
04 August 2014 1 

LMS USER GUIDE 
VIEWING INDIVIDUAL LEARNER RECORDS 

 

1) Navigate to Users using the relevant procedure for your level of access as shown below 

Section Admin Procedure Section Admin Dashboard>Users 

Organisation Admin 
Procedure 

Organisation Admin Dashboard>Users 

Organisation Admin Basic 
Procedure 

Organisation Admin Basic Dashboard>Users 

2) Find the 
learner 

 

 

You use the Go directly to user option to search  

OR 

You can use the Organisation / Department to bring up a list of learners 
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3) Highlight 
the learner 

4) Select 
View User 

 

5) To view 
details of a 
particular 
course , 
click the 
relevant 
View link  

Here is an example of what a Section Administror might see. 
 

 

You can also use 

Quicklinks to access 

the options available to 

you 

You can click on View 

links to drill down for 

further information 
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6) Click on 
the Show 
links if you 
wish to 
see more 
details 

This example shows a course that has been completed by the learner 

 

 


