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Introducing Reports

There are several reports available to you in our Digital Learning Hub, and this booklet takes you
through the steps you need to follow to access each report.

For ease of reference, a list of the reports available and their uses:-

The Grader report displays all items that have been or can be
graded from the various sections of a course. From the Grader
Grader report Report, teachers can view the results for each item and each
learner on the course. A learner can access the grader report but
only see their results.

The grade history report allows coaches to view and download a
list of all graded items, including each attempt by a learner, the
score and the date. It is possible to filter this for specific learners,
Grades specific items, and a specific date or date range.

Grade history

Both teachers and learners can access an overview report, with
Overview report | teachers being able to view an overview of the grades achieved
against every course for a particular learner.

Single view The single view report allows you to view all grades for a particular
report graded item and manually enter feedback or alter the grade.

The user report shows the currently logged in user's grades for the
User report course however, teaching staff can access this report for a
particular user.

From the competency breakdown report, you can view the

Competencies Saorgrp:etency competencies achieved by each learner and change competency
P ratings.
o The activity report allows you to see the level of engagement and
Activity report s
last date of access for all resources and activities in a course.
Cou'rs_e . The Course Participation Report allows you to generate a list of
participation ho h ticinated i . tivit d th ber of ti
report who has participated in a given activity and the number of times.
Activities Activity The Activity Completion report gives you a view of all of the
completion activities in a course site and which learners have completed the
report activity in a table format.
Statistics From the Statistics report, you can generate graphs and tables of

user activity for the course site.
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Grade Reports

There are several reports available to view or download user grades.

To access the grade reports, navigate to the course site then select Grades from the This course link
in the menu bar:-

aspiration JA
#AHome @ Dashboard %Evems =My courses « @He\p Wellbeing Hub Careers Hub
i=Sections »
B8 Grades
& Competencies
® Feedback
@ Quizzes

© Resources

Grader report

The Grader report displays all items that have been or can be graded from the various sections of a
course. From the Grader Report, teachers can view the results for each item and each learner on the
course. A learner can access the grader report but only see their results.

Level 2 Functional Skills Maths=

Username emal address Positive and neg, , Decimals - Know, , Percentages - Ki, , Fractions - Know

LN

B # demouserfst demofs1@aspiraticnatraining com

B # demouserfs2 demofs:

B #  demol2odu dler

BB # | demol2customerservicel demol2customerservice@aspirationtraining.com

L P HL O P

L L H L H N
L P H H H N
b HH B B~

BB # | demol3busadmint demol3busadmint@aspirationtraining.com

Figure 1 Coach or Tutor view of the report

User report - Demo Functional Skills L2 User

Grode item Calouated weight  Grade Range  Parcentoge  Feedback  Contribution fo course fomal

M Level2 Functional Skills Maths

®
Positive and negative numbers - Knowledge Check

®
Decimals - Knowledge check

®
Percentages - Knowledge check

® . smox o010
Fractions - Knowledge check

(] 1W0M00% o 100%
Averages - Knowledge check

®
2D and 3D shapes - Knowledge check

Figure 2 Learner view of the Grader Report
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Grader report
Select the Grader Select Grader Report
report from the report View | Sefup
tabs. If desired, you may
filter by group USing the Grader report Grage history QOutcomes report Overview report Single visw User report

selection box or by letter

on ﬁrSt name or Separate groups I',u.ﬁ,,»,.-. A - Branch 1 :\ .
surname using the links N Filter by Group
below. Company A - Branch 1: 0/0

F'z'r:'ﬁe;5::;:3,_;J.-__-_--.::;,.F;-u W X Y| Z
SJ"“3""5:5::E=3-:_-L'.''.:==:|=3‘U..'.-|:

Exporting the Grader Report

You can export the results from the grader report to a file, for example, an Excel spreadsheet.

To export the grader report, select Export from the tabs. You then need to select the format for your
export. OpenDocument format is an open standard for spreadsheets that works with most free
spreadsheet programmes. If you wish only to export the grades of a particular group of learners,
select the Group name from the Separate groups drop-down list. Finally, deselect any items you wish
to exclude by clicking on the blue box next to the item.

Export to OpenDocument spreadsheet 1. Select Export

View Setup Scales Letters Import Export

, . _ . 2. Choose the file type you wish to
OpenDocument spreadsheet Plain text file Excel spreadsheet XML file export to
5 ./'l—'\.
eparate groups | All participants s ) . .
- 3. If desired, select a group to filter
the report

¥ Grade items fo be included

Positive and negative numbers - Knowledge Check

4. De-select any items you
don't want to include in the
report by clicking on the blue
box

Decimals - Knowledge check

Percentages - Knowledge check

Fractions - Knowledge check
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Scroll down to the bottom of

the page. Additional export Export format options
options allow you to include

feedback, exclude

suspended users and

identify the grade type you

wish to use (this can be _ _
Real — the actual score, a Grade expaort dizplay types Real [ Percentage [|Letter
percentage or a letter).

O Include feedback in export

Exclude suspended users

Grade export decimal places |/2 ¢\-|
. N
When ready, click the _
Download button, and your
grade report will be saved
in your downloads folder.

Grade history

The grade history report allows coaches to view and download a list of all graded items, including
each attempt by a learner, the score and the date. It is possible to filter this for specific learners,
specific items, and a specific date or date range.

Select the Grade history report from the tabs:-

View Setup Scales Letters Import Export
Grader report Cutcomes repor Owerview report Single view User report

You will then have several options to filter the grades history report.

o Select users - Filtering for Select users
SISl ussrs Select users
one or more users can be

achieved by clicking on the

Select users button and Selected users
ticking the box next to each o P ~
; ; Grade ifem { All grade items : )
user you wish to include. \. Y
e Grade item - You can elect P )
to view all grade items or Grader (Al graders s )

select a particular item from
the Grade Item list. Date from (o ( ) (0 =) 88 O enasie
e Grader - If you wish, you N ST
may also elect to view the PR N
specific grades awarded by Date fo (20%)( + ) + ) 8 Oenable
staff members by selecting - o
a teacher from the Grader O Revised grades only
list.
¢ Filter by date - Using the Submit
Date from and Date to -
options allows you to filter

for activity in a specific date range.

e Revised grades only — If not selected, this will show all activity on graded items, including
incompleted attempts.
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Once you have set your options, click the Submit button, and the data will be displayed.

—_—
Download fable data as l\CcmHm separated values (.csv) v/j

Date and
time w

Thursday.
20 January
2022, 759
AM

Wednesday,

19 January
2022, 431
PM

Monday, 10
January
2022, 214
PM

First name
/ Surname

Demo
Functional
Skills L2
User

Demo
Functienal
Skills L2
User

Demo
Functional
Skills L2
User

Username

demouserfs2

demouserfs2

demouserfs2

Email address

demofs2@aspirationtraining.com

demefs2@aspiratientraining.com

demofs2@aspirationtraining.com

Select a file type and
click Download to
export to a file

Grade item

Decimals -
Knowledge
check

Positive and
negative
numbers -
Knowledge
Check

Averages -
Session
presentation

Grader Source

Demo
Functional
Skills L2
User

mod/quiz

Demo
Functional
Skills L2
User

mod/quiz

Demo mod/scorm
Functional
Skills L2

User

Overridden

No

Ne

No

Locked

No

No

No

Excluded
from
calculations

No

No

No

Feedback
text

Overview report

Both teachers and learners can access an overview report, with teachers being able to view an
overview of the grades achieved against every course for a particular learner.

Select Overview report from the tabs:-

View

Setup

c

Scales

Letters

Import Export

Groder report Grade histary Outcomes report single view User report

Select the group name from the
Separate groups drop-down list to
filter to a specific group. Select a
user from the drop-down beneath
that to view all learner's grades.

p
Separate groups I'x All participants

1k

Select o user (C hoos

B...

\_/
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Once you have selected the learner, the results will appear:-

|/ A-\u
Separate groups | All participants =
P g \ P J

o e
Selectauser | Demo Functional Skills L2 User % )
e iy

Course name

Level 2 Functional Skills English

Level 2 Functional Skills Maths

Equality & Diversity

Aspiration Training Continuing Professional Development
Level 2 Apprentficeship Adult Care Worker

Level 1 Functional Skills Maths

[}

Level 3 Apprenticeship Business Administrator

Grade

8.00

7(5%)

94.44

100

50.00 % (0.50)

5.00

Single View Report

The single view report allows you to view all grades for a particular graded item and manually enter

feedback or alter the grade.

Select Overview report from the tabs:-

Grade user or grade item

View Setup Scales Letters Import Export

Grader report Grade history Outcomes report Cwerview report User report
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You can navigate between items by using the forward and back icons at the top of the page. Several
filter options allow you to filter by group, item, or user. Once you have selected the user or group, the
grades will be displayed below.

-
Percentages - Knowledge check

Navigate to the
previous graded Separate groups \/-«\ participants Filter by group
Navigate to the next
(5& act grade item.. graded item
~

Jumpto a
specific item

Averoges - Knowledge check

Filter by
learner

o

Override All / Exclude All /
User full name Range Grade Feedback None None
~ > ™,
¢ Demo Functional Skills L2 User 0-10 (g )| ) Alter the grade and
- A = add feedback
@
' Demo Functional Skills L1 User 0-10 < ) ( ) o O
Q

User Report

The user report shows the currently logged in user's grades for the course however, teaching staff can
access this report for a particular user.

Select user report from the tabs:-

User report

[y

View Setup Scales Letters Import Export

Grader report Grade history Outcomes report Overview report Single view

You can filter by the list by group by selecting from the Separate groups drop-down list. Select a user
from the Select all or one user drop-down list, and their grades will be displayed below.
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Separate groups (.'—"-.II participants

Demo Functional Skills L2 User ¢>

Select all or one user

L3

Filter by
group

Select a user
Viewreportas [ User =

Calculated Contribution to
Grade item weight Grade Range  Percentage Feedback course total
I8 Level 2 Functional Skills Maths
e - Q{92 %) 0-10 92 %

Positive and negative
numbers - Knowledge
Check

Course Reports

There are several reports that you can access from the course administration menu.

To get to the course
administration menu, click on
the cog in the top-right corner
of the page, then click on the
More item in the drop-down
menu.

1. Click on the cog in
the top-right of the

page

@l Recycle bin
& More..
2. Click on the More
item to go to Course
Administration
Course administration
Click on Reports from the available tabs. Course administration
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Competency Breakdown

From the competency breakdown report, you can view the competencies achieved by each learner.

To view the competency report, Course administration
click on the Competency

breakdown link in the reports Course administration

menu.

Reports

Activity report
Course participation
Activity completion

Statistics

By default, the first learner in the first group will be displayed. You can jump to another learner by
filtering by group, by learner and may even filter by competency, resource or activity.

Demo Functional Skills L1 User B

g Y
Groups l\_Ccmpcu‘\,w‘% - Branch1 ¢_/.l

® Message = Add to contacts Select the group

= Demo Functional Skills L1User

Competency breakdown

Filter by

Competency ratings in this course are updated immediately in learming plans. competencies.
. resaources or
Competency Rating
1 Read, write, order and compare positive and negative Not
numbers of any size. 1 rated
2 Carry out calculations 2 Not
rated

Three different ratings may be shown in the report:-

1. Competent — The learner has completed the associated knowledge checks and achieved a
passing score. The teacher has reviewed the competency and rated it as competent.

2. Not rated. — The learner has not completed the knowledge check related to the competency.

3. Not yet competent. The learner has completed the competency, but the teacher has not yet
rated the competency.
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Competency breakdown
Competency ratings in this course are updated immediately in learning plans.
Competency Rating

1 Read, write, order and com and negative numbers of any size. 1 Competent

2 Carry out ¢

culations 2 Competent

3 Evaluate expressions 3 Competent

4 Identify and know the equivalence 4 Competent

5 Work out percentages 5 Not rated

& Calculote percentage change & Not rated

7 Order, add. subtract and compare amounts 7 Not yet competent
8 Express one number as a fraction of another. 8 Not yet competent
9 Order, approximate and compare decimals. ¢ Competent

subtract, multiply and divide decimals 10 Competent

How to change a competency rating

To rate a competency, click on the
rating and the dialogue box will
appear.

19 Use coordinates in 2-D 19

City & Builds Functional Skills Maths 12 6

- Compsfency

Use coordinates in 2-D, positive and negative, to specify the positions of points.

Path: City & Guilds Fu
Cross-referenced compefenci

tional Skills

No other competencies have been cross-referenced to this competency.
Activities

@ <h2>Plans, elevations and coordinates - Knowledge checks</h2>

A <h2>Plans. elevations o

The resources and
activities linked to the
competency are
displayed

rdinates - Pre- workbook</h2>

<h2>Plans, elevations and coordinates - Ses: resentation</h2>

A <h2>Plans. elevations o

s</h2>

rdinates - Real-world proble

User
Demo Functional Skills L2 User

Leamning plans

No learning plans contain this competency.

Proficient

Click on the Rate button to
Rating change the rating
Evidence

No evidence
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Click on the Rate button to change the rating,
and another dialogue will appear. Click on the
Rating drop-down and select the appropriate iz
rating. When you're finished, the Rate button
will be enabled. Click this, and the dialogue will
close with your changes being saved.

R Choceearoina.

Net yet competent

Competent

Activity Report

The activity report allows you to see the level of engagement and last date of access for all resources
and activities in a course.

Course administration
To access the activity report, select
Activity Report from the Reports menu.

Course administration

REDOI’TS Competency breakdown

Course participation

Activity completion

Statistics
You can filter by date range by clicking on the Filter link.
Level 2 Functional Skills Maths Click Filter to
. select a date
» e
Filter range
Computed from logs since Monday, 23 August 2021, 11:18 AM.
Related bleg
Activity Views entries Last access
@ 6 views by 3 = Monday, ‘T,Dl"u:n‘.- 2022, 1:34 PM (2
Scheme Of Work WEEE days 22 hours)
1. Positive and negative numbers
@ 11 views b\F.-3 _ r;ldcndcr\,' 17 January 2022, 523 PM (2
- . . days 18 hours)
Positive and negative numbers - session s
plan
@ 20 views by 7 - Tuesday, 18 January 2022, 9:16 AM (2

users days 2 hours)

Positive and negative numbers - Pre-
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Course Participation Report

The Course Participation Report allows you to generate a list of who has participated in a given
activity and the number of times.

To access this report, select Course Participation Report from the Reports menu.

Course administration

Course administration

Reports Competency breakdown
Activity report

Course participation

Activity completion

Statistics

The report can be filtered by role, group or action, and from here, you can message the individuals.

. s ) g R . s
Activity module Choose... 4 )Lookback ( Choose.. # ) Showonly [ Manager 4 ) Show actions [ All actions
A\ J/ . / .

T Ty
Groups | Cempany A _ Branch1 % )
e Y

Choose the
role you want
to see activity
for

1. Select the
activity

Choose how many
days to generate the
report for

Filter by
Group

Once you have selected the appropriate activity and applied any of the other filters, click the Go
button.

. e N e N TR e N
Activity module  ( Positive and negative numbers - Knowledge Check 4 ) Lookback ( Choose.. ¢ ) Showonly ( Leamer ¢ ) Showactions (" All actions 4 )
N~ - - S hN S . A . S

" N\
Groups ( Company A- Branch 1 % )
" . " e

First name / Sumame » All actions U Select
Demo Functional Skils L2 User Yes (35) =]
Demo Functional Skills L1 User No Select =]

- . individuals
Selectall Noi Click here to to message
. message users

With selected users.. +
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Activity Completion Report

The Activity Completion report gives you a view of all of the activities in a course site and which
learners have completed the activity.

Select the Activity completion report o .
from the Reports menu to access the Course administration
Activity completion report.

Course administration

Reports Competency breakdown
Activity report
Course participation

Activity completion

Statistics

You can filter the report by Groups using the Separate groups drop-down list. You can download the
report as a CSV file using the links at the bottom of the page.

Filter by group
or by first
name/surname

e ™ S ——
Separate groups | Company A- Branch1 % )

N, _/
First name n A'B CDIE|/F|G|/H I J KL M N OP QR S TUV WZXVY Z
Surname n A B/C D EF G H I JKLM NOQGPOQRSTUV W XY Z

[9)] % (2]

E 0 £
> O . c - > O HE -]
a_oc‘u; 8 3_0 '
c 2560w :c :c © nwvw
D 90833 L0 o0 0 <<
o0 000808068068 TD ;222
oo ooz o — o fAann
XZ2Z2Z20T 5O LODTGgRT G @ 1 ===
L—"_"_"_mﬂg(bOUmi)g ngmmmmm

0880 b=z codz8z2oa00
ooV I Aoy ¥V 2 LY = 00 0 0TT
2000 0T 28T H0T gB2EE
ey sl oSl sSL22 000

n uun
Og8B L gee L A8ReeE
V5000w 3dgFonondnamn 000
Em@@_o_oﬁkkd—cccmmw wn n wn
OZZ2EEce5552L820890880a0an
cEEE===888555888555L20°¢0
s oo LYo [CRRCINO] 000
Vooo00000002PP8=22000xxx
Uieddd o000 add o ic << <C NN L LUl
First name / Sumame Usermname Email address

®
| @
®

®
®
(]
1@
®
(]
®

1
4
)
4
)
4

(]
(-]
(-]
]
(-]
(]
®

-
L
-
A

Demo Functional Skills L1User  demouserfs1 demofs'@aspirationatraining

You can download
the report as a csv
file using the links

r'\
i)
=
]
ar
=
A
=
9]
Ty e

Ials]
(] ]

.,.
.

.

.
i
.
==
30
= oo
30
aln
£

Demo Functional Skills L2 User  demouserfs2 demofs2@aspirationtrai

[7
u
IL
u
7
u
[?
7
s
7
u
[?
s
7
s
7
s
7

ad in spreadsheet format (UTF-8 .csv)

Download in Excel-compatible format (.csv)

Statistics

From the Statistics report, you can generate graphs and tables of user activity for the course site.
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To access, click on Statistics from
the report menu:-

Course administration

Course administration

Reports

Competency breakdown
Activity report
Course participation

Activity completion

You can filter the graphs and charts to include only learners and set the period using the drop-down
list. Once you have selected your preferences, click View.

Select the activity view
you wish to see
(Learners, Teachers or

Select the time
period

Course |:/L2 Functional Skills Math ¢-\:l TG (e activity (views and posts) Learner . ) Tim_e | 1weeks 3-\\ View
h. ' type AN /  period vy
-last:
L2 Functional Skills Maths - All activity (views and posts) Learner
I Lcamer Views [l Leamer Posts
60
50
40
30
20
10
0
17 January 2022 8 January 2022 9 January 2022

Period ending (day)

19 January 2022

18 January 2022

17 January 2022

Learner Views

43

"

55

Learner Posts Logs
12 Course Logs
4 Course Logs

30 Course Logs
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