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Home    Administrators    Course Providers    Learners 

Welcome to the TRAIN Florida 
Knowledge and Resource Center for Administrators 

This section of the Local Administrator Questions and Answers provides you with the steps to run a 
TRAIN Florida Ad-Hoc report for your assigned local level learner profile information. This is a shared 
report and you have access to it 24 hours a day, seven days a week. 
Note: You must have the TRAIN Florida Report Manager permissions to access this report.  

To run this Ad-Hoc report please follow the steps below: 

1. Log in to TRAIN Florida

2. From your TRAIN Florida home page, click on the Administration link

 Image 1 

3. When the next screen loads,
locate and click on the Reports link or
plus sign in the Manage menu (See Image 2)

4. Next, click on the Ad-hoc Reports button

  Image 2 

5. You will be re-directed to the Ad-hoc Reports screen (See Image 3)

http://www.doh.state.fl.us/alternateSites/FLphtn/TRAINFloridaKnowledge.html
http://www.doh.state.fl.us/alternateSites/FLphtn/trainfloridaknowledgeadmin.html
http://www.doh.state.fl.us/alternateSites/FLphtn/trainfloridaknowledgecourseproviders.html
http://www.doh.state.fl.us/alternateSites/FLphtn/TRAINFloridaKnowledgeLearner.htm
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6. On the Ad-hoc Reports screen:

 Click the All reports radio button

 Check the Only Active reports box

  Image 3 

7. Locate the FDOH Learner Accounts report. This report displays the FDOH Learner accounts for
CHDs, CMS, Division or Program Office. The description includes this direction to help narrow
your report information - When prompt, enter in the Department Name, i.e. Levy CHD. - Be sure
to confirm you Group Department Name using the group list, linked from this part of the
description - Click here for the FDOH Group List (See Image 3)

8. Once you have your Group Department Name, click on the Report Name. (See Image 3) The
report page will open in a new window and you will be re-directed to the Report Parameters

9. On the Report Parameters screen, enter in the Group Department Name exactly as listed on the
FDOH Group List, into the LIKE field (See Image 4)

  Image 4 

http://www.doh.state.fl.us/AlternateSites/FLPHTN/TRAINFlorida_Documents/trainfloridagroups.xls
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Note: You must enter the Group Department Name exactly as it is listed on the FDOH Group 
List, or the report will not return any values (information). We strongly recommend that you do 
not use the wild card feature. 

10. Next, click the Execute report button. The report will take up to 30 seconds to load (See Image 4)

11. How to manage the report (See Image 5):

 use the navigation tool to view additional pages
 reduce the report view by selecting the report width
 search for learners by entering data into the search field

  Image 5 

12. How to export and save the report (See Image 6):

 Click on the Export icon then use the drop down and select the format you want to save the
report. Follow the export instructions.

13. Click the Refresh icon to set the information.

  Image 6 

14. Click on the “X” to exit the report and close the browser window.

Under Florida law, e-mail addresses are public records. If you do not want your e-mail address released in response to a public records 
request, do not send electronic mail to this entity. Instead contact these offices by phone or in writing. 

If you have a question, would like to check our progress, or want to share an idea, please feel free 
to email DOHLMSSupport@flhealth.gov or call 850-245-4008.  

mailto:DOHLMS@doh.state.fl.us
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