How to Use myLearning Insights
Table of Contents
I.

( In pdf , cl ic k o n an i tem be low to ju mp to a se ctio n)

Introduction

III. Deep Dive

II. Insights
a.

a.

View Enrollment Details, Overdue and Completed Learners

Overview

b. Select Report

b. View Insights Page Statistics

c.

c.

d. Choose Custom Time Frame

User Activity Widgets

d. Device Distribution and What’s New

Set Report Time Frame

e.

Select Report Filters

f.

View Report

g.

View Details

h. Exit Deep Dive Reporting

Introduction
Login to myLearning using your FSCJ one login from t he quick link on my.fscj.edu or type bridge.fscj.edu in a web
browser (preferably Firefox or Chrome). To learn more about the My Learning page, please review the “How to Use
myLearning” training document.
As a manager, you can view analytics on all of your direct reports on the Insights page.
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Once logged in, you can access the Insights page by clicking on the Application bar on the left side of the screen.
You will see Learn, Insights, and Admin. Click on Insights [1].
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Insights
The Insights page provides an overview of your direct reports’
professional development. There are various graphical data
elements that you can explore (e.g. overdue learners, completed
learners, learner progress, etc.). Click on the “Deep Dive” button
at the bottom of each widget for more information. You can view
reports, filter, and export data. Note: Some features may be
restricted based on permissions for your user role.
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Once the Insights page loads, the Enrollment Completion bubble
chart is the first item on the Insights page. This chart will not
appear if more than 250 employees within the College report up
to you. This chart gives a high-level overview of how your direct
reports are performing.
To change the time frame, click the Time Frame drop-down
menu [1]. You can change the time frame to a preset or enter in
a custom date range. The chosen time frame will be applied to all
statistics on the Insights page. To learn about the different
elements of the chart, click the Explanation icon [2]. Each
bubble on the graph represents an employee and the size of the
bubble is proportionate to the employee's total number of
course enrollments.
To view more details about a user's progress, hover over the user bubble. The Enrollment
Completion Details pop-up menu shows the number of completed, overdue, and permanently
failed enrollments for a specific user. To see the full detailed list of the user's courses, click the
View Enrollments link. Note: The option to message a user will not be available if notifications
have been disabled for the account.
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View Enrollment Details, Overdue and
Completed Learners
On the Overdue Learners widget, you can view the
number of users who are overdue on one or more
learning items. On the Completed Learners widget, you
can view the number of users who have completed all of
their required training. To view more details, click the
Deep Dive button below each widget.
On the widget tilted “How Compliant is my
Organization,” you can view the enrollment completion
details for required enrollments. On the widget titled
“What is the Progress of My Learners,” you can view the
enrollment completion details for all non-required
enrollments. To view the Deep Dive Reporting page,
click the Deep Dive button below either widget.

View Insights Page Statistics
The following four widgets on the Insights page show
how users are using myLearning. The Active Users
widget shows both the number and percentage of
unique team members who have signed into
myLearning [1]. To view your users' Sign-in Report, click
the Deep Dive button [2].

User Activity Widgets
The Average Procrastination widget shows how long it
takes users to complete a course after they have been
enrolled [3]. The Number of Hours widget [4] and Most
Active Day widget [5] show how many total hours hav e
been spent on taking courses and what day of the week
users prefer to use myLearning.
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Device Distribution and What’s New
At the bottom of the page you’ll see device distribution
and a summary based on the selected time range (right).
The Device Distribution chart shows what percentage of
your users are viewing myLearning from a desktop,
tablet, or mobile device.
The “What's New” column of the account synopsis
section shows how many courses, programs, live
trainings, and users have been added within the
specified time frame. The Content and People columns
give a snapshot of total learning items and users in your
domain.

Deep Dive
Introduction
Deep Dive provides analytics to managers based on
their direct reports’ professional development, and the
deep dive links can be found under the widgets
described above.
The Deep Dive for the Overdue and Completed learners
widgets provide a list of applicable direct reports.
The Deep Dive for Active Learners provides a graph and
a list of active dates.
The following sections are an example of a Deep Dive
for the widgets, “How Compliant is My Organization?”
and “What is the Progress of My Learners?"

Select Report
The Deep Dive page defaults to the Reporting by Team
report.
To change the view of your report, click the Reporting
by drop-down menu. You can choose to view your
report by People, Groups, Team, or Content.
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Set Report Time
Frame
The Date filter defaults to the
time frame set on the Insights
page, which is the last 90
days. To view a different time
frame, click the Date Filter
drop-down menu [1] and
select a time frame for your
report [2]. You can view a
report based on data
collected in the last 7 days,
last 30 days, last 90 days, the
current month to date, the
current quarter to date, the
current year to date, all time
since the account was
created, or a custom time frame.

Choose Custom Time Frame
When selecting a custom time frame, use the calendar to
select a start and end date for your report [1]. Navigate
between months by using the arrow icons [2]. You can
also enter the start and end dates manually by typing in
the Custom Date field [3].
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Select Report Filters
To filter the report, you can
use the sidebar filters.
Selected filters are applied
automatically to the report.
You can select as many filters
as necessary.
To expand a filter type and
select specific data, click the
name of the filter type in the
Filter list [1]. You can filter
your results by group, team,
enrollment type, enrollment
status, content type, and
content tags.
Available filter items display
in a list below the name of the
filter type. To select a specific
list item, select the checkbox
next to the item(s) you want to include in the report [2]. Filters also display beneath the report name [3].
To remove a filter, deselect the filter checkbox in the sidebar, or locate the filter option under the report name and click the Remove
icon [4].
To collapse the filter list, click the filter Collapse icon [5]. Filter types that include selected filter items display the number of items
next to the filter type [6].
To clear all selected filters, click the Clear All link [7].
You can choose to collapse the sidebar by clicking the sidebar Collapse icon [8].

View Report
Report results can be sorted
alphabetically from A to Z or
from Z to A [1]. The number
of results per page can also
be modified according to your
viewing preference in the
Results Per Page drop-down
menu [2]. You can view 25, 50,
75, 100, or 150 results per
page. To search the results,
enter a search term in the
Search field [3].
Report results display the
following data:
•
•

•
•

Name [4]: The name of
the user or group
Enrollments [5]: The
number of enrollments
assigned to the user or group
Incomplete [6]: The number of incomplete enrollments for a user or group
Completions [7]: The number of completed enrollments for a user or group

To view greater detail for an item in the report, click the item link [8].
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View Details
When viewing a specific link in
the report, the link opens to a
new page showing the details
of that item [1].
•

•

•

If you click the name of
a group in your report
results, the page
displays the users in
that group.
If you click the name of
a user, the page
displays the learner's
enrollments.
If you click the name of
a team, the page displays all members of the team as well as their reporting teams.

To return to any of the previous pages, click a link in the breadcrumb trail below the page header [2]. Archived courses will display an
Archived badge [3].

Exit Deep Dive Reporting
To exit the Deep Dive Reporting page and return to the
Insights page, click the Close icon.

This concludes the “How to Use myLearning Insights” document. We hope this was helpful to you. Find other helpful training
documents and videos at:
•

training.fscj.edu

Email the Training and Organizational Development Department at:
•
•

hrtraining@fscj.edu
or the Bridge Administrator, paul.hoffman@fscj.edu
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