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Reports in Training Central

How to Access Your Organization’s Reports:

1) From the home screen in Training Central, navigate to the gear icon in the 
upper-right corner.

2) From the Admin Menu, click Reports.

3) From there, you can view a list of your organization’s available reports and 
dashboards.

The New Reports option will 
only show you any custom 
reports that you have asked 
PTCU to create on your behalf. 
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Reports in Training Central

Recommended Helpful Reports and Dashboards:

• Users – The Courses report provides an overall transcript report of your entire 
organization. You can export it to Microsoft Excel to manipulate or view 
the data.

• Course Dashboard – Explore a visual representation of the total number of users’ 
classes by status, including enrollments, completions, in progress, and not started. 
You can filter by time period by clicking on the funnel icon on the left. You can 
export the dashboard to Excel or as a PDF.

• User Personal Summary – You can enter a user’s email address to redirect to the 
below screen. Click on Courses to review that individual’s user status. You can 
download the view as a PDF.

Need help? Reach out to trainingcentral@ptc.com.
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