
How to Run a Report on Competencies Completed for an Orientee 
 
 

Steps Picture Demonstration 

Enter Symplr- click on the Symplr 
icon and select “Symplr Learning” 
in the dropdown box. 

 
Select the Reports tab at the top- 
find the Competency section of the 
dropdown and select “User 
Progress.” 
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In the Popup window- you can 
narrow your search to when the 
orientee started orientation by 
placing dates or leave blank for all 
dates. Select the “Learner” option 
for the Group By section. 

 
Scroll down this popup page to the 
“Available Competencies” section. 
You may narrow your search by the 
categories in the yellow box or you 
can select all the competencies to 
search by selecting the box in the 
red circle.  
Once you have chosen your 
competencies to view, click the       
”Add to List” button. 

 
Continue to scroll down the popup 
box to the “Available Learners” 
section. You can search the learner 
by the yellow arrow- type (last 
name, first name) and select 
“Filter” to show learner. You may 
also narrow your search with the 
sections in the yellow box. 

 

You will add the selected learner or 
learners to the report by clicking 
“Add to List” button.  
Finally, you will select “Run 
Report.” A Document will appear 
for you to open. You will be able to 
see the competency sections, the 
skill sets, the validator and when it 
was validated.  
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