
How to Run a Report in the Knowledge Center Reports Console 
 
 
The Reports Console allows a user who has the proper permissions to run completion reports for their users.    
 
First, login to the KC. 
 
Click Administration > Reports Console 

 
 
 
Enter keywords into the Search Text box.  Choose a Search Type from the drop-down list.  Then click Search. 

 
 

Enter keywords here and choose a search type 



The KC will show a list of reports with your keywords in the title of the report.  Select the report you want to run by clicking its title. 

 
 
 
Click the Select button. 

 
 
 



Enter keywords for the course name into the Search Text box.  Choose a Search Type from the drop-down list.  Choose Online and 
then click Search. 

 
 
 
A list of courses with the keywords you entered is shown.  Note:  You may see more or less courses than shown here, depending on 
your search parameters. 
Click the radio button next to the course for which you need the report and click the Select button. 

 
 
 

Enter keywords and choose search type 



Next you will see a list of “organizations.”  You will need scroll down the list to select your agency.  Don’t worry about the “+” signs 
next to the agency name.  Leave the list “unexpanded.”   

 
 
  



Then scroll all the way to the bottom of the organization list.  You will see some extra choices here.   
• Be sure to add a check mark beside Include sub-organizations to ensure that your entire agency will be in the report.   
• Select Active from the User Activity drop down list. 
• Select Completed from the Progress Status drop down list. 
• Enter the date parameters for the report.  Keep in mind that the larger the date range, the slower the report will run and 

the system may time out. 
• Click Run Report.  Be patient while the report runs. 

 
 
  



Here is your report!  You can change the layout by clicking the buttons across the top of the report.  You can also export the report 
to Excel, PDF, or XML. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 

Export your report to different formats here 

Use these buttons to change the way your report looks 


