
Running Custom Incomplete Reports in AgLearn  
  

This document is intended to provide an administrator the required steps to run a 
custom Incomplete Report in AgLearn.  This job aid utilized the Item Completion Report 
as an example.  Additional Complete/Incomplete Reports may be available depending 
on current mandated training initiatives.  
  

1.  Click on the Reports menu option.  

  
  

2.  Select Custom Reports from the left menu.  
  

  
  



3.  Enter a key word in the Report Name or Description; or click Search for the full 
list of custom reports.  

  
  
  
  
  
  
  

4.  You will receive the results of your search; click the Icon next to the report you 
wish to run.  (Item Completion Report or Item Incomplete Report) 
 
Note: To see all reports, change the “records per page” to “all”, or click next until 
you locate your report. 
 
  
  
  
  
 
 
 
 
 
 
 
 
 
 
 
 
 



5.  Enter the appropriate information and select your Report Destination and 
Report Format.  Then click on the Filter to select your domain(s).  
 
Note: Browser allows you to view the report, Local File allow you to save the 
report.  
XML & HTML saves in web/internet format 
CSV saves in Excel format 
PDF saves in Adobe format  
  
  
  
  
  
  
  
  
  
  
  



6.  Enter the specific domain name in the Domain ID box (ARS), or enter search 
parameters and click Search.  
 
Note: The diagram example is for domain within OCIO, enter ARS to pull reports 
for ARS.  ARS domains are broken down by area, therefore, you can enter: ARS-
NPA, ARS-PWA, ARS-HQ, etc. 
 

  
  

 
  



 
7.  Select all of the individual domains / sub-domains you wish to add to the report by 

checking the options on the right hand side and click Add to Filter.   
    2. Click the Add to Filter button.  

 
NOTE: To select your sub domain only for the report:  
 1. Select the appropriate “Top Level Only” and “Include Sub Domains” check 
boxes for your sub domain.  
 

  
 

  

 
  



8.  You will see all of the domains / sub-domains you added in the previous step.  Click 
on Submit Filter.  
  

 
  
  
  
  
  
  
  
  
  
  
  
  
  
  



9. You will be brought back to the report page; select the Filter next to the Item field. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

10. In the Item ID field, enter ARS-ADODR-01, click Search. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

11. Select the check box, then click the submit selection button.  The next screen 
confirms your selection, click the submit filter button. 
 
 
 
 
 
 
 
 
 
 
 
 
 



12. You will be brought back to the report page.  Review your selections, make changes 
as needed. 
 
Note:  The Mask User ID check box can be unchecked to show user ID in the report.  
The Domain and Item fields will show the number of each selected.  You can  select 
a completion status by clicking the icon, and you can narrow your search by enter 
specific dates. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

9.  When you are satisfied with the options and criteria you have selected, click Run 
Report.  Note:  If you plan on opening or copying this report into Excel, make sure 
you select CSV as your Report Format.  
  
 
 
 
 
 
 
 
 
 
 
  



10.  You will receive a message asking you to Please wait while your report is created.  It 
is important NOT to close this window while the report is running.  
  

 
  
  
  
  
  
  
  
  
  
  

11.  Your last steps are dependent upon the Report Destination and Report Format you 
selected in Step 5 or 9.  If you selected CSV and Local file as your output, you must 
save the report before opening it in Excel. 
  
 
 

  



 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Note:  If you open your saved file and the Organization column is not formatted 
properly follow these steps.  
 1. Select the entire column by clicking on the column letter  
 2. On the menu bar, click Format  Cells  
 

3. On the Number tab, change the Category to Number and the Decimal places 
to 0.  

  
  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 


