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Personal Training Reports 
Objectives 

By the end of this tutorial, you should be able to do the following: 

• Access and use the Reports tool provided by the VA LMS 
Click here to view online tutorial 

 

Table of Contents 
Place cursor over the task or step and Ctrl + click the task or step to jump directly to it. 

 
Personal Training Reports................................................................................................... 1 

Objectives ................................................................................................................... 1 
Table of Contents............................................................................................................ 1 
Personal Training Reports............................................................................................... 2 

Step 1- Click the Reports link in the Main Menu ....................................................... 2 
Step 2- Click the desired report link ........................................................................... 3 
Step 3- Enter desired report settings ........................................................................... 4 
Step 4- Click the Run Report button........................................................................... 6 
Step 5- Print or Save the file as desired ...................................................................... 8 
Step 6- Click Close [X] button to close the report window...................................... 10 
Step 7- Click the Back to Browse Reports link ........................................................ 11 

Personal Training Reports Step by Step Guide................................................................. 13 
Resource Information................................................................................................ 14 

 

May 2008 v1.0  Page 1 of 14 
Prepared by VALU IT NT&EO and EES 

http://www.lms.va.gov/�
http://www.insidelms.va.gov/wbt/003-ManageYourPersonalAccount/UserReport-HowTo.htm


VA LMS Web-Based Tutorial Support Material – Process Reference 

 

 Personal Training Reports 

Step 1- Click the Reports link in the Main Menu 

 
VA LMS users should be familiar with the personal training Reports feature available in 
the VA LMS. 

The VA LMS can help you generate personal training reports through the Reports link in 
the Main Menu.  Click this link to go to the Reports screen. 
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Step 2- Click the desired report link 

 
The Reports screen shows a list of available personal reports. 

Depending on the report selected, various options are displayed. 

For our tutorial, click the Learning History report link. 
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Step 3- Enter desired report settings 

 
This next screen allows users to customize and specify their desired report layout options. 

Mr. LMSUSER types “IDP Planning” in the Report header field. 

He decides it would also be good to indicate the year in the Footer field.  Here he types in 
“FY08”. 

He leaves the default Browser option selected, but changes the Report format to be PDF 
for ease in printing the report. 
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Using the Calendar Picker tool, Mr. LMSUSER sets the Completed Date From field to 
“September 30, 2006” … 
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Step 4- Click the Run Report button 

 
…and sets the ending date using the Completed Date To: field by typing “09/30/2007”. 

He sets the Report Type to Detail and leaves the default Include setting. 

Next, he changes the Print Comments option to Yes. 

Finally, he leaves the Sort Items option set to sort by Completion Date. 

  Note:  When you are ready to run your own training reports, you will choose the 
criteria you want by selecting the appropriate checkboxes or radio buttons and filling in 
the desired data fields. 

Remember that the On-Screen Help tool is available.  By clicking on this tool, you can 
learn more about the different fields and options to help you determine the correct 
selections for the report you desire. 

When you have selected all the criteria you want for your report, click the Run Report 
button. 
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A Creating Report screen briefly appears. 
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Step 5- Print or Save the file as desired 

 
Next, the report appears with the name of the report in the top left-hand corner. 

Depending on the selected format, the report can be printed by clicking File, selecting 
Print, and clicking the Print or OK button. 

To print the report in a PDF format, click the printer icon in the PDF toolbar. 
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To confirm you want to print the PDF, click the OK button. 
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Step 6- Click Close [X] button to close the report window 

 
Once the report finishes printing, close the window. 
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Step 7- Click the Back to Browse Reports link 

 

   The VA LMS window still shows the Run User Reports screen.  To clear the 
settings for this report, click the Reset button. 

To return to the Reports menu and select another report, select the Back to Browse 
Reports link located just below the Reports title. 
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To return to the VA LMS homepage, select the Personal link in the blue Main Menu. 
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The VA LMS provides users with a variety of tools and resources to manage their 
personal VA LMS user account and records. 

Whether updating your profile, printing completion certificates or obtaining reports for 
your own records or for sharing with others, the VA LMS is a helpful way to manage 
your training needs and training records online. 

So why wait?  Go ahead and get started by updating your user profile today! 
This completes the task. 

 

Personal Training Reports Step by Step Guide 
1. Click the Reports link in the Main Menu 
2. Click the desired report link 
3. Enter desired report settings 
4. Click the Run Report button 
5. Print or Save the file as desired 
6. Click Close [X] button to close the report window 
7. Click the Back to Browse Reports link 

This completes the task. 
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Resource Information 
• The web-based demonstration of the process can be found at the following web address: 

http://www.insidelms.va.gov/wbt/003-ManageYourPersonalAccount/UserReport-
HowTo.htm          

• To access additional VA LMS training resources, please visit 
http://www.insidelms.va.gov/userRoles/vaLMS-user-notebook/vaLMS-notebook-
user.shtm 

• The InsideLMS website provides up-to-date information, resources and tools for all VA 
LMS users at http://www.insidelms.va.gov. 

Please send questions, comments, or requests for additional information regarding this 
training to the VALU_LMSTrainingGroup@va.gov.  (VALU_LMSTrainingGroup@va.gov)  
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