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Reporting



Tessello has a comprehensive suite 

of reports that allow you to monitor the value 

and impact of your learning



• Accessing your data

• My Reports

• Creating a new report

• Configuring your new report

• Running a report

• Editing a report

• Available reports

Contents



Accessing your data

Dashboard

To view a high-level 

overview of activity

My Reports

To create and download 

data e.g. which learners 

have completed a piece of 

training

The Reporting area of Management centre allows administrators to create and run real-time data reports and export 

them for further analysis. There are two tabs:



My Reports

If you have never created a report before, this screen will be empty. It will populate with reports as you create them, 

available to run again in future. You will only see reports that you have set up – not other admins.

The name you have given the 

report, which will help you 

locate it later

The template used to 

create this report

You can add a 

description to help you 

distinguish between 

reports you’ve created

See how many times 

this particular report has 

been run, the date of 

the last run, and when it 

was last edited

RUN or DELETE your report



Creating a new report

Step 1

Click ‘Add Report’

Step 2

Select either the Events 

or general LMS category

Step 3

This will reveal the 

templates e.g. All 

Learners



Configuring your new report

After selecting a template, you can add your title, description and other filters and parameters. Depending on the 

template you’ve chosen, the options here will differ slightly. You can filter the results by your platform’s custom 

organisational structure.

Add Report

This saves your report, 

ready to be run from 

the My Reports screen

Add and run report 

This saves the report in 

but also runs it straight 

away



Running a report

Select Email all users to 

send a mail to all the learners 

in this particular report. For 

example, email all learners 

with the ‘in progress’ status 

on a certain pathway

Clicking ‘Run’ returns the relevant results within Management Centre.

Print Report

Select Export report to export the data in a raw text format (as a CSV file). This can be used to feed into other database 

applications if

required and can be 

manipulated in Excel as you 

wish.

Select a learner’s 

name to display a 

summary of their

details. Click on the 

blue envelope icon 

next to their name 

to email them 

directly.

This is another way to edit the report settings



Available Reports



LMS templates

All learners
View all users and their details

Course feedback
See the feedback learners have left on course resources (the feedback

option must be switched on in Management Centre)

Learning pathway progress
This shows the status and resource progress on selected pathway(s)

Recurring learning pathways
A quick way to see who is compliant/not compliant on your recurring

learning pathways

Programme progress

View completion of resources within a programme

Resource progress

See each learners’ best status against selected resource(s)

Resource progress – all attempts

This shows every interaction a learner has had against selected resource(s)

e.g. they may have failed twice before completing

Question level tracking

This enables you to see a breakdown of the answers given by learners on a 

compliant SCORM course

Resource catalogue

View the total number of launches and completions against each resource, 

and where they sit on your site

Some templates are only visible to you if your platform has certain configurations enabled e.g. the leaderboard report is only 

relevant to those with this feature.



Leaderboard report

See a full list of learners and their current points

Community activity

This shows the number of posts, comments and likes in your 

community feeds

Learner community activity

Look at individual learner contributions to your communities

Community catalogue

See who is a member of which community groups

Yet to log in

View any accounts that have been created but never logged in

GDPR compliance

A breakdown of when learners agreed to your site policies

Deleted users

Keep a record of removed accounts to comply with GDPR standards

All events by date range

View all events that are/have taken place within a date range

All learners on an event

Select an events and see attendees

Individual learner event history

See all events that an individual learner has registered to attend

Learning pathway progress with events

For use with learning pathways that contain an event

LMS templates
continued

Event management templates



If you are experiencing any 

difficulties with viewing or 

filtering the reports, please 

contact the Tessello support 

desk.
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