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In no event shall Sencia Canada Ltd. or any of the authors or contributors to this manual be liable for any special, incidental, indirect or 

consequential damages of any kind, or any damages whatsoever resulting from loss of use, data or profits, and on any theory of liability, 

arising out of or in connection with the use or performance of Informetica. Please keep in mind that Informetica itself is under constant 

development and some differences between the live application and this manual may occur.  

No part of this document may be reproduced in any form including electronic or mechanical without prior permission in writing from 

Sencia Canada, Ltd. Informetica and any related materials may not be copied in any way whatsoever. You may not de-compile, reverse 

engineer, disassemble or reduce Informetica.  Nor are you allowed to modify, adapt, translate, rent, sublicense, assign, lease, loan, resell 

for proof, distribute for Informetica, related materials or create derivative works based upon the Informetica platform or any part thereof 

without consent from Sencia Canada. 
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This manual covers the standard reports available via the Report Wizard and reporting interface. This manual does not reflect reports 

customized for your system. For example, some reports may have additional fields or hidden fields. Report names and headers used in the 

example reports may be different on your system 

Reports are available in multiple download options. Many reports have summarized graphical data and are in a responsive, mobile-friendly 

format that is WC3 compliant. You must use a modern browser and Internet Explore version 9 and higher to view report graphs.  

Reports have a unique identifier so for easy identification. This is especially important if you have renamed your reports.  

The report wizard guides you through the steps needed to build and generate reports.   

To launch the Report Wizard, users with reporting permissions must select the Reports tab at the top of any page.  

 

For Site Managers, there are two ways to launch the Report Wizard.  

1. Select Report Wizard from the Site Manager 

dashboard under the Tools menu. 

 

2. Select the Reports tab at the top of any page.
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The Report Wizard walks you through four steps. Your current step is highlighted and you can navigate by selecting a tab at the top or a 

button at the bottom.  

 

 

As you go through the steps, the report summary provides a running overview of the report 

data selected. You can easily change your selections from the report summary by selecting 

Change to return to a particular step. If the summary is not visible, expand the column using 

select the arrow . 

 
Select the tabs at the top 

 
Use the buttons at the bottom  
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Step 1: Select Report 

The Report Wizard automatically shows you the reports you can run. There are two views available. Selecting a report shows additional 

information about the report. Select Step 2 to continue. 

1. To view reports in alphabetical order, select List.  

 

2. To view reports grouped by categories, select Section. 

 

 

Search  

Use the search box to enter one or two words to find the report you need. Search results are returned from the report title, the description 

text, and the report fields. For example, to see which reports show grade information, enter grade, to view relevant reports.  
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Step 2: User Groups 

Select the campuses and user groups you want to report on and then continue to step 3. The available user groups are based the 

campuses that you have are selected. When a campus is added or removed, the available user groups are also affected. If there are more 

than 10 user groups, the user group filter is available to help you search for a specific group by name. 
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Step 3: Define Options 

Complete the fields and then continue to step 4. Each report has different criteria so step 3 will differ depending on the report you select. 

 

Many reports require a date range. You can enter the date into the field or use the available calendar. These reports usually have an 

optional time range that can be enabled. 

 

 



8 

 

Step 4: Generate Report 

Select the output for your report. Choose HTML to view it in your browser or download in Excel (.xlsx) or CSV format.  

 

Some HTML reports have interactive elements. For example, many report filters can be expanded to view more information. Report filters 

and graphs can be collapsed or expanded by selecting the arrow. You can also select/deselect the data showing on a graph.  
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dictionary label: reports_ R101_name 

View a single user’s group and product enrolments, access codes, earned certifications, affidavit activity, and supplemental training 

records. The report below is bisected to display it in its entirety. 
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dictionary label: reports_ R102_name 

View the bucket results for each questionnaire registered to a defined user.  

 

 

More Questionnaire Reports: 
  R105 
  R203 
  R208 
  R219 
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dictionary label: reports_ R103_name 

View one individual’s grades for all of the products they are enrolled to. In step 3, you can group all Prova test publishes into one result. 

 

 

The report generates a separate entry box for 

each product starting with the name of the 

product followed by: 

Field Description 

Name 
Name of the gradable asset 

within the product. 

Mark 
Grade earned for that asset. 

Weight 

Percentage that a test is worth 

towards the overall product’s 

grade, if applicable.  

Section 
Grade if test is configured for 

section pass values. 

Comment 
Available for manually graded 

items.  

Overall 

Mark 

 

The overall grade received for 

the entire product, if 

applicable. 
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dictionary label: reports_R104_name 

View all affidavit interactions for a single individual.  

  

  

Similar Report 
You may also be interested in 
R205, a similar report that can be 
run on groups. 
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dictionary label: reports_ R105_name 

View a user’s information and responses for a single test, questionnaire, or appraisal, including the test questions, associated feedback, 

correct answers, and the individual’s answers. R105 does not capture SCORM test results.  

 

 
Test Configured to Grade by Individual Sections 

 
Questionnaire 

 
Appraisal 
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dictionary label: reports_ R106_name 

For a given date range, view the products a user has accessed and how much time the user has spent in them. The report also offers 

details on the time spent on individuals assets within a selected product. This image shows the Summary view. The graph shows the top 

products visited and the data below shows information for all products visited. 
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This image shows the detailed view, accessed by selecting Details for a product from the Summary view. For the selected product, the 

graph shows the top asset visited and the details below contain information for all assets visited. 
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dictionary label: reports_ R107_name 

View an individual’s pass, fail and completion status for all assets within a product they are assigned to. This report applies to Informetica 

evaluation, assessment and SCORM assets. In step 3, you can group all Prova test publishes into one result. 

 

 

 

   Similar Report 
You may also be interested in 
R202, a similar report that can 
be run on groups. 
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dictionary label: reports_ R108_name 

Identify the performance gaps and successes of an individual for specific taxonomy terms used within selected tests. Terms are 

automatically reported based on the tests that you select. There is a separate entry for each test and attempt.  

  

 

 

Taxonomy Questions 
This report does not identify the 
questions themselves and questions 
that are not associated with a 
taxonomy are not reported. 

Here are more details on some of the report fields: 

Field Description 

Taxonomy 
Main level terms (parent) associated to test 

questions. 

Terms 
Nested level terms (child) associated to test 

questions. 

Total 

Questions 

The total number of questions belonging to the 

taxonomy term 

Questions 

Correct 

The total number of questions the participant got 

correct within the taxonomy term. 

% 
The percentage of correct questions within the 

taxonomy term. 
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dictionary label: reports_ R201_name 

View a list of individuals enrolled to products that will be expiring (based on defined product expiry date) and the date they enrolled to the 

products. The report covers a date range starting with the current date through a future date of your choice. 

 
 

 

  

Brief description of the report fields 
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dictionary label: reports_ R202_name 

View a progress summary for the selected tests (classic and Prova), including the level of completion and grade for each take. There are a 

number of filters to run this report against, including user type, classification, and last login date range. You may also elect run the report 

on a single individual or view only the most recent attempt. In step 3, you can group all Prova test publishes into one result. 

 

  

Similar Report 
You may also be interested 
in R107, a similar report that 
can be run on individuals or 
R105 that the shows grades 
received per attempt. 

Status and Grades 

Field Description 

Filter by 

Status 

Not started, Started, Completed, and All (users who have any one of the other 

statuses). Users may appear under multiple statuses, i.e. if Sara starts a 

second attempt, she will appear under both started and completed.  

Grade by 

Individual 

Section 

Configuratio

n 

Classic evaluations (not Prova) show the best 

effort a participant received on an attempt until 

they earn a better mark. It does not show the 

specific grade obtained for that attempt. For 

example, Sara attempted a test 3 times and 

scored 50, 35, and 100. The report shows two 

attempts with highest score of 50 until she 

scored 100 on her third attempt. 
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dictionary label: reports_ R203_name 

View the scores for each questionnaire or appraisal bucket including the section, the number of takes, and the average results of the 

selected user groups within each question bucket. Select detailed response metrics to see scores and frequency of specific distractors 

within each question.  
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More Questionnaire Reports: 
  R102 
  R105 
  R208 
  R219 
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dictionary label: reports_ R204_name 

View the grades for selected Informetica evaluations (classic and Prova), assignments, modules, and SCORM assets for selected products. 

The report returns the highest grade obtained by users and shows the number of attempts and results by section. Users who have not 

obtained a grade will not be on the report. In step 3, you can group all Prova test publishes into one result. 

 

Tests Graded by Individual Sections 
For evaluations graded by section, the section grade is the first passing grade recorded for that section for any 
attempt. Evaluations graded by section do not allow users to reattempt a section once passed, so subsequent 

 attempts will inherit the section grade from the first attempt in which that section was passed.

Example of a Prova test configured for grading by individual section. 

 

Example of a SCORM asset 
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dictionary label: reports_ R205_name 

View affidavit activity for all users within the selected user group for selected assets. Information includes the outcome of the interaction 

(i.e. an indication if the individual accepted, rejected or viewed the affidavit), a dated timestamp for each interaction, and if they accepted 

an earlier version of the affidavit. By default, only the most recent version of an affidavit is shown. You can opt to report on all versions in 

Step 3 of the report wizard. An affidavit must be associated with a specific asset rather than the product as a whole.

  

Similar Report 
You may also be interested in R104, a 
similar report that can be run on 
individuals. 
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dictionary label: reports_ R206_name 

View a list of the users enrolled into selected products, with the unit cost of the product indicated. This report can be run to determine the 

cost of a product for an entire campus or for selects user groups within that campus. Export the report to Excel to easily see how much the 

cost of the product was for a single user group.  
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dictionary label: reports_ R207_name 

The Curriculum Outstanding report is only available to clients using the curriculum feature. The report compiles a list of users that have 

overdue assets (such as evaluations). You can filter the results by selecting specific users, due date, and products in step 3.  

  

Days Overdue 
The Days Overdue column is relative to the date that the report was run.  
Positive numbers indicate how many days past due a user is on the test or another asset.  Negative 
values indicate how many days the user has left to complete the test or another asset before the 
due date. For example, in the first line of the report above, the user still has 42 days from the date 
the report was run to complete the Form Coding test. 
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dictionary label: reports_ R208_name 

Provides group completion status for selected Informetica evaluations (classic and Prova), questionnaires, appraisals, SCORM assets, and 

some integrated client proprietary testing systems. Filter by completion status and date range.  In step 3, you can group all Prova test 

publishes into one result, based on site configuration. 

This report shows two tests with ALL completion statuses selected 
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dictionary label: reports_ R209_name  

View the progress toward a specific certification for users in selected user groups. You can filter the report to see specific user types.  

 

Brief description of the report fields 
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dictionary label: reports_R213_name 

Generate a list of users enrolled to a single product, the date they enrolled, date of completion, enrollment status, and the number of days 

they have left to access the product (duration) based on expiry date, if applicable. 
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dictionary label: reports_R219_name 

View user responses for each question within a defined questionnaire. View question responses, response values, and any comments 

users entered. The response values also summed and averaged at the bottom of the report. R219 is only available as an Excel download.  

This example shows the first question with three users’ responses, the values of those responses, and any comments the users made. 

 

More Questionnaire Reports: 
  R102 
  R105 
  R203 
  R208 

Brief description of the report fields 
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dictionary label: reports_R220_name  

Displays the test attempts that selected proctors have authorized (Prova tests only). In step 3, you can group all Prova test publishes into 

one result. 
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dictionary label: reports_R221_name 

View the performance of taxonomy terms belonging to questions used within one or more Prova tests for selected groups of users. R221 

identifies performance gaps and successes by presenting the percentage of questions answered correctly within the represented 

taxonomies. Taxonomy terms are automatically reported based on the selected tests. Users and their test attempts are listed separately on 

the report. Note that the questions themselves are not identified and test questions that are not associated to a specific taxonomy are not 

on the report. In step 3, you can group all Prova test publishes into one result. 
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dictionary label: reports_R301_name 

View the total responses given within a defined Informetica test (classic and Prova) at the question level and compare the number of 

correct vs. incorrect responses given for each question. Some systems also have the ability to run this report in a detailed version that gives 

analytics on the distractors for true false and multiple choice questions. Prova tests show each version. 

  

Here are more details on some of the report fields: 

Field Description 

Incorrect This shows how many participants in the selected group(s) got the question 

incorrect. 

Total The total number of participants in the selected group(s) who answered this 

question. 

% Incorrect The percentage of total participants who answered this question incorrectly. 

Average Grade  The average test grade that participants within the selected group(s) received that 

also answered the question incorrectly. 
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Detailed Report 
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dictionary label: reports_R401_name 

View eCommerce purchase details within a specified date range. This is a line item report that details purchases by purchaser name, date 

of purchase, items purchased and amount charged. It also tallies the grand total charged within a specified date range. 
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dictionary label: reports_R402_name 

View detailed information for purchases (products, bundles, and extensions) and access code debits within a certain date range for 

selected campuses and user groups. This data-rich report is broken up into separate transactions for purchases and access codes. Each 

section is sub-totaled with a grand total provided at the bottom. The report below is bisected to display it in its entirety.
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dictionary label: reports_R403_name 

View groups of users within a date range that have external supplemental training attached to their profiles as well as details about the 

training that occurred. You can filter the results by selecting specific user groups and a date range that filters all training between the 

entered start date and end dates. This report is only available to clients using the supplemental training feature.  

  



37 

 

dictionary label: reports_R404_name 

View groups of users that have internal supplemental training attached to their profiles as well as details about the training that occurred. 

R404 can report the days until expiry for selected training based on today’s date, a filtered amount of days, and an expiry date range you 

supply. You can filter the results by selecting specific user groups, products, only products or assets with expiries and use several date 

ranges: start date, end date and expiry date. Download in HTML, Excel, or CSV. This report is only relevant to clients using the supplemental 

training feature. 

  

Here are more details on a couple of the fields displayed. 

Field Description 

Expiration The training expires on this date. This date must be entered on 

the training record for items to appear on this report. 

Duration The number of days remaining before the training expires. 

This is based on the date the report is run compared to the 

expiry date. 
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dictionary label: reports_R501_name 

View the number of times access codes have been used, the number of uses available (credits), and the number of remaining times the 

codes can be used (debits). You can run this report for selected campuses and user groups as well as for a specific access code or all access 

codes.  

  

dictionary label: reports_R502_name 

View information related to a specific certification that is available to selected user groups. 
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dictionary label: reports_R503_name 

View an overview of a single evaluation or questionnaire, generating a list of questions and weights for each answer or a single section of 

questions, generating a list of correct answers. This report does not provide an answer key for question bank queries.  

This example shows an evaluation with feedback for both correct and incorrect answers. 

 

This example shows a questionnaire with 4 buckets that has no feedback. 
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dictionary label: reports_R504_name 

View information related to additional time and additional attempt exceptions granted to users for selected assets within a single product. 

 

dictionary label: reports_R507_name 

View information related to additional time and additional attempt exceptions granted to users for selected products.

 

Duration (Days) 
Duration is the number of days that the exception is valid and is 
calculated by subtracting the effective date from the expiry. 

Brief description of the report fields 
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dictionary label: reports_R509_name 

View users who have earned credits for the purpose of reporting to various certification approval bodies with a defined date range. 

 

dictionary label: reports_R510_name 

View the audit trail of the curriculum exemptions for specific assets within the system. 
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dictionary label: reports_R601_name 

 

View the total time users spent logged into a selected products based on user group and date range. Timestamps are recorded every 15 

seconds after a user opens a product. Specific assets are not shown, only the product as a whole. Users with no activity are hidden from 

the report. 
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dictionary label: reports_R602_name 

View accounts created by using an access code as well as access codes used in SSO, granted by a manager, and those used in the quick 

register box. You can run this report for a specific access code or all access codes.  

 

 

dictionary label: reports_R603_name 

View user accounts created within a defined date range based on account creation or last login. If no users or dates are selected, then the 

report will show users within the same user groups that the person running the report belongs to. This report’s default display is by last 

name. Export in HTML, Excel, or CSV format. 
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dictionary label: reports_R604_name 

View the total and average number of LMS logins within a defined date range. The report has graphs that visually represent the daily and 

hourly averages followed by supporting data that details login totals and averages. 
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The following reports are accessible only by Site Managers. 

You can access the Site Manager reports from the Reports tab.  

 

View a detailed list of the 200 most recent login attempts by site managers and Sencia administrators and filter the page to view the report by 

account type or to search for specific names, IP addresses or login dates.
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View a list of the 200 most recent login attempts on your Informetica desktop site (users that are not site managers). You can filter the list 

by organization, user group or account type and search for specific names, IP addresses or login dates. In HTML view you can select the 

email icon to email the user (it will open in your default email client). You can also select the user’s name to open their profile page.  

 

 

Brief description of the report fields 
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View a list of desktop users currently logged in to the site and total number of minutes spent in each session. In HTML view, you can select 

the email icon to email the user (it will open in your default email client). You can also select the user’s name to open their profile page.   
 

 

Users May be Listed 
Multiple Times 

Multiple instances of the 
same user (matching IP 
and browsers) may 
indicate that the user 
experienced some 
browser trouble, since 
the report checks valid 
logins every 60 seconds. 
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This feature is available to Site Managers depending on system configuration. 

Site Managers can control which reports are available to their available user types and campuses from the Report Access page, available 

via the Control Panel. 

 

The Report Access screen shows only the reports available for your site and the user types that are configured to run those reports. In the 

example of the Report Access page below, the Rep and Proctor user types are not configured to run reports and therefore are not shown 

on the Report Access page. Each report is listed on a separate row with a selection box for the user types.   

In this example, Campus Managers cannot run report R101. 
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Ensure the box is checked to enable a report for a user 

type. 

Ensure the box is not checked to disable a report for a user type. 

  

You can restrict report access at the campus level. For example, you can have R101 disabled for a campus, except for Campus Managers. 

1. Create Exception 

from the options 

menu. 

 
 

2. Select Campus and Report Code, and then 

save. 

 

3. On the Report Access page, select the user 

type in the campus that is allowed to use 

the report.

 

Delete the exception by using the delete icon. 

 

The Report Access page has filters so that you can view one report at a time or view all of the 

exceptions set up for one campus. 
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This feature is available to Site Managers depending on system configuration. 

You can change the default name of any report to something that best suits your organization.  

1. Follow the instructions in the Site Manager manual under the Languages, Dictionaries, and Labels chapter.  

2. Find the report name labels in the Report Descriptions section of this manual after the name of each report. Labels follow this 

formula: reports_ R###_name where ### is the report code. 

This feature is available to Site Managers depending on system configuration. 

You can rename any report download file to something that best suits your organization. By default, file names use the report code and 

the new file name will still include the code. For example, renaming the R404 download to Training will result in a downloaded file named 

R404_Training. 

1. Follow the instructions in the Site Manager manual under the Languages, Dictionaries, and Labels chapter.  

2. The report download labels follow this formula: reports_file_name_R### where ### is the report code. 

 

 

Renaming Affects the Entire LMS 
Label changes are global, so make sure the name change will work for all interested parties. 


