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Getting to Know Cornerstone  
The Cornerstone Learning Management System  is a system that offers many 
tools to better manage our users in the BJC environment .  This also means that 

there are more parts to learn.   One of the benefits of this new software is that we 
have more levels of security  which means we can better manage the data.  You 

wil l find this new system to be friendlier and offer more robust features such as 
reporting, certifications, etc. that you will find helpful in your role as managers and 
administrators.  

 
 

Overview of LMS  
Purpose of this LMS is to not only provide training to users but to help users find 

the right type of training .  Not only is it important to provide the training but to 
be able to easily track the training completed by users and maintain a level of 

security in doing so.  Cornerstone OnDemand provides us with t hese tools.  
 

BJC Organizational Units  

In order to manage BJC users we are organized into OUs  or organizational units .   
These OUs  make it easier to match our users to the proper Learning Objects.  
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New LMS Terminology  
In order better understand this new system you need to know some of the 
terminology this system uses.  Remember scrolling is very important in this 

system.  
 

PATHLORE  CORNERSTONE  

Course  Event  

Transcript  Transcript  

Enroll  Request  

Development Plan  Your Assigned Training  

Curriculum  Curriculum  

Groups  Groups  

 

New Cornerstone Features and Terms  

New Tool or Term  Description  

Learning Objects  An object that is used for training a user including an 

instructor led training class, external training class, on - line 
class, podcast, documenta tion, etc  

Widgets  Boxes on the home page that show your Assigned Training, 
Training in Progress and Your Upcoming Sessions.  These 

contain links to the details of the Learning Object.  

Search ï Advanced 

Search for users  

Search box ï upper right corner of every screen.  Provides 

users a quick way to find a Learning Object.  

Organizational Units  Units created to categorize and manage our users  

Groups  Custom Organizational Units  

Resource Library  A document and info storage bank that is used to store 

materia ls for upcoming classes, links to interesting 
websites, Ask the Expert folders to post questions and hold 

discussions about specific topics.  

ILT Tab  Instructor Led Training Events and Sessions  

Reports  A series of reports are now available for anyone with  
subordinates as well as those with ILT Admin rights.  
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User Experience  
Welcome to BJCôs new Learning Management System called Cornerstone 
OnDemand .  This new environment replaces the Pathlore  system.  This new 

system provides our users with a friendly en vironment to better manage their 
training needs.  

 
Every user in the BJC system will see the same type of welcome screen. To access 
the Cornerstone system you will need to follow the same steps you did to get to 

Pathlore.  During the first 
few months you will see an 

interim screen before the 
login screen that will ask you 

to click on the HSO or 
hospital you work from.  
That is because the 

Cornerstone LMS system is being rolled out to our organization in stages so that we 
can provide better customer service  to our users.   

Simply click on the HSO  where you work to access the sign on screen.  
 

Home Tab/Welcome Page  
The home page is what you see when you first enter the Cornerstone system.   

Use this page to:  
¶ Find access to training or your transcript  
¶ Search, re quest or launch training  

 
 

 

Use your 

Remedy ID or 
My Time ID  

Search box  

Tab s 

Developmen t  
Plan  

On - line 
Training in 
Progress  

Registered 
Classes  
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Learning Tab ï Your Transcript  
Your transcript  will automatically display when you click on the Learning tab.  Your 

transcript (Development Plan) shows:  
¶ Assigned Training  
¶ Completed Training  

¶ In -Progress Training  
¶ Register ed Training  

 
 

 

 

Note !  
Remember to scroll down to see all transcript items.  You may have more than one page 
to view as well.  

Transcript Options List  

The far right hand column called Options allows you to control the training object.  
The options disp layed are You can:  

¶ Manage  (Starts a curriculum)  
¶ Withdraw  (allows you to withdrawal from a session)  
¶ Select Session  (allows you to pick a specific session date and time)  

¶ Register  (allows you to pick a specific session)  
 

 

Task ï Viewing a Learning Object Deta ils  

1.  Click on the name of the object  to see the details  

2.  Use the BACK  button to view your transcript again  

Transcript  

Options  



 

Page 7 of 25   7/9/2009  

Searching for Training (Learning Object)  
You can easily search for any type of training by using 
the Search  box in the upper right hand corner of any  

Cornerstone screen.  You can also use the Browse for 
Training link  located under the Learning Tab  to browse for specific training types 
and dates.  

  

Quick Searching  

The Quick Search  box is located at the upper right hand corner.  When you type a 
keyword, this search box will open a new screen that will display the results of your 

search.   Scroll to the bottom of the screen to view all search results.  
 

Task ï Quick Searching  

1.  Type a keyword  to search by (example Excel Basic).  

2.  Press ENTER .  

 

Advanced Searchin g  

If you want to be more specific when you search, you can use the field boxes to 

type keyword searches by Subject, Provider, Competency, Location, Locator 
Number, Instructor, etc.  
 

 

  
 

 

 

 

Click on the learning 
object to automatically 
search for just that 

object.  

Type a keyword in 

the field to search for 
specific training.  

Result of search 

sho w here.  
Scroll to see all.  
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Browse for Training  

You can also 
search for 
training within 

your transcript.   
 

Simply click on 
the Browse for 
Training link  on 

the Learning tab .  
You can search 

by type or  date.  
 

Task ï Browsing for Training  

1.  Click on Learning  tab.  

2.  Click on Browse for Training .  

3.  Click on a training subject  or click on a date  to n arrow your search.  

4.  Select a Learning Object  from the list of results.  

  

Resource Library  

The Resource Library Tab contains folders that are used to store materials such as 
manuals, PDFs, and documents for classes, and a discussion forum to ask computer 
qu estions.  

 

Posting a 

Question  

You can post a 
question to a 

particular 
folder.  You can 
also attach a 

document to 
the question or 

discussion.  
 

Task ï Posting a Question to a Folder  

1.  Click on the Resource Library  tab  
2.  Click on the Ask New Question  link.  

3.  Type the question and choose the topic.  
4.  Click on Submit . 

 

Search by Type  

Search by Date  

Post a Question  
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Common Questions  
 

HOW DO Ié HEREôS HOWé 

View my Active 
Transcript  

1.  Click on the Learning tab  or click on the Development Plan  building.  

 
Quickly Search for a 

Class by keyword  

1.  Type the keyword in the Se arch box  found in the upper right hand corner  
2.  Press Enter  on your keyboard to see a search results screen.  

3.  Notice the Learning Object names (Training names) are underlined.  These 
are links  to the session info (class info).   

Search for a class  
by locat ion, type, etc  

1.  Click on the Learning tab  to view your transcript  
2.  Click on the sub - tab ñBrowse for Trainingò 
3.  Search for a class by type, by date or use the Advanced Search link.  

 

Enroll in a Class  

1.  Search for the training  you wish to request (enroll)  

2.  When y ou see the name of the class on the bottom of the search scre en 
(scroll down ) click on the Name . 

3.  Review your session choices and click on the Request  link to enroll.  

 
 

Start on On - line course  

1.  Follow  the steps to search for the on - line course  if it is not in your 
transcript.  

2.  Make sure you turn off pop up blocker .  (see how to on this page)  
3.  If you see the on - line course in your transcript, click on Activate  to start.  
4.  Click on Launch .  

Note: you might need to launch the course a 2nd time if it doesnôt react. 

Print my transcript  1.  Click on the Learning tab  to view your transcript  

2.  Click on the Action  (Globe) button  and select Print your Transcript .  

 

Archive an old object  

1.  Click on the Learning tab  to view your transcript.   

2.  Select an learning object that is comple ted by clicking on the name link . 
3.  Click on Add to Transcript Archive button .  
4.  Click on Yes  to verify.  

 
Check my score on an 

on - line course  

1.  Find the course  you want to check the score . 
2.  Select the course by clicking on the Name  link . 
3.  Click on the details ico n for the course to see the score and # of attempts . 
4.  Use the Back  button or click on the Learning tab to see your transcript.  

Notify my boss  
if a class  

has to be approved  

Å Your manager will need to approve your training by viewing your request 
under the My Team  tab (only available to managers).  

How do I turn Off  
Pop Up Blocker?  

1.  Choose Tools + Pop Up Blocker + Turn Off Pop Up Blocker .  

 
Withdraw from a Class  

1.  Click on  the Learning tab  to view your transcript.  
2.  Find the Session  you want to withdraw.  
3.  Click o n the Withdraw  link.  
4.  Select a reason for withdraw and press Submit .  

Problems logging in?  Call the Help Desk at 362 - 4700  

Problems with running 
curriculums  

Call the Help Desk at 362 - 4700  

Questions requesting  
or withdrawing from a 
BJC Learning Institute 

class  

Call Lois Currie at 362 - 0983.  
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Basic ILT Admin Role  
Your role in this system is to control aspects of Instructor Led Training .  In the 
Cornerstone system, Events  are instructor - led training courses that contain general 

information about the course,  such as the description, the objectives, the vendor, 
and the subjects.  Events can be held at different times and locations by different 

instructors .  Therefore t hese scheduled instances of an event are referred to as 
Sessions .  
 

As an Basic ILT Admin or ILT Instructor you will see the following tabs:  

  
 

Note !  

Each HSO has an HSO Admin  that will create the needed events within the Cornerstone 
system.  Within the HSO are Data Entry ILT Admin  and ILT Instructors  that will 
manage the sessions and rosters fo r an event.   

 

Vendor and Instructors  
Before you can set up a new session, you need to make sure that there are 

Instructors set up in the 
Cornerstone system for your 
session.  Under the ILT tab there is 

a sub - tab called Vendors and 
Instructors .  You wil l find the list 

of Instructors for your HSO under 
the list of Vendors.  If the 
instructor is not listed under your 

HSO, then you will need to add 
them as an instructor.  

 
 
 

 
 

 

Task ï Setting up a New Instructor for your Location  

1.  Click on ILT  tab.  

2.  Click on Vendors and Instructors  sub - tab.  

3.  Find your location in the list and click on the I nstructorôs Link.  

4.  Type the last name of the instructor and click on Search .  

5.  Click on Add New Instructor  link.  

6.  Important : Do NOT type name of instructor  ï click on Pop up icon  to 

select from a list.  

7.  Type the name  and click on Search .  

8.  Click the name to add it to the form.  

9.  Click on Submit .  
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Facilities and Resources  
The Cornerstone System also has a 

list of facilities by location.  Before 
you can create a session you will 
need to check if the facility you want 

to use is listed under your HSO.  You 
can check this by clicking on the 

sub - tab called Facilities and 
Resources under the ILT tab.   
 

You can add a new facility to make 
available but remember you cannot 

delete a facility, just inactivate it.  
 
 

 

Task ï Adding a New Facility  

1.  Click on the ILT tab.  

2.  Click on Facilities and Resources  sub - tab.  

3.  Search for your HSO  or location and click on the + to expand the list.  

4.  Click on Add Facility .  

5.  Fill out the details of the new facility.  

6.  Click on Save .  
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Managing Events and Sessions  
The Managing Events  and Sessions  sub - tab allows you to find events and create 
sessions for them.   You can also check waitlists, except requests and track down 

users that are 
interested in 
events that 

have sessi ons 
scheduled.  

 
Only HSO 
Admins can 

create events, 
please contact 

them if a new 
event needs to 
be created.  

 
 

 
 
 

 
1.  Waitlists ééééééé  provides a list of waitlisted users  

Exception Requests  provides a list of users that are requesting  

                                    session enrollment.  

Interest Tracking  opens a s earch screen to find users that  

                                    express  interest in an event  

2.  Search for an Event  .... allows you to search for a particular event  

3.  View Sessions   ....... opens a list of sess ions available for the event  

 
 

 

Searching for an Particular Event and Viewing itôs Sessions 
In order create and edit sessions, you need to find the event  itself.  Under the ILT 
tabôs Manage Event & Sessions screen  you will find a search screen for events.  

Click on the Search button with no criteria entered if you want a list of all events 
available.  Otherwise type keywords for event name, subject, vendor or locator 
number to find an exact event.  

 

Task ï Searching for an Existing Event and View itôs Sessions 

1.  Click on the ILT  tab.  

2.  Type a keyword  in one of the Event. search criteria boxes  

3.  Click on the Search  button.  

4.  The results of the search will show below.  

5.  Click on the eventôs View Sessions  button .  

1 

2 

3 
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Viewing  Session Details  

It is helpful to think of Sessions as scheduled instances of instructor - led 
training courses  or individual occurrences of Events.   Sessions hold more specific 
data, including the times, locations, i nstructors, and resources for a specific course 

instance.   Depending on your ILT Admin security role, you might be able to only 
view existing sessions or create new ones.  

 
 
1.  Search  ..........................  view sessions that are Tentative, Approved, 

Completed or Canceled  -  or -  search by Session 
Number or Locator #  

2.  Create New Session  ......  use to create a session  
3.  Edit Session    .............  to make changes to an existing session  

4.  Copy    ........................  to create a copy of a session  

5.  View Roster   .............  to view and manage a roster  

6.  Details   ......................  to vie w session details  

7.  Cancel   ......................  to cancel a session   (will send an e -mail to user if 

activated)  
 

 

1 

4 

7 

3 
5 

6 

2 

1 

https://help.cyberu.com/help/Csod_7/ILT/ILT_Sessions/Create_Session_Schedule.htm
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Creating and Editing a Session  

Notice you will see 5 sections  to edit in  order to complete your new session.  Donôt 
be overwhelmed.  This system allows you to save a great amount of detail for each 
session which will come in handy when itôs time to run a report.   

To save time entering new sessions, you can also copy an existi ng session.   Then 
you will only need to change the info under the Schedule and Availability tabs.  

 

Note !  Verify that you have an instructor and location set up in the system before you begin.   

 

Task ï Creating a New Session by Copying  

1.  Go to  ILT  tab.  

2.  Search for an existing Event.  

3.  Click  View Sessions icon.  

4.  Click Copy  icon .  

 
5.  Click on the Edit  button to change date, time and location.  

6.  Enter  Start Date and  Time  and  End Date  and  Time .  

7.  Click on  the  Location to change the location .  

8.  Click on the Instructor  link to change the instructor .  

9.  Click  on  Save Part.  

10.  Click on Next to make changes to Details screen.  

or  

11.  Click on  Availability tab to change the Session Availability . 

a.  Select the Availability Selection Criteria  using the drop -down menu.  

b.  Click to select a specific Organizational Unit.   

 
i.  Use the Pop Up icon  to choose a specific OU.  

ii.  Click on Done .  

12. Click on Save to finish copied Session .  

 

Click here to simply change 

the date only and then click 

on Apply.  

Click here to chang e the 

date, time and location.  
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Managing a Sessionôs Roster 
Rosters  are used to manage and track session attendance  and completion 
information about a particular session.  You can only manage the roster for the 

sessions that you are listed as the instructor.    
 

Viewing a Sessionôs Roster 

When the roster  opens, notice the details are displayed first and then the list of 
users registered for the class.  You can also adjust the information displayed on the 

roster by turning on:  
¶ Show Session -Related Details  

¶ Expand All History  
¶ Show Withdrawn/Deleted Users  

 

 
 
1.  Print  or Export  your Roster  ..  to produce a concise printed list   

2.  Session Status   ..................  changes to ñMark Complete when past date 
3.  Manage Waitlist  .................  shows if class is filled and someone is waitlisted  
4.  Roster Details  ....................  a detailed list of each user enrolled in the session  

5.  Update A ttendance  ............  shows when class is over  
6.  Expand All History  .............  shows Action History for each userôs enrollment 

 
 
 

Task ï Viewing a Sessionôs Roster 

1.  Search for the Event .  

2.  Click on the Eventôs View Sessions button  .   

3.  Click on the Sessionôs View Roster button  

Appears when class is over.  
Click here if you updated the 
attendance and want to 

finalize the roster so it will 
appear complete in the use rôs 
transcripts.  

Click here to mark attendance 
and record any scores if 
necessary.  

1 

2 

3 

4  

5  

6 
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Marking Attendance on a Specific Roster  

Before you can finalize a roster, you will need to update the attendance.  The 
Update Attendance and Scoring link  will open a screen  that allows you to mark 
attendance and even record a score if applicable.  

 
 

 
 
 

 
 

 
 

Task ï Updating your Attendance  

1.  Search for the Event .  

2.  Click on the View Session s  button.  

3.  Find the session and click on the View Roster  button.  

4.  Click on the Update Attendance and Scoring  link.  

5.  Mark  the userôs attendance .   

6.  Click on Update  or Update and Submit  if you need to finalize it.  

 

Removing a User from a Roster  

You can only rem ove a user from a roster if you control that roster.  When you are 

viewing a particular sessionôs roster, you 
can also turn on ñShow 

Withdrawn/Deleted Usersò to filter the 
roster list.   

When you withdraw  a user from the 
roster you must choose a reason  fo r the 
withdrawal and then submit the request.   

 
Remember that this is NOT  reversible.  The user will be charged any applicable 

withdrawal penalties automatically.  
 

Task ï Withdraw an Attendee from a Roster  

1.  Search for the Event .  

2.  Click on the View Sessions  button.  

3.  Click on the View Roster  button.  

4.  Scroll down the list to find the user you wish to withdrawal.  

5.  Click on Withdraw User .  

a.  Select a reason from the drop down l ist.  

6.  Click on Submit .  

Note !  
Withdrawing a user from the roster is not reversible.  The user will either need to reenroll, 
the manager will need to reassign or you will need to proxy enroll the user.  

Make sure you mark the 
attendance or the person will 
be marked as a No Show.  

You must choose 

a reason from the 
list before you 

Submit.  
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Managing a Sessionôs Waitlist for a Particular Roster 

When viewing the roster, if your session reaches the maximum registration , you will 
see the Manage Waitlist  link.  Depending on your security role in the system, you 
can either simply view the waitlist or edit it.  Notice that you can print the waitlist or 

export it into Excel.  
 

Task ï Viewing Waitlist Options  

1.  Search for the Event .  

2.  Click on the View Sessions  button.  

3.  Click on the View Roster  button.  

4.  Click on Manage Wa itlist  button.  

5.  Click on a response  (Depending on your security role).  

 
6.  Click on Done .  

Finalizing a Roster  

Once the attendance has been updated, you will need to click on the Mark 

Complete  link to submit the final session report.    The Cornerstone system will 
confirm that you want to submit the final roster.   

 
Cornerstone will remind that your roster submission is being processed.  At any 
time, you can make a change to the roster and click on Mark Complete  to update 

the userôs transcripts.  Generally, this Cornerstone will take approximately 15 
minutes to update the system with the transcript information.  

 

Note !  
In order for the completion of this session to show up on an employeeôs 

transcript, you will need to click ñSubmit Final Session Reportò. 

 

Task ï Marking a Roster Complete  

1.  Search for the Event .  

2.  Click on the View Sessions  button.   

3.  Click on the View Roster  button.  

4.  Click on Mark Complete  link.  
 

 
 

5.  Click Ye s  when you see the Confirmation message.  

6.  Click on OK .  
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Adding Users to Event Sessions (called Proxy Enrollment)  
You can easily remove someone that has enrolled in a session that you created.  
But if you need to add one or more users to the roster, you will need to do this in 

Proxy Enrollment .   

What is Proxy Enrollment?  

The feature allows you to assign, pre -approve and enroll one or more users to a 
roster.  You will find this feature under a separate tab called Admin . 
 

 
1.  Proxy Enrollment  ........  use to create a new Proxy Enrollment  
2.  Search  box  ...................  use to search for existing Proxy Enrollment   

3.  View Details  ................  view the details of the Proxy enrollment  
4.  Progress Pie chart   ......  creates a report detailing enrolled users  

 
 

Searching for an Existing Proxy Enrollment  

If you need to see  the details of an existing Proxy Enrollment  you set up, you 
will need to find the enrollment first.  Search by keyword or request date to view a 

list of current proxy enrollments.  
 

Task ï Searching for an Existing Proxy Enrollment  

1.  Click on the Admin  tab.  

2.  Click on the Proxy Enrollment Subtab.  

3.  In the keyword search box, type part of the Eventôs name that you 

created a Proxy Enrollment.  

4.  Select a request date .  

5.  Click on the Search  button.  

1 

2 

3 

4 
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Creating a New Proxy Enrollment  

Whether you need to enter one or multipl e users into the session roster you  will need to 
create a new Proxy Enrollment.  

Proxy Enroll Individuals  

  Note !  

 Proxy Enrollments cannot be deleted.  Make sure you have all the names you will be 
adding to the enrollment before you begin.  If you forget to add someone you will need to 
set up another proxy enrollment.  

  

Task ïCreating a New Proxy Enrollment for Individuals  

1.  Click on Admin  tab.  

2.  Click Proxy Enrollment  link.  

3.  Search  for a learning object.  

4.  Click Add  to select  the learning object or click Expand  for an Eventôs 

session.   

Note : if event is added, the user can  select a session from their transcript.  

5.  Under Proxy Enrollment Optionsé 

6.  Select  Type: Standard.  

7.  Select  Schedule.  

8.  Select Status :  

a.  Assign training -  Item still needs Approval   

b.  Assign &  Approve training -  Item is not registered  

c.  Assign, Approve  &  Enroll employees directl y into training 

and Add to Transcript (Completed) ï marked completed in the 

userôs transcript.  

Note  -  this option available for sessions with a date prior to 

current date.  

9.  Click  Nexté 

10.  Under Availability Optionsé 

11.  Choose Availability Selection Criteria  usi ng the 

drop -down menu.  

Note  : Select Users if you want a list of individuals  

Click on the pop - up icon  to select a specific user .  

12.  Search for the user by Name.  

13.  Click  Add  to add the Organizational Unit or user.  

14.  Click Done .  

15.  Click Next é 

16.  Under Proxy Email Optionsé 

17.  Select No Emails  or  Ad - Hoc Email.  

18.  Click Nexté 

19.  Under Confirmé 

20.  Confirm  proxy enrollment details by checking to 

make sure you enrolled the right users.  

Note : Check yo ur list of users, if you miss someone 

and you submit the proxy enrollment, you will need 

to create a new proxy enrollment.  

21.  Click Submit .   
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Note !  
If you add more users to the Proxy Enrollment than there are seats available, Cornerstone 
will automatically i ncrease the maximum number of seats for you.  

 

Proxy Enroll a Group  

Task ïCreating a New Proxy Enrollment for Groups  

1.  Click on Admin  tab.  

2.  Click Proxy Enrollment  link.  

3.  Search  for a learning object.  

4.  Click Add  to select  the learning object or click Expand  for an Eventôs 

session.   

Note : if event is added, the user can  select a session  from their transcript.  

5.  Under Proxy Enrollment Optionsé 

6.  Select  Type: Standard.  

7.  Select  Schedule.  

8.  Select Status :  

a.  Assign training -  Item still needs Approval   

b.  Assign &  Approve training -  Item is not registered  

c.  Assign, Approve  &  Enroll employees directly into  training 

and Add to Transcript (Completed) ï marked completed in the 

userôs transcript.  

Note  -  this option available for sessions with a date prior to 

current date.  

9.  Click  Nexté 

10.  Under Availability Optionsé 

11.  Choose Availability Selection Criteria  using the drop -down menu.  

12.  Click on the pop - up icon  to select a specific OU.  

13.  Click  Add  to add the Organizational Unit or group.  

14.  Click Done .  

15.  Click Next é 

16.  Under Proxy Email Option sé 

17.  Select No Emails  or  Ad - Hoc 

Email.  

18.  Click Nexté 

19.  Under Confirmé 

20.  Confirm  proxy enrollment 

details by checking to make 

sure you enrolled the right 

users.  

Note : Check your list of users, if you miss someone and you submit the 

proxy enrollment, you will need t o create a new proxy enrollment.  

21.  Click  Submit .   

 

Note !  

If you set up a Standard proxy to a group, then you can deselect individual users before 
you submit.  If you set up a Dynamic proxy to a group, you cannot exclude any users 
from the group.  
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Viewing Proxy Enrollment Progress Pie Charts  

Once your proxy enrollment is finished and processed, you can check the progress of the 

enrollment before the session happens.  The Proxy Enrollment Progress Pie Chart  gives 

you an excellent summary of how your enrollme nt is going.  

 
 

Task ï Viewing Proxy Enrollment Progress Pie Charts  

1.  Click on Admin  tab.  

2.  Search  for the Proxy Enrollment by name or date.  

3.  Click on Search .  

4.  Click on the specific proxyôs Progress Pie Chart  link.   
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Running IL T Reports  
The ILT Admin can r un a variety of reports to track the status of the sessions they 
created.   

 
 
 

 
 

 
 
 

 
 

 
 
 

 
 

 
 
 

Report  Description  

Enrollment Summary  Displays summary information for Instructor Led 
sessions  

Instructor Calendar  View ILT Events for Instructors by week.  Yo u can 
filter the report by ILT Event or Instructor Name but 

you must have a Vendor.  

Interest Tracking  Views events which users have expressed interest 

in.  

No - Show  Displays session where one or more students did 

not attend the required number of parts.  A llows 
you to view a detailed list of no -show employees.  

Request Status Summary  Displays a summary list of requested training.  

Session Cancellation  Displays a list of canceled sessions, including the 
reason for cancellation.  

Session Cost  Displays cost as sociated with each session.  

Session Withdrawal  Displays a list of employees who registered for 

sessions and later withdrew their registration, 
including the reason for withdrawal.  
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Running an ILT Enrollment Report  

When you need a report summarizing how enrollment is going including how many 

users registered, how many withdrew, how many are waitlisted, etc. run the 
Enrollment Report .  Before you run the report, you will need to select date and 

advanced filters.  Then you will need to choose how you wa nt to output the report : 
print  or export . 
 

 
 

Task ï Running an ILT Enrollment Report  

1.  Click on Report  tab.  

2.  Click on ILT  sub - tab.  

3.  Click on ILT Enrollment Report .  

4.  Select the date  and Advanced Filters  you need.  

5.  Select Printable Version , Export to Excel  or Ex port to Text .  
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Running an ILT Calendar Report  

When you need to see a list of Instructors classes by week, use the ILT Calendar.  
You can filter by vendor or by event, instructor, and even session status.  
  

 

Task ï Running a Session Withdrawal Report  

1.  Click on Report  tab.  

2.  Click on ILT  sub - tab.  

3.  Click on ILT Calendar  Report .  

4.  Select the Vendor , ILT Event  and Advanced Filters  you need.  

5.  Click on Search .  

 


