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LMS USER GUIDE  
DEPARTMENT MONITOR 

 

VIEW USER 

1) From the 
Dashboard 
select Users 

 

 
 

 
 
 

2) Choose the 
learner you wish 
to view by 
clicking once to 
highlight and 
then select View 
User 
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3) From here you 
can view learner 
progress in 
detail by 
selecting View 

 
 

 
4) You can print the 

learners 
certificates by 
selecting Print 
Learner 
Certificates  
 

 
 

 
 

 
 
 
 
 
 
 

5) You can view 
progress by 
selecting View 
Progress 
Report 

 
 

 
 

 
 

6) You can send 
the learner a 
password 
reminder by 
selecting Send 
Password 
Reminder then 
Send  
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REPORTS 

1) From the 
Dashboard 
select Reports 

 
 

 
 

2) Select Detailed 
Reports 
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3) You can hover 
over the report 
title to view a 
summary of the 
information 
contained within 
that report 

 
 

4) Select the 
report, the 
relevant 
parameters and 
the format you 
wish the report 
to be exported in 
then Submit 

 
 

5) When choosing 
Format for Excel 
you will be 
shown an extract 
of the report.  
From this screen 
select Export 
and choose your 
prefered format.  
The relevant 
programme will 
then open 
automatically 

 

 


