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GUIDANCE DOCUMENT: How to run and read reports as an 

LMS administrator 

This guidance document (GD) will cover all reports sub-org, department or national admins have 

access to. 

To access online learning, you will login via the Rugby Xplorer platform. If you do not already have 

a Rugby Xplorer account, watch this video to see how to sign up: RX – How to sign up.  

If you have not accessed the LINEBREAK learning management system before, follow these steps: 

www.nzrugby.co.nz/assets/1.0-Learner-GD_How-to-log-in.pdf   

If you have any questions, problems or feedback, please contact us on 

educationhelp@nzrugby.co.nz.  

 

Note: Make sure you have switched to you administrator access. To access your admin account, 

follow these steps: How to switch your accounts 

 

Steps covered in this GD include: 

 

How to run and read reports as an LMS administrator ..................................................................... 1 

What you will see ..................................................................................................................................... 2 

System language ..................................................................................................................................... 3 

Reporting .................................................................................................................................................. 4 

Training bulk assigned report ............................................................................................................ 4 

Training status report ......................................................................................................................... 5 

Event enrolment report ...................................................................................................................... 8 

Assessment notes report ................................................................................................................. 10 

Training event summary report ...................................................................................................... 12 

 

  

https://www.youtube.com/watch?v=jcjP-8UVvZY
https://aus01.safelinks.protection.outlook.com/?url=http%3A%2F%2Fwww.nzrugby.co.nz%2Fassets%2F1.0-Learner-GD_How-to-log-in.pdf&data=05%7C02%7Cbrad.oleary%40nzrugby.co.nz%7Cc069c86d5b6742e2fe0c08de119641e9%7C0bbd34cb91a84b8ea483034a155ff47b%7C0%7C0%7C638967534246600232%7CUnknown%7CTWFpbGZsb3d8eyJFbXB0eU1hcGkiOnRydWUsIlYiOiIwLjAuMDAwMCIsIlAiOiJXaW4zMiIsIkFOIjoiTWFpbCIsIldUIjoyfQ%3D%3D%7C0%7C%7C%7C&sdata=QLKDKOa%2FObcEYy7a9sCKlHgVJiFKQE4JBykdh3%2F7jvA%3D&reserved=0
mailto:educationhelp@nzrugby.co.nz
https://www.nzrugby.co.nz/assets/2.0-Assessor-and-Admin-GD_How-to-switch-accounts.pdf
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What you will see 

These are the reports/functions you have access to:    

  

 

1. Training Status Report: This report will show you the training status and progress for all 

learners (from your access/area/PU) within a course. 

2. User Log: This report will show you when a learner has logged into the system – it provides 

their name, last name, and email, last log in date / log out date (and will list each different 

login the user has made in separate rows). This report is only useful at an NZR 

organisational level but is available for all admin levels to use. 

3. Event Enrolment Report: This report outlines the events that have been set up and which 

learners have been enrolled into which events plus provides the status of event. (This is 

useful to see which learner is enrolled in which event & the status of events (e.g. which of 

the events have/haven’t been marked as complete). 

4. Assessment Notes Report: Assessors can add notes during assessments. This report 

outlines the notes added by the assessors through the assessor event management app. 

5. Training Event Summary Report: This report outlines the status of each event, assessor and 

learners. 

6. Active User Report: This report is only useful at an organisational level, please ignore. 

7. Training Bulk Assigned: This report is the one you run the DAY AFTER you completed a bulk 

enrolment. This will show you who was NOT enrolled as they did not meet the pre-

requisites. 

 

Reports can be exported in Excel, CSV and PDF formats. 
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System language 

Before we run the reports, let’s cover some specific “language” you will see on screen, so you 

understand what they mean: 

LINEBREAK (etrainu) LMS 

language 

NZR language 

Organisation Back-end hierarchy* admin – top tier: New Zealand Rugby. 

An organisation level admin can see learner data across all 

departments below it. 

Departments Back-end hierarchy* admin – mid tier (for example Community 

Rugby, NZR staff, PU staff, Super Rugby etc.) 

A department level admin can see learner data ONLY for their 

department and for all sub-organisations below their department. 

Sub-organisations Back-end hierarchy* admin – last tier (for example for the 

department: Community Rugby, the sub-orgs are all the Provincial 

Unions). 

A sub-organisation level admin can only see learner data for their 

suborganisation. 

Course/ Bundle Courses, awards. 

Inductions Modules (or a “part) of a course. 

Participant/Learner All rugby learners (coaches, players, referees, PU staff etc.) 

* The LMS hierarchy is huge in the back end, and no one ever sees it, as an example, here is an 

image of a small part of it: 
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Reporting 

Training bulk assigned report 

To see how to enrol learners in bulk – see GD 3.0 – Managing Participants 

This report will show you (for those you bulk enrolled) who WERE enrolled or NOT enrolled as they 

did not meet the pre-requisite(s) for the course you bulk enrolled them into. 

1. Click “Reports” from the menu bar on the top of the screen, followed by “Training Bulk 

Assigned”. 

 
2. Search for the “course” you wish to run the report for by adding the search details and 

clicking “Submit”. 

 
3. If you review the results below you will see “a line” for each bulk assign you completed.  

a. The “Submitted” column shows how many learners you tried to BULK enrol. 

b. The “Allocated” column shows you how many were ENROLLED. 

c. The “Not allocated” column show you how many were NOT ENROLLED as they did 

not meet the pre-requisites for the course. 

 

4. In the “Reports” column, click on the report icon. 

 

  

https://www.nzrugby.co.nz/assets/3.0-Admin-GD_Managing-participants.pdf
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5. Here you can see the names of the learners that were/were not enrolled. 

 

Training status report 

1. Click “Reports” from the menu bar on the top of the screen, followed by “Training Status 

Report”. 

 

The Training Status Report outlines the training status for your learners and can be filtered to suit 

your needs. 

To build your report, consider using the following filters: 

Some filters will already be applied, click the “Edit Filters” button to adjust: 

 

2. The “Organisation” will always default to New Zealand Rugby. 

3. Select YOUR “Department” (e.g. Community Rugby). For PU admins, this will not be 

changeable. 

4. Select YOUR “Sub organisation” (e.g.) Auckland RFU). For PU admins, this will default. 
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5. Deselect all and select the course you’d like to report on under “Training”. 

6. If you’d like to report on parts of a course, you can select these under “Filter By” and select 

“Modules” instead of “courses”.  

7. Select the “Training Status” you’d like to include in the report: In Progress; Completed etc. 

 

8. Select the report date range in: “Date Training Was Assigned”, and/or “Date User Was 

Created” and/or “Date Course Was Completed”. 

 

9. Tick the “Include Archived Users” if you’d like to see the records of those who NO LONGER 

have access to LINEBREAK. 

10. Choose the additional information you would like to see for each learner by ticking them 

under “Extra Display Fields” (such as region, date of birth, email, etc.) 

11. Click “Submit” to create your report. 
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To read your report: 

12. Scroll to the bottom of the page under the “Report Results” heading. 

First you will see a summary table: 

• Total Result = Total number of assigned courses for your report selections (and includes all 

course statuses). 

• Totals in the rows below the top row = Totals for each “status” (i.e. number of learners who are 

in progress, completed for the course you selected). 

 

Underneath the summary table is your “on screen” report. You can: 

• Click on the “header” of each column to sort by that column. 

• For each learner it will show you their status, when they were provided with access, the 

completion date (if completed); the course expiry date and progress; plus, any additional fields 

you selected to see. 

 

13. Click on the “Export” button to export the report for other purposes. 
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Event enrolment report 

1. Click “Reports” from the menu bar on the top of the screen, followed by “Event Enrolment 

Report”. 

 

The Event Enrolment Report outlines the events, and their status PLUS provides the status of the 

learner’s ‘course’ completion. 

To build your report, consider using the following filters: 

2. Leave the “Organisation” as New Zealand Rugby. 

3. Select YOUR “Department” (e.g. Community Rugby). 

4. Select YOUR “Sub organisation” (e.g. Auckland RFU). 

5. Choose the course related to the event (s) you’d like to see. 

6. Select the report date range. 

7. Click “Submit”. 
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To read your report: 

This will display every learner enrolled into the course you selected. It will also tell you their:  

• Course Status. 

• Course completed date (if applicable). 

• The event they have been enrolled into or if they have not enrolled into any events yet. 

 

 

 

 

 

 

 

 

 

Common question: See the event status (Scheduled vs Completed). If an event is not showing as 

“completed” this is usually why a learner’s COURSE STATUS will show as still “in progress” and not 

passed. 

8. This report can ONLY be exported to CSV, click on the “Download CSV” button to export the 

report for other purposes. 
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Assessment notes report 

Assessors can add “notes” to a learner’s record during an 

event assessment. The Assessment Notes Report covers the 

notes added when a learner is assessed through the 

assessing app. This will include data from closed and “still 

open” events.  

1. Click “Reports” from the menu bar on the top of the 

screen, followed by “Assessment Notes Report”. 

 

To build your report, consider using the following filters: 

2. Leave the “Organisation” as New Zealand Rugby. 

3. Select YOUR “Department” (e.g. Community Rugby). 

4. Select YOUR “Sub organisation” (e.g. Auckland RFU). 

5. Choosing a particular learner is optional. 

6. Choose the course related to the event (s) you’d like to see. 

7. Select the report date range. 

8. Click “Submit”. 
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To read your report: 

This will display every learner enrolled into the course you selected.  

It will also tell you their: 

• Event where the note was added. 

• The learning “module” the note related to.  

• The note added by the assessor (word for word) with the date the note was added and the 

name of the assessor. 

 

 

9. This report can ONLY be exported to CSV, click on the “Export to CSV” button to export the 

report for other purposes. 
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Training event summary report 

1. Click “Reports” from the menu bar on the top of the screen, followed by “Training Event 

Summary Report”. 

 

To build your report, consider using the following filters: 

2. Leave the 

“Organisation” as New 

Zealand Rugby. 

3. Select YOUR 

“Department” (e.g. 

Community Rugby). 

4. Select YOUR “Sub 

organisation” (e.g. 

Auckland RFU). 

5. Choose the course (s) 

related to the event (s) 

you’d like to see. 

6. Select the report date 

range. 

7. Choose the event 

status (In Progress; 

Completed; Cancelled). 

8. Choosing a particular 

learner is optional. 

9. Choosing to run a 

report “by Assessor” is 

also optional. 

10. Click “Submit”. 
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To read your report: 

This will display every event in the date range you selected, relating to the course you selected and 

for each event will show you: 

• The start and end date of each event. 

• The assessors for the event(s). 

• The status of each of the events. 

• The learners and their course status for each event. 

 

This report can ONLY be exported to CSV, click on the “Download CSV” button to export the report 

for other purposes. 

 


