Sending a Report by Email

Send a report to your colleagues' or employees' emails to show learners' progress on a course or provide information on training attendance.

1. Run areport, click and select Send by Email.
The report will be sent in its present condition: with currently set filters, columns, and sorting.
&« Learner Results
= Add Filter 2, User: Nick Moore [2) Enroliment type: All ~ [E) Learning ltem Name: All ~ A Export v [n] ®

[ Start Date: Last 90 days B3 Send by Email

Trained Passed Failed In Progress Not Started Overdue
60.0% 3 0 0 2 0
Courses: 5 ( Learner's Enroliment History
Learning item Name 4, Type Start Date Completion Date Due Date Time Spent Status
Onboarding Course 4/14/2021 4/14/2021 - 00:00:13 Complete
Seminar Training 4/14/2021 4/30/2021 - 00:00:00 Attended
Course for sales Course 4/14/2021 4/14/2021 - 00:00:02 Complete

2. In the Send by Email window, specify the email subject and recipients. Next, click Send.
You can select a user assigned to any role as a recipient. Department Administrator, Publisher, and a user with a custom role enabled to view
reports can add recipients from the departments they managed and their subsidiary departments.

Send by Email

Subject: Course Progress
course-summary-20200805-91.xlsx

enter the us

Recipients: Q Pl

Julie Gibson Mark Spencer

Cancel


http://www.ispringsolutions.com/docs/display/ispringlearn/Custom+Roles

3. The email with the attached report will be delivered to recipients. They will be able to download the report and save it on their computers.
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Course Progress

Hellol Nick Moore (nikkimoore279@gmail.com) sent you the report
"Course Progress™ which is attached to this email. To view the report,
save it to your computer.
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