ISASP LMS Guides — Viewing Staff ISASP Training Completions ISASP i ocs

*Important: This task is only available to LMS accounts with a Manager user role (Coordinators in

PearsonAccess"ext).

1. Sign in to the ISASP Learning Management System (LMS) with your LMS Adobe Account credentials. The link
to the ISASP LMS is located on the Training page of the ISASP Portal.
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2. Once signed in, click on your account drop-down on the upper-right corner of the screen. To view staff
training completions, the role must be set to Manager.
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3. Managers have reported using the Dashboard to track training completions, but it is not recommended. It is
affected by the preset date ranges and will change month-to-month. It is recommended to view the Learner
Transcripts instead. To generate this file, click on Reports on the left side of the page.
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Here are some indicative reports which are based on sample data points. Explore these reports to get a sense of the kind of powerful and feature rich reports that you
can build using your account data. Then, click ADD to start adding your own reports.
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4. Next, click on the Dashboard Reports heading. There will be a blue Learner Transcripts link here. Click on it.
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Learner Transcripts
Lledle variuus ypes of reports to track and menitor learning activities. Click ADD to start creating reports. Reports can be grouped together on a dashbeard. You can
have multiple dashboards. All reports or dashboards that you create will show up under 'Dashboard Reports'.
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Currently there are no reports on this dashboard.
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5. A new window will open. Change two fields in this window:

* Select date range: Change this to Choose dates, then select Aug 01, 2025 for the From date
* Search Learners: Start typing “All Learners” and this user group will display in the results. Select the All Learners user

group

Click the blue Generate button when ready.

Learner Transcripts
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6. A confirmation message will appear stating it may take up to 30 minutes to generate the report. This is
incorrect — click the blue Generate button.

Learner Transcripts

This report may take up to 30 minutes to generate. Select Generate to proceed.
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7. Another confirmation message will be displayed. Click the blue OK button.

Updated: 1/26/2026

Generating Report Request

The system may take some time to generate the report. You can continue using Adobe Learning
Manager. When ready, the download will begin automatically.

If you close the browser window, the download will begin the next time you visit Adobe Learning
Manager.

Note: Reports are saved in the Downloads folder of your browser.
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8. When the report is ready to download, there will be a red notification in the bell icon at the top. Click on the
bell icon and the latest notification will state “Learner transcript is ready. Click here to download it.”
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Learner Transcripts
Create various types of reports to track and monitor learning activities. Click ADD to start creating reports. Reports can be grouped together on a dashboard. You can
have multiple dashboards. All reports or dashboards that you create will show up under 'Dashboard Reports’.
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Currently there are no reports on this dashboard.

Add Report
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9. A .zip file will be available to download. Download this file locally, then unzip it to view the Learner
Transcripts. The main columns Managers will be interested in this file are:

 Name (column A) — name of staff member

e Course (column H) — name of training module

e Started Date (column T) — date the training module was started

 Completion Date (column U) — date the training module was completed

 Mark Completed Date (column V) — date the training module was completed in a group session
e Status (column Y) — current status of the training module

e Org (column AK) — organization(s) the staff member is assigned to (district and school)

A H T U v vy | AK

Name Course Started Date (US/Central TimeZone) Completion Date (US/Central TimeZone) Mark Completed Date (US/Central TimeZone) Status Org

lowa Testing Programs Mavigating the LM3 Learner Portal 1/15/20258:13 1/15/2025 8:16 Completed PEARSON DISTRICT (99990000)
lowa Testing Programs Technology Readiness 2025-26 10/20/20259:37 10/20/2025 10:14 Completed PEARSON DISTRICT (99990000)
lowa Testing Programs  Test Administration Training 2025-26 Mot Started PEARSON DISTRICT (99990000}
lowa Testing Programs  Test Coordinator Overview 2025-26 Mot Started PEARSON DISTRICT (99990000}
lowa Testing Programs  Test Security 2025-26 12/19/2025 7:54 In Progress PEARSON DISTRICT (99990000}
sample sample Test Administration Training 2025-26 Mot Started PEARSON DISTRICT (99990000)
sample sample Test Coordinator Overview 2025-26 Mot Started PEARSON DISTRICT (99990000}
sample sample Test Security 2025-26 Mot Started PEARSON DISTRICT (99990000}
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