
How to run scheduled 
reports in MentorLearn 
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Select reports from administrator dashboard 

As an administrator, you can run scheduled reports on your employees' 
progress, so you're always on top of everyone's learning. 

From the administrator dashboard, select the reports tab from the 
naviga(on bar on the leB, then course ac(vity. 
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Course ac*vity 

Once you are in the course 
ac(vity area of the report 

func(on, select a course or 
courses to report against by 
(cking the op(on to the le?. 

The course you are repor(ng on is 
selected in green. 
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Adjust report content 

Select what criteria you want to 
report on. 
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Name your report 

Click the report icon and create new. 

Give your report a unique (tle to 
allow you to understand the contents, 

then select save. 
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Pin regular reports 

You can ‘pin’ popular reports to 
make them readily accessible on 
your administrator dashboard. 
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Scheduling report to send 

To receive a regular update for a 
par(cular report select the 

schedule icon, and under email 
report select ON. 

You can set the report to meet your 
requirements by: 

• selec(ng the frequency of the
report between daily to annually

• adding recipients to the report

• emailing the report to a group

• formaCng the report

When any changes are made, click 
save. 
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