
How to run reports in 
MentorLearn 
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Navigate to reports 

The repor(ng func(on is useful for 
understanding your employees' 

learning ac(vity. 

From the administrator dashboard, 
select the reports tab from the 

naviga(on bar on the leA. 
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Under reports 

In reports, you can select 
addi(onal filters. 

Column informa(on can be filtered further 
to meet your requirements. 
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Learner ac(vity 

As an administrator, in reports you can: 

• message a user

• access user transcript to see an employee's progress

• view enrolments to see their course alloca(ons
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