guide

This guide describes running Skillsoft reports. Skillsoft Administrators and users who have been given report-
only access can run reports.

List of terms:

e Username — a constituent ID (CID). A CID is a unique, universal identifier that comes from Master Data
Management (MDM). This ID lets various CU technologies identity and authenticate CU employees and
students.

¢ HR EmplID - a six-digit ID number assigned to employees and persons of interest (POIs) at CU in
HCM.

e CS EmplID — a nine-digit ID number assigned to all students at CU in Campus Solutions.
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Running a Report

In Skillsoft, you use a template to create the report you want to run. Templates are forms that let you determine
what dates, filter options, and display options should be included in report results. Skillsoft provides pre-defined
templates that you can customize and save as personal templates. You can run reports as needed, or you can
schedule them to run automatically.

Running a report in Skillsoft consists of the following tasks that are described in this section:
1. Select a template.

Specify parameters.

Preview the report.

Edit and preview again as needed.

a > W DN

Save results to a file for download.

This following procedure describes running the Detailed by Content report for a user or group (campus or
department), by learning asset. This commonly-run report displays usage information of a particular asset,
such as a course, by a user or group. It also shows the status of activity, such as in progress, or completed.

To run a Detailed by Content report:
1. Log in to Skillsoft.
2. Under Quick Links, click Admin.

3. From the Reports menu, select Templates.

skillsoft”

Admin Home Users & Groups

What do you want to do?

Click an item below to quickly access common tasks. Additional fun he tabs above.

Legacy Books24x7 Reports

Users & Groups

The Templates page appears with the Default tab displayed.
Note: the Skillsoft Admin Home menu may have fewer options depending on your security access.

4. Expand Content> Content Activity.
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5. Double-click Detailed by Content.

skillsoft™

Admin Home | Users & Groups Content Display

Templates

Default | Shared

Title

£} IJ_W User
= (| content
= || Content Activity

a4 Total Duration (minutes)

After selecting a template, set parameters and add filters to your report to define the specific output needed.

Note: Report results will include only data of those learners you have permission to view. It’s possible to see
particular users in a filtering parameter, but not be able to see data for them.

1. After navigating to the Detailed by Content report as described in the previous section, enter your date
parameters.

Use one of the following options to specify the date range for your report:

o Previous: Select this option to choose a range of time up to the current date. Type a number in
the box, and select a unit of time from the dropdown list, such as Weeks or Months.
Leave the To Date box selected.

e From and To: Select the From option, and enter a date range. The first calendar tool lets you
specify the beginning of the range, while the second calendar lets you specify the end of the
range. Your results will be those records within this range.

skillsoft? Advanced Group: Nons Selected | Admin Home
| Admin Home I Users & Groups I Content I Configuration | Support
Templates > Default >> Content Activity >> Detailed by Content Help

~ Template Properties

+ Activity Dates

® Previpus 1 Manth(s) i # To Date

2 *From 2019-0ct-01  |(3 To |2019-Nov-14 |[3

Groups f Users I Asset Filter I Filter Options

+ Groups [ Users
+ Display Options
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2.

If you want to run a report for specific users, expand |~ 'Groups / Users. If you want to run a report for a
group of users, proceed to step 3.

a. Select the Users radio button.

b. Inthe text box, type the email address or last name of the user.

c. Click Search.

d. Click the user’s row in the Search results so it appears highlighted.

Note: If a user is listed more than once, check that the Usernames (CIDs) match. If they match,
this user has multiple assignments in Skillsoft. Select one row. (Usually the record with a
five-digit Org Code for their department, if an employee.) If the Usernames (CIDs) do not
match, select both rows for the user and alert system.training@cu.edu of the duplicate
accounts. ELD will investigate the duplicate accounts and consolidate them.

e. Click the Add arrow to move your selection to the Users box.

f. Repeat for additional users.
Admin Home | Users & Groups | Content Configuration m Support

Templates == Default >> Content Activity >> Detailed by Content

+ Template Properties

- Activity Dates

+ Groups [ Users

® Users () Groups

Search

Usernam... Email First Name Last Name Org Code

Users

dbsf6f58.. annie.melzer@cu.e.. Anne Melzer 51000
. Username First Name Last Name
% db&f6f58.. annie.melzer@cu.e . Anne Melzer SME AbBf6f58-0438-1104-8de8-0050. . Anne Melzer
% dbef6f58_ annie.melzer@cu.e_. Anne Melzer org_000

Activated -« Select Subgroups
Deactivated

User Status -

Only Show Assets Assigned Through Selected Groups Learning Plan

g. By default, reports include only Active users. If you want to include users that are no longer
active, press and hold Ctrl while selecting both Activated and Deactivated from the User
Status list.

Note: Deactivated users appear with a red slash through the icon beside their Username.
|‘ test_erin erin.russell@c... test_erin test_erin deactivated
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3. If you want to run a report for a group (department or campus), select the Groups radio button.

a. If you know the department number, type it in the box, click Search and continue to step c.

b. If you don’t know the department number:

i. Expand (click %3) Skillsoft (Skillsoft)> All CU Organizations (ALLCU).

E& Advancement (11142)
] &7 Aerospace (BO283)
E&, Aerospace (11220)

mg, Alumni Affairs (11143)

@ Lf, AEROSPACE VENTURES (11086)
= £L, All cu Organizations (ALLCU)
@ ££, BOULDER CAMPUS (B0001)
@ £f, COLORADO SPRINGS CAMPUS (C0001)
@ £f, DENVER & ANSCHUTZ MED CAMPUS (U0001)
@ £L, SYSTEM ADMINISTRATION (S0001)

E&, Anschutz Medical Campus (HOD01)
= fL Applied Shakespeare (11123)

E& ADM-VCAF Tobacco Settlement (U0D065)

ii. Expand the campus.

iii. Continue expanding folders to drill down to the specific department.

c. When you see the department you want, click its group row in Search results to highlight it.

d. Click the Add arrow to move the selected group to the Groups box.

Groups [ Users I Asset Filter I Filter Options
« Groups |
Select 6@, Groups

Search

= £L, SYSTEM ADMINISTRATION (50001)
;Hg Conversion Dept - Retirees (CONV-RET)
s £ S-EVP for Advancement (50011)
3 f1 5-GU GENERAL UNIVERSITY (50035)
3 £, S-REGENTS (50002)
# £ 5-5A-SYSTEM ADMINISTRATION (S0007)
# £ S-UL-UNIVERSITY INITIATIVES (5003
g System Adminstration (50000) é
@ £ Alumni Affairs (11143)
;Hg Anschutz Medical Campus (HODO1)
;Hg Applied Shakespeare (11123)
© £ APPM Prof MS (11124)
3 fL Athletics - Dinital Marketing {11219)

Activated -«
Deactivated

User Status N

o [1Select Subgroups

E

Group Title
System Adminstration (50000)

5
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e. Click the Select Subgroups checkbox below the Groups box, to include all selected groups and
subgroups.

f. By default, Skillsoft will search for active users. If you want inactive users, click Deactivated
from the User Status list box. If you want both, press Ctrl and click Deactivated so that both
values appear selected.

4. Select the Asset Filter tab from which you can specify courses, both online and instructor-led, that the
selected users completed. You can use either option listed below. If you want a summary of all the
courses taken by the selected users, do not select an asset, and proceed to step 6.

e Search by Library ID (e.g. _scorm12_cu_s10007_0001; ilt_b10030):
a. Inthe Search box, type the exact asset title or library ID, and click Search.
b. Select the course so it appears highlighted in the list.
c. Click the Add arrow.
d. Repeat to add multiple learning assets.
e Use the Library folders to navigate to a specific course:
a. Expand CU Custom Content.
b. Expand the campus folder you want.
c. Select the topic folder you want. (e.g. Finance for “CU: Cash Control” or Instructor Led
Training for ILT courses)
d. Highlight the course.
e. Click the Add arrow.
f. Repeat to add multiple learning assets.

5. Select the Filter Options tab.

Note: This section is not used often. ELD generally uses this section to select Completed from the
Completion Status. You could also choose In Progress, which would show you users who
accessed a course but has not yet completed the assessment.

6. Expand Display Options, at the bottom of the page:
a. Select fields to include in the report display, and clear any default fields you do not want.

Note: From the User Fields section, select the boxes for HR EmplID (for employee ID number),
CS EmplID (for student ID number), and Email Address. This will give you users’
information that is helpful when investigating issues with Skillsoft training.
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Previewing lets you see the results of your report before committing it to a particular output or format.

1. Scroll to the top of the page, and click Preview.

Welcome Laura| Exit To Skillport | Help | Log Out

Admin Home

Skillsoft runs the report and displays the results.
2. If the results are not what you expect, click Edit to update your parameters, and click Preview again.
3. Continue modifying parameters until you get the results you need.

Note: Scroll to the far right of the report to view HR EmplID, CS EmplID, and Email Address.

You can save your selected parameters as a personal template.
1. Click Save Template.

2. Type a name and description.

3. Click OK. A message appears indicating the template has been saved to Personal Templates. It also
prompts you to schedule the template.

4. If you want Skillsoft to run your report on a regular schedule, click Yes. Otherwise, click No.
To use your report template:

1. From the Reports menu, select Templates.

2. Click the Personal tab.

3. Expand Content, and select your template.

To save your report results:
1. Click Save Result at the top of the page.
2. Inthe Save Result window, type a Name and Description for the report.
3. From the Format list, select a file type for your output:
a. All listed fields will be included in a CSV format.

b. Excel format requires you to select the Include report parameters box to display fields you
selected.

Note: Save the report without the report parameters to simplify the report.
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4. Select the number of days after which the report should be deleted from the Delete In list.

5. Continue to the following section, Emailing a Report, or click OK to run the report.

e | coment | Configuraton  [BEESRRN sueor |

fvity >> Detailed by Content
SR - =
P . B N " - - GrowpOrg = | Times + |FirstAccess » |LastAccess s+ |Times = |HTMLPage =+ |Enrcliment = |Completion
Asset Subfype + |Usemame First Name: Last Name Group Name Code Restaried Date Dele CErem Reads Dats Dats

do6fse-9433-1164-8ds8-

Custom

Custom

Properties

* Name
|Content Activity-Detailed by Content | i
Description

Custom Displays users' access activity per asset. 2 2017-06-29
BEET Format .

Format Include report parameters

Extension Default v

Delete n o

w ==

Emailing a Report

To have Skillsoft notify you, or someone else, when your report is ready:

1.

N o o b~ w DN

From the Save Result window, click the Email tab.

Click the Deliver report results to selected Skillport users checkbox.
In the Search box, type an email address, and click Search.

Select the user’s row so it appears highlighted.

Click the Add arrow.

Repeat for any additional users.

Click OK to send the report.

Retrieving Report Results

Reports are ready to view when Completed appears in the status column.

To retrieve your report results:

1.
2.

From the Reports menu, click Results.
Double-click the report name to download the report.

Support

My Dashboard
Templates

| Configuration

Admin Homie I Users & Groups I Content

Schedules

Results |
Legacy Books24xT Reports

Personal

Mame Description
report of assets for deparme Displays users' access achivity per a

ILT Event Journals 4 22

3. Save the report to your computer.
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Auditing Skillsoft Course Sessions for Completed Status

In order for Skillsoft to display session completions in a Learning Transcript, or for it to send completion data to
the systems of record (HCM, CIW>CU-SIS), ILT sessions must be marked Complete by a Skillsoft ILT
Administrator.

Important: Sessions must be marked complete within 29 days of session’s delivery. Skillsoft sends completion
data only for those sessions with results entered and updated to Complete. Refer to the Skillsoft
ILT Administrator’s Guide for information about entering results and completing a session.

If you manage a number of ILT sessions, you should audit your sessions regularly to make sure you have
entered results and marked sessions Complete.

To create a personal template for an ILT session auditing report:

1. From the Reports menu, select Templates. The Templates page appears with the Default tab
displayed.

2. Expand Content> ILT Course and Session.

3. Double-click Detailed by ILT Course and Session.

Title
=2 .J] User
2| | Content

= ']__':] Content Activity

e 'l] KnowledgeCenter Access

@ | Business Exploration Series Access
@ | Learning Program

2 ']] Skillsoft Bootcamp

@ (| Credentialing

= | ILT Course and Session |

= Summary by ILT Course

| = Detailed by ILT Course and Session I

® | ILT Student Roster
=] ']__':] Books and Videos Subscription
= ']__':] Books and Videos Content Activity
® (| inGenius
= ']__':-I Training Effectiveness
@[] System

™ TN TN TN

4. Expand Display Options.
5. From the Select Time Zone dropdown list, select (GMT-07:00) Mountain Time (US & Canada).

6. From the ILT Fields section, select the following checkboxes:
e Session End Date
e Session Status
e Session Enrollment Status
e Other fields you find useful.
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I = Display Options I

Select Time Zone | (GMT-07:00) Mountain Time (US & Canada) v

Include Timestamps

Display Fields

ILT Fields

ILT Course Title Y T Course ID i ¥ Sassion ID

Session Start Date | ¥/ Session End Date | I ¥/ Session Status I ¥/ Session Enrollment
Status

Session Type Scheduled Course Session Capacity ¥ Enrolled

Duration

Withdrawn withdrawn-Late Waiting Completed

Session Classroom Session Facility ID Session Facility Name Session Facility
Description

Session Instructor

Session Administrator
1
Session Approval

Session Administrator
2
Manager Approval

Session Administrator
3
Administrator Session

Session Approver

Instructor Can

Notes
ILT Course Cost

Required
Time Zone

Required
Session Contact

Manage Roster

ILT Course Currency

ILT Course
Description

Average Score

10.

11.
12.
13.
14.
15.
16.

17.

18.
19.

Click the Asset Filter tab.
Under Library, expand Undefined> Instructor Led Training, and select your campus.

Select courses you want to audit, and click the Add arrow to list them in the selected Asset Title list on
the right.

From the Session Status list, select all status values (Unconfirmed, Confirmed, Completed, and
Canceled). You can press and hold the Ctrl key while clicking each status.

From the Course Status list, select Any.

From the Session Type list, select Physical Classroom.

From the Session Enrollment list, select both Open and Closed using the Ctrl key while selecting.
Click the Filter Options tab.

From the Filter On dropdown list, select Session End Date.

With Previous option selected, you can indicate the number of months you want to audit up to today’s
date. Or, you can enter a date range using the From option and its related calendars.

Click Preview at the top of the page. Skillsoft displays the report results. The results should show that
your sessions have a Session Status of Completed (or Cancelled). Sessions that have been delivered
but not marked as Complete need to be updated before the 29 day deadline.

If the results are what you expected, click Save Result. If not, edit the parameters and preview again.

To use the same report parameters in the future, click Save Template.
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Finding the Report Update Time (ETL)

Before data can appear in a report, it must go through an ETL (extract, transform, and load) process first. This
is the refresh process for the Skillsoft database that updates reports to include all current data. In general,
Skillsoft refreshes the database every four to six hours, though it may be as long as 24 hours between ETLs.
While Skillsoft refreshes the database frequently, it may be several hours before a completion is reflected in a
report. Finding the time of the latest update can help you identify whether completions have or have not been
recorded.

To find the latest ETL:

1. From the Reports menu, click My Dashboard.

2. Click the Content Completion chart.

3. Click Show Parameters. The latest ETL is listed at the bottom. The time appears in Coordinated
Universal Time (UTC), which is seven hours ahead of Mountain Standard Time (MST), six hours during

daylight saving time.

Admin Home I Users & Groups | Content I Con 1 J

My Dashboard

o O o

tent s Report Title  Content Completion
Template Report A chart t completi ified
R Properties po chart of asset completions over specifie

Description  date ranges.
Generated on 2019-Oct-14 15:00:21 UTC
10000 Results Generated by Siedzick, Laura
- Repaort Date 1l P
2000 Activity Dates Range From 2019-Jul-01 through 2019-0ct-14
User/Group  eor siatys  Activated
5000 Filters i
Filter Options gfrnplehon Any
40004 Latest ETL Skillport 2019-Oct-14 12:50:34 UTC
Books24x7 2019-0ct-14 09:56:55 UTC
20004 o J
04 o
201908 201810 201908 201810
20807 215809 018407 ni1s08
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Running an ILT Event Journal

Skillsoft lets you run journals, or reports, of ILT event activity, including information about withdrawals and
enrollments for particular course sessions. For example, the Withdrawals journal lists learners who have
withdrawn and are no longer visible on the session roster.

Note: When a change is made to a session schedule after the session has been marked complete, Skillsoft
reports and journals do not reflect the change.

To run an ILT Event Journal:

1. From the Reports menu, select ILT Event Journals.

Admin Home Users & Groups Content Configuration Reports Support
Event Journals My Dashboard
Templates
DS 2019-Sep-14 | IS 2019-Oct-14 [T Schedules

Journal Name Description Results

Withdrawals & log of learners withdrawn from an LT 1282 T Reparts o o session
and when the withdrawal was perform ILT Event Joumnals

A log of learners enrclled inte an ILT session, by whom, the course & session

Enrollments and when the enrollment was performed.
Approvals A log of ILT enrollment approval (and denial) actions listing learner, approver,
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,

Session Change A log of ILT Sessions whose attnbutes were changed showing parent course, changed
by whom and when.

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,

Learner, Date-Session-Closed.

2. Specify a date range for the results using the Dates (from) and to calendars.

3. Select the checkbox next to each report you want. Skillsoft will create a separate .csv file for each
journal selected.

4. Click Generate Journal. Information for all courses and sessions will be delivered in a .zip file.
To view and sort your results:
1. Extract the .zip file.

2. Open a .csv file in Excel.

= Cut

Copy
Paste - B I
- Format Painter

=

L A”A A A

Clipboard [

-

(ﬁA B

7

X

-

Week/Date |~ |Project [+ [Ty,

3

E

3. Select the entire spreadsheet. (Click the Select All button, or press Ctrl+A.) |
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4. From the Data tab, click Sort.

Home Insert Page Layout Formulas Roewienw View Forms ACROBAT Q' Tell me... Signin & Share
B = [l show Queries ™y [l Connections : ) 3 B B0 mEm A £
. E. Q Ta : Y B i 4 @
==2 L“]Franahle o Propertie ) I A — o 2
Get Bxternal  New Refresh z Filter Tedto _, . What-lf Forecast Outline
Data~  Query- L% Recent Saurces All - Coit Lank - YV Advanced | columns S5~ @ Analysis = Sheet =
Get & Transform Connections Sort & Filter Data Tools Forecast s

5. Under Sort by, select either Session ID or Course ID.
6. Click OK.

Other Training Related Completion Reports (CU-Data, HCM)

You can also use the following systems and reports to find course completion data information.

e CU-Data Employee and Student Completion reports: The Central Information Warehouse (CIW) is
CU’s system-wide centralized data repository for information sourced from administrative systems,
including Human Capital Management (HCM), Finance (FIN), and CU Student Integrated
Systems (CU-SIS). The CU Reporting System, CU-Data (also known as Cognos), is a tool offering
standardized reports using data from the CIW. Skillsoft sends training completion information to the
CIW through an overnight process. You can run completion reports from the employee portal. HCM
access is not required to run this training report. Refer to Running a Training Completion Report using
CU-Data Step-by-Step Guide for more information.

e HCM Comprehensive Learning Report: HCM is the system of record for employee training
completions. This report provides training completions (and non-completions) data for all university
employees, faculty, university affiliates and persons of interest (POIs). Your HR representative or HCM
department user can run this report. You must have HCM security access to Admin Training to run this
report. Refer to HCM Running the Comprehensive Learning Report Step-by-Step Guide for more
information about running this report.
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