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Agency Admin 
From your Agency Admin portal, you can use the Reports dropdown menu to see a series of reports.  For each report, 
this document contains a description of the report and an example image. 

Reports for Agency Admin 
Compliance Summary 
Description: This report shows an overview of compliance by staff classification. 

Example: (Typically compliance would be higher; this is an example agency that doesn’t exist.) 
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Compliance Summary by Category (Excel) 
Description: Prints an Excel file with compliance percent by position, broken down per course.  The last column shows 
overall compliance percent per position. 

Example: 

(This carries on to the right, with one column for each course required by at least 1 staff at the agency.  Below is the end 
of the rows:) 

Compliance by Person 
Description: 

Shows compliance for each individual staff member in a specified staff category, by course. Shows when they took each 
course and whether or not they passed. 

Example: 
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Only one position can be selected at a time. 

Courses Coming Due and Overdue 
Description: 

For each staff member with at least one course overdue, shows a list of all overdue courses.  Will also show if staff have 
a course due within 30 days. 

Example: 
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Mi Via and Supports Waiver Participants – Consultant Agency Report 
Description: 

Shows a list of participants managed by this agency, what waiver they belong to, and which consultant they are assigned 
to. 

Example: 

Mi Via and Supports Waiver Participants – Consultant Agency Report 
Description: 

After selecting a consultant or several consultants, generates a report with compliance by participant for each 
participant managed by each consultant. Can be useful to help consultants know who to contact about training. 

Example: 

Participants Service Providers 
Description: 
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Shows a table of all people providing services to any Mi Via participants being tracked by your agency’s Mi Via 
Consultants. 

Example: 

Personnel List 
Description: 

This shows all personnel being tracked by your agency in the Training Hub.  This is essentially only useful so you could 
have a PDF of the agency personnel screen that you see when logged in as an agency admin, otherwise it does not show 
any additional information. 

Example: 
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Position Requirements 
Description: 

Prints the training requirements for a specific staff position.  If you want to share the requirements with someone, it’s 
recommended to share the link to this document: 

Job Requirements By Job Classification 

The difference is that if someone uses the link in 3 years, DDSD will have kept it up to date, vs. if someone has a PDF you 
printed out 3 years ago and sends it to a new hire, the info may no longer be accurate at that time. 

So what’s the use case?  Every now and then you may be suspicious that the Job Requirement doc or someone (A 
trainer, a member of DDSD, etc) may have told you an incorrect requirement. This report shows the actual 
requirements that the Hub system is currently using, so regardless of anything else, this report will show the current 
metrics being used for compliance.   

Example: 
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Recertification Requirements 
Description: 

For courses with an Annual requirement, this shows a list of personnel who are required to take that course, when they 
last took the course, and their current compliance standing.  It is broken up into two halves: The initial requirement, and 
the recertification requirement. 

Example: 

Both staff have complied with the initial requirement (the first time they took ANE after being hired.) 

Rob is shown as red because he is out of compliance having not taken the course this or last year.  

Mandi is not red because she took the course in the 2024 calendar year.  She has until the very end of 2025 to take this 
course again and is considered in good standing.  That said, she has not yet taken the course in 2025 so her 
recertification ‘Comply’ checkbox is empty. 
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Transcripts 
Description: 

Prints transcripts for selected staff members.  Transcripts show a training history as recorded in the Training Hub 
database. 

Example: 

Training Status 
Description: 

Shows training status for employees for a specific set of courses.  The example below shows all Direct Support 
Professionals at our example agency and when they achieved ANE Awareness. Useful for seeing has and has not yet 
satisfied the requirements for annual courses like ANE Awareness. 

Example: 
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Trainer Certifications 
Description: 

Prints a list of training certifications held by each trainer at your agency as recorded in the Training Hub database. These 
are the courses that these trainers are qualified to teach as far the training hub is aware. 

Example: 

(All example trainers…) 

No Show Report 
Description: 

Shows a list of No-Shows for training: Those who committed to a training but did not attend and did not cancel or 
otherwise notify the trainer that they would not be attending. 

Example: 
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