
 

 

How to use the LRS reports 
functionality 

 
 When you are in the learner record 
 

 Click on the “Reports” tab 

 Deselect all qualifications by unticking the box 
(circled)  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 Select the qualifications that you need to display 
on the report 

 

 

 Click the “View my report” button. 

 
 

 

 
 



 The PDF report will download – (check your 
downloads folder) 

 

 

 


