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How to Access Reports

     HOW TO GUIDE     



Step 1

Click on 'Reports'



Step 2

Click on 'Training Matrix'



Step 3

This section is for checking
which candidate has started
or completed the course.

If you click on 'Select or type
courses to show' you can
type in the course or select
all courses.



Step 4

Type in the course you
would like to view.



Step 5

Once selected you can view
against the candidate's name
by clicking onto the box.

You can view from the Legend
what each colour means.



Step 6

Click onto individual
boxes and the full
information is provided
on the candidate.



Step 7

Click on this Search box if
you are looking for a
candidate specifically



Step 8

Type your candidates name



Step 9

You can view all courses
your candidate has
started or completed by
clicking into each box.
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