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Before You Start:

IMPORTANT: All supervisors have access to reports which will
show you employee training due dates. Your Training Coordinator
can also run this report for you. This report can be used to
determine who has not completed training or who has training due
in the near future.

When you log in to LearnATF, you

1 will see a Reports link under Easy
: Links.
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On the Reporis page, Select
Learning Needs.

Selecta Report from the list below to run a report for yourself or your subordinates.

Report Name

3 Individual Development Plans (IDP)

< Learning Needs >
Lcarning PTan

If you are familiar with Microsoft
Excel, you have the option to change
the Report Format to CSV in order
to sort your results in a spreadsheet.

Uncheck Mask User ID, Select
Direct Subordinates or All
Subordinates the date range for
which you would like to see due
dates.

A common search would be from
today until the end of the month.

Change the ltem Criticality to
Requirements.

Reports i

— Back to Browse Reports.

Run User Learning Needs Legacy
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The User Learning Needs report
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User Learning Needs

6 employees who need training during e e user teame: Pamecs, Mato M
the date period you specified and e . e -
when it is due. o . Aasigament Typo ate Fequired Date Date Romaining

www.learnatf.gov 2




