
Manager Quick Reference Guide

Getting Started

To access the Paulson InSite360 training, go to http://paulsontraining.mzinga.com to begin your 
training.  You will be asked for your username and password. The Home Page is displayed immediately 
upon logging into the interface.  If you are designated as a Manager or as an Administrator, you can 
select these Roles from a dropdown list on the Home Page.  

Logging in

Type your Username and Password.

Learner Window

After you login, you will be brought to the Learner Window by default.  You can change your role by 
clicking on the arrow next to Learner.

Click on the down arrow and choose “Manager”.

http://paulsontraining.mzinga.com
http://paulsontraining.mzinga.com


Manager Window
From the Manager Window, you can get the status of your employees training progress and run 
reports.

Learners Programs

By clicking on Learner’s Programs, you will see all the programs a students is signed up for.  
Please Note - these are Programs (or Courses), not individual lessons.
You can change Learners by clicking on Change Learner.

Change Learners

After clicking on Change Learner, the following window will appear.  Select the radio button next to 
the student you would like to change to and click the Select button.



Reports

In order to get a report on all your students, you will need to go into the Reports Templates.

Reports - Step 1

Click on the AICC/SCORM Subcourse Report



Reports - Step 2

Under Organization Name: Type your company name (at least the first 3 letters of the company 
name).

Click Search.

Reports - Step 3

Select your company by either clicking the checkbox next to your company name and then clicking 
Select, or just clicking on Paulson Training, Inc. next to your company name.



Reports - Step 4

On this screen, you have many choices on what information you would like your report to return and 
how you would like it to look.

Only enter a name here if you 
want a report on a specific 
student, otherwise leave blank 
and the report will return all 
students who have taken courses.

Fill in dates here 
if you are looking 
for a particular 
time frame, 
otherwise leave 
blank.

We suggest you remove 
Sub Course Name from 
the report because it is 
redundant with the 
Course Name.

Again, we suggest you remove Sub Course Name from 
the report because it is redundant with the Course Name.

You can Submit the report at this point, or you can choose 
to save the report settings for the next time you run the 
report.



Type in a name for your report.

You can set up a schedule for 
your report to run in this section.

Click Submit And Save.

Reports - Step 5

After you submit you report, the following screen will appear.  Click on Refresh.



Reports - Step 6

Click on the report you would like to see.  If you saved your report, click on the name of the report 
you saved it as.  If you did not save the report and just choose to Submit the report, it will be the 
AICC/SCORM Subcourse Report.

Reports - Step 7

Finished Report.  You can Download the report to various formats by clicking Download at the top 
of the Report.


