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Learning Zone Guide: How to Run Management Reports (MHA Managers) 
 

This guide provides instructions on how to run management reports within the Learning Zone system for all MHA managers and other 

operational colleagues who take on the responsibility of booking training for their colleagues.   

 

Please Note the Saved Reports option is not currently in use. 

 

This guide will cover the following areas;  

1. How to run compliance training reports 

2. How to run other reports 

3. Using the Groups screen 

 

1. How to run compliance reports 
 

1. People Development have worked closely with the Learning Zone system provider to create a bespoke compliance report that is 

like that which many of you used to use within the old MHA Training matrix system.  We recognised that this report has been 

missed by many of our management colleagues. 

2. This report is called the Predefined compliance RAG report and we feel that this will be the report that you are likely to gain the 

most benefit from in monitoring compliance training levels 
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1. Once you have clicked on the 

Learning Zone link and logged into 

your account, as a manager you will 

be presented with the Managers 

Dashboard screen 

2. From the tabs at the top of the 

Dashboard information click Reports 
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3. The Reports screen will be displayed 

4. The reports are split into sections and 

these other reports will be covered 

later in this document 

5. This section is going to focus on the 

Predefined Compliance RAG report 

which can be found under User 

Progress Reports – Course Reports 

by User 

6. Click on the Predefined compliance 

RAG report 
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7. In this next screen you will see at the 

top a Group drop down 

8. This drop down will contain various 

options for you to select for who you 

want to run this report for. 

9. What is contained in this drop down is 

driven by your job role 

10. For example;  

• An Area Manager will have the 

option to run the report on their 

entire area or any individual 

home or scheme within that 

area 

• An Admin Manager will have 

the option to run the report for 

all their direct reports or for 

their entire location (this would 

then include the Deputy and 

Home Manager) 
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11. All the courses listed on the screen 

are all the current compliance courses 

provided at MHA and these are 

predefined by the system and cannot 

be changed 

 

12.  At the bottom of the screen there is 

an option called Advanced Settings 

13. Click on this to open up the options 

shown here 

14.  Below is an overview of each of these 

options 

• Initial course deadline data for new users if not accredited – if ticked this option will provide the deadline dates that 

courses need to be completed by for any new starters displayed on the report, if not you will see the courses new starters 

need to do but the completion required date will be missing – it is recommended that this is ticked 

• NOTE* DO NOT CLICK THIS OPTION (Once the initial enrolment period for all imported data has passed we will 

communicate when this option is available to use)  - Ignore new users in non-compliance data if the user is still 

inside the initial course deadline period – if ticked the report will not include any new starters who have not reached 

their initial completion deadline date for a course in the overall compliance percentages on the report 
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• Run the report on live data – Leaving this box unticked will assist reports in running more quickly as they are based on 

the previous days data.  If you want up to the minute live data tick this box.  

• User Status – this drop down allows you to select whether you want to see data in your report for Active users, 

Suspended users or Active and suspended users 

• Exclude parental /adoption leave users on reports – tick this box to exclude any users who are recorded on iTrent as 

being on parental / adoption leave, unticking the box will then display these users 

• Exclude sick leavers on reports - tick this box to exclude any users who are recorded on iTrent as being on long term 

sick leave, unticking the box will then display these users 

• Exclude temporary staff on reports - tick this box to exclude any users who are recorded on iTrent as being bank staff, 

unticking the box will then display these users 

 

15.  To run the report click Download to 

Excel 
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16.  Your downloaded report will be 

displayed at the bottom left-hand side 

of the screen 

17. Click on it to open the report 

 

 

18. The report will then open in Excel 

19. Click on the Enabling Editing option at 

the top of the screen in the yellow bar. 
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20. You may find that the data all feels 

quite close together and you will need 

to extend the width of your columns to 

see the data more clearly 

21. NOTE: People Development are 

running some sessions to help 

support the development of excel 

skills for this report, they are called 

Manual Manipulation of the RAG 

report, please book on one for support 

in this. 

 

22. At the top of the report, you will see key information about what the report is showing you to include;  

• The location the report is based on 

• The number of users included in the report 

• Total number of users that are showing as fully compliant in the report 

• Total percentage compliance for all users across all enrolled courses – enrolled courses are the courses that the Learning 

Zone has automatically enrolled colleague son based on their job role(s) 

• Whether you have chosen to display the initial course deadline date for new users if not accredited 
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• Whether you have chosen to ignore new users in non-compliance data if the user is still inside the initial course deadline 

period 

• Whether you have chosen to include parental/adoption leave, sick leave or temporary staff 

23. There is then a Colour Key 

• Please Note: any cells that are shown in the report with no colour added against a user’s name is a course that has not 

been allocated to them by the system and therefore is not a course they are required to complete 

• For colleagues that are compliant there are 3 possible colour options; 

i. Green – these fields are courses that the user is required to complete based on their job role(s) and will contain a 

future date when the course is required to be completed by for courses that refresh.  For courses completed that 

are a one off it will display the word Completed followed by the date the course was completed  

ii. Orange – this shows that the user is in the 30-day refresh window and will provide the date that the course will 

become overdue if not completed before 

iii. Grey – this shows for users that are new and are still within the initial completion time period for that course 

• For colleagues that are non-compliant there are 2 possible colour options 

i. Red – these fields are courses that are expired and now overdue and will contain the words Deadline overdue 

followed by the date it became overdue 

ii. Grey – These are courses that have been assigned to users but have never been completed and therefore need to 

be completed as soon as possible 
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24.  In the actual report data you will see the following data displayed 

• Username – this will be the payroll number of any MHA staff and the email address of any volunteers 

• Firstname / Lastname – as recorded in iTrent 

• Email – this will be the email address that is stored for this person in iTrent and if it needs to be changed you will need to 

contact peoplesupport@mha.org.uk 

• L4 Function – this will advise whether they work in Operations or Central Support 

mailto:peoplesupport@mha.org.uk
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• L5 Directorate – this will provide the directorate that they work in i.e. Care Homes, Retirement Living etc….  

• L6 Region Department – this will provide the Region or department that they work in i.e. Care Home Region 2, People 

Services etc.. 

• L7 Area team – this is then the team that the user works in i.e. Care Homes Area – West Midlands etc… 

• Job title – this will be the primary job title that they hold as recorded in iTrent 

• Managers full name 

• L8 volunteering – this will contain the word Volunteer if the user is a volunteer and helps managers to easily identify 

volunteers 

• Location – this is the local team name for Central Support or the home / scheme for Operational colleagues 

• Completion – this is the percentage compliance that that user is across all the courses that they have been allocated 

• The remaining columns all contain the names of each compliance course provided at MHA in alphabetical order as you 

move across the screen from left to right.  This includes volunteers courses that all contain the word Volunteers in the title 

to distinguish them from staff courses i.e. Confidentiality and Information Handling - Volunteers (Statutory) 

• For each course you will be provided with the following information; 

i. In the title you will be provided with whether the course is Statutory, Regulatory or MHA Mandatory 

ii. Whether it is a one off course, which will be shown by the word Permanent 

iii. If the course has a refresh timeframe you will be provided with the number of days between each refresh and the 

number of days provided in the refresh window i.e. 1095 day(s) period + 30 day(s) window 
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iv. The enrolment-based period which is the number of days a new starter has to complete the course when they join 

before they become non-compliant  

 

25.  By scrolling down to the bottom of the report there is a row labelled Totals 

26. This row will provide you with the total percentage compliance level for the home / scheme / area (depending on what you 

selected the report to include 

27. In addition, each column in that row will then provide a percentage compliance level for each of the compliance courses 
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2. How to run other reports 
 

 

1. Once you have clicked on the 

Learning Zone link and logged into 

your account as a manager you will 

be presented with the Managers 

Dashboard screen 

2. From the tabs at the top of the 

Dashboard information click Reports 
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3. The Reports screen will be 

displayed 

4. The reports are split into sections as 

follows;  

1. User progress reports – these 

reports will all provide 

individual user data based on 

selections you make 

2. Summary Reports – these 

reports will all provide 

summary data based on the 

selections you make 

5. Each report will not be covered in 

this document, as the principles for 

running each report are very similar. 
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6. Select a report that you would like to 

run. 

7. In this example the User Training 

Record has been selected 

8. In the report screen there are various 

options you can select from to find a 

user who reports to you 

9. Enter the information in the relevant 

field and click Add filter 



                       

Version: 1.0                 Page 16 of 22  

Effective Date: 22 May 2023  

Author: People Development 

 

10. In this example a User Full Name 

was entered  

11. The user is now displayed at the 

bottom of the screen  
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12. By selecting Show Report on the 

previous screen you will be provided 

with all that users training data held 

in the system including 

• Course name 

• Type of course ie. Statutory, 

Regulatory, MHA mandatory.  

If blank then the course is a 

personal development course 

• Course Status 

• Enrolment date 

• Completion date 
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13.  By selecting Show User Details on 

the previous screen you will be 

provided with an overview of the 

details held about that user in the 

system 

14. If you notice that something is not 

correct here please email 

peoplesupport@mha.org.uk to get 

this changed in iTrent 

mailto:peoplesupport@mha.org.uk
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15. By selecting Show Groups on the 

previous screen you will be provided 

with an overview of any groups in the 

Learning Zone that this user is a 

member of. 

16. These groups cannot be changed 

and are set by the People 

Development team to allocate 

training and ensure the user appears 

on the correct reports 
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17. Finally, by selecting Download to Excel you will receive an excel report that contains all the data held in the system about that 

user. 
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18. Please note the tabs in the spreadsheet 

• Course completions – this provides a list of all the courses either completed or not started by this user 

• Face to face sessions – this provides information about any face to face (or webinar) sesisons that thei user has 

attended, booked and not shown up to or booked and then cancelled 

• Compliance – this provides records for this user on just compliance courses 

• Competencies - (not used in the Learning Zone yet) 

• Learning Plans (not used in the Learning Zone yet) 

• User Certificates – this provides links to any certificates the user has received for training completions 

• Use groups – this provides information on any groups that the user is part of for the purposes of the system set up 

1. User historic data – this provides information on any courses completed including those that are current and those that 

have been archived as they have expired 
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3. Using the Groups screen 
 

 

1. To view any groups that you as a user are a member of in the system click on the Groups option at the top of the screen 

2. These groups are set up to enable you to report on the relevant teams and users within MHA and also to assign any relevant 

training to you as per the Core Training Framework and your job title(s) 

3. These groups cannot be changed by you and if you feel anything is not correct then please email 

peopledevelopment@mha.org.uk 

 


