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Instruction for Power Users with access to Reports and Learners
Certificates

First log in to the AMOS Learning Center (http://amos-learning.swiss-as.com) with your
username and password.

If you did not receive your initial password or can’t remember it, request a password reset by
pressing “Lost Password”.
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Reports

Once you are logged in, select the gears icon from the top right side and then select
“Reports”.

Note: For real-time data, it is recommended to use “Legacy reports” instead of “Reports”, as
data in the latter refresh every 1-2 hours.
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Select “Create Custom Report”
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Choose a name for your report and keep “User — Courses “ selected, then click next.
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You can select your entire branch/company or select users individually. Press next.
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Then you can choose if you want to do the report for all courses or for specific courses.
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The next window enables you to add filters and to select the fields you want to see on your
report. Scroll down for more options.
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Click next and then you can select the order of the fields.
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Save and show your report.
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You can also export your report.
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There is also the option to schedule for the report to be sent periodically at a specific time, to
email addresses of recipients, which can also be external to the LMS
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download it as a PDF. download it as a PDF. asa PDF.
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Certificates

Once you are logged in, select the gears icon from the top right side and then select
“Settings” “Certificate Template”.
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Select the type of Diploma depending on which course your learner attended:
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Confirmation of Participation - O[T 18
Confirmation of Participation - System Overview Tel 18

Diplama - Train the Trainer 18



After clicking on the Diploma icon, select the course for which you want to download the
certificate(s)

Issued Certificates x

Issued certificates for: () Course () Learning plan

Course: ‘AMOS Basics - Version 21.6

The list of participants appears, you are able to download and print the certificates

highlighted. In the search function you can type the name of the participant you are looking
for.
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