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LMS USER GUIDE 
OUTSTANDING EVALUATION REPORT 

 
 

REPORT INFORMATION 

 
The Outstanding Evaluation Report produces a list of learners who have an evaluation on their Active Learning Tab 
that is awaiting completion. This report has an “Email People in Report” option which can be used to automatically 
remind learners that they have an outstanding evaluation. 
 
If your Organisation has access to this report, then it will be available to the following User Types: 
 

 
 

 

INSTRUCTIONS 

1) Navigate to Reports using the following procedure 

 
 

2) Select 
Detailed 
Reports 
 
 

 
 
 

Administrators Monitors Managers 

Dashboard Reports 
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3) Select 
Evaluations 
Outstanding 

Report 
 

 

 
 

4) Select the 
Report 
Parameters 
you require 
 

5) Choose the 
report format 
 

6) Select 
Submit 

 
 

 
 

 
  

Select the parameters 
you wish to filter on for 
this report 

You can choose “Format for Excel” for a 
tabular report 
 
Alternatively, you can chose “Email People in 
Report” to send reminders to the relevant 
learners 
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REPORTS EXAMPLES 

Example of the report formatted for Excel 
 
 

 
 

 
Example of the report formatted to email people in the report 

 
 


