
Running Enrollment & Completion Report in NetLearning
This job aid will outline how to run a report to know the enrollment and / or completion 
of a course for specific team members. Access to features may vary depending on your 
privileges. If you are unable to run the report as outlined, send a request for access to 
LMS@virginia.edu.  

If people are on leave for any reason, it is not reflected in NetLearning. 

1. Access the NetLearning 
Administrative area
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Important Note: If you see the icon to the right, DO NOT CLICK IT!
You will rarely encounter this icon. But if you do and accidentally click it, contact LMS@virginia.edu

The sections of the menu highlighted by orange boxes are 
what this Job Aid covers.

mailto:LMS@virginia.edu
mailto:LMS@virginia.edu


Reports: Learner – Enrollments and Completions: Continued

The Reports area provides a wide selection of data.  A brief overview is provided below.  Instructions 
for the Enrollment & Completion report follows.

Reports: Learner 

▪ Transcript  – Report of an individual’s learner transcript (can be run for multiple learners in one 
report)

▪ Curriculum Assessment – Use when a curriculum has been assigned to a learner(s) and you wish to 
see completion progress on all learning in the curriculum

▪ Enrollments and Competitions – Shows who is enrolled in a learning event, when completion is due, 
when learners completed the event and who has not completed

▪ Recertification – Tracks courses/classes that are due on a cycle (2-year cycle)

Reports: eLearning

▪ Course & People Completions – Report of who completed and when they completed a module 
▪ Usage Detail – Shows the grade an individual received for an eLearning module, how many 

attempts were taken for the test, length of time in test, length of time in module and the date the 
test was completed

Reports: Test Reports

▪ Questions, Answers, and Results – Shows results by test question by giving the percent and number 
who selected the correct or incorrect responses to a question.

▪ Usage Detail – Shows the grade an individual received for an eLearning module, how many 
attempts were taken for the test, length of time in test, length of time in module and the date the 
test was completed
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Reports: Learner – Enrollments and Completions: Continued

1. Running the Enrollments and Completions 
Report is run with Ad Hoc (single class/course) 
selected.

2. Below are the 
recommended 
parameters for this report. 

6. Search for the course by 
title

3. What to select: 
- Dates: Define the dates when coursework was assigned and completed. Defining the dates will help the 

report run more quickly. 
- Include all selected learners: Will include everyone that you select to be on the report regardless of 

whether they have been enrolled or have complete any coursework. Leaving this unchecked will give you a 
shorter report that only includes the learners who have been enrolled or completed the coursework.  

5. Change the radio button 
to “All” if selecting 
individual courses/classes

7. Click the check box next 
to the course(s) you would 
like to add

If you do not Instructions continue on 
the next page 3

4. When selecting Ad Hoc, click here to expand the course 
search function.

8. Click on “Add to List”



Reports: Learner – Enrollments and Completions: Continued

1. Search for Learners

2. Check the 
boxes associated 
with learners to 
be included
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3. Click on “Add to List”

4. Click on “Run Report”

Example of the report you will receive:

5. Change format to PDF

• Shows the date a course 
was / is due. 

• The bullet (·) indicates it is 

not yet complete. 
• If there is only a date, it 

indicates the date the 
course was completed. 


