
Running Reports in VA LMS 
 

 
Effective Mon., July 14, a system update alters the steps for running reports in 
the VA Learning Management System (VA LMS).  
 

 
 
 
VA LMS currently allows you to use the “Run Report” button to run a job 
immediately from the LMS reports window — you click the “Run Report” button 
and wait for the report to open or to be available for download. Effective Mon., 
July 14, this function will no longer be available; therefore, the “Run Report” 
button is being removed. Instead, you will use the “Schedule Job” button; this 
enhancement allows reports to run more quickly. 
 
You can still run jobs immediately; however, you will no longer have to wait for 
the report to open, but will receive an e-mail message when the report is ready 
for you to retrieve. The number of Administrators running reports affects the 
amount of time it takes the system to complete your report.  You will receive the 
e-mail notification when your report is ready for pick-up.   
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Click the “Schedule Job” button and follow the steps below to run your report. 
 
 
 

 

You will see the default is to run the 
job immediately, if allowable. This 
option is recommended and 
preferred by most Administrators.  

Make a note in this description box 
so that it will be easier to locate the 
finished report. 

Enter your e-mail address.  

The final step is to click the  
finish button! 

 
Note:  The yellow circle shows the option to check a box to have the report e-

mailed directly to you. When using this feature, please note that reports 
over 3 MB are too large to be e-mailed to you, and most VISN-level 
reports are more than 3 MB in size.  Unfortunately, our VA e-mail system 
blocks attachments greater than 3 MB.  

 
Guidelines for this “e-mail the report” function will be provided on the 
following LMS calls: 

• LMS National Call, Thursday, July 17 
• National Item Manager Call,  Thursday, July 24  
• National Domain Manager,  Monday, July 14 
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After the report is run, you will be notified in an e-mail that you can go to the 
Background Report Jobs Link under the System Admin menu for Reports. Find 
your completed report, save it to your desktop by pressing “Download,” and then 
open it.  
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