
RUNNING A 
QUARTERLY REPORT 



LANDING PAGE
When I log in as ALF to the database, this is what I see. This is the landing page. You will notice

that there are a couple of interesting graphs here, including Sessions this Quarter. Along the top
is a menu that includes ‘Reports’. You can either click on reports from the menu, or you can click

on View Report under the Sessions this Quarter.



If you click on Reports from the menu bar, you will get this page. From this page, in order to get
the report that I have pulled and shared with you, you will choose Sessions by Council this Qtr

from the list. 

REPORTS



If on the landing page you click View Reports under Sessions this Qtr, then it will take you directly
to this report. In either case, you are seeing the current quarter (in this case October 1 - Dec 31.) 

REPORTS



CHANGING THE DATE 
To change the date, you are going to click on the funnel icon. That will bring up a filter panel (see

square insert.) You are seeing all active assignments - active meaning that they have logged
sessions - during a given period of time. By clicking on the Date field, you can change the date.

Below the date is for the current quarter. 



CHANGING THE DATE 

If you click on the Date under the selection under the Filters, you will get a side column that says
Filter by Date - there are many choices under here, but I usually go to Custom. When I click

Custom, I get the option of choosing my own start date and end date. For the purpose of my end
of second quarter reporting, I will chose April 1, 2025 - September 30, 2025 and hit Apply.



THE REPORT 

The resultant report shows the number of learner for the chosen period of time, whose tutors
have logged their sessions. In the case of April 1, 2025, to September 30, 2025, this is 12. 


