
 

  

How to Create a Manual Drop In Report 
 
This guide will support your knowledge in generating a manual drop-in report from SmarterU. 
 
Conditions: 

• Scheduled report was not sent 

• Can be created  
o if the custom fields have not been updated or at least 48 – 72 hours after the scheduled 

session 
o if the learner is scheduled to join only one session per week 

 
Login to SmarterU  
Click on the Admin View 
Click Report Admin 
Click Enrollments  
 
 
 
 
 
 
 
 
 
 
You will see this screen and the Default Enrollment Report Tab. Select the dropdown button for Filter by 
Course. 
 



 

  

Select the filter button for the course name and you can filter the instructor’s given name. For this file, 
we will use Ann. 
 

 
 
 

Select the Add button for the correct session day then click on All Courses. 
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Next select Filter by Session Date, then select Run Report. 
 

 
 
 
For this file, we will use January 25, 2022. 
 

 
 

 
 
 
 
 
 



 

  

Scroll down to the Enrollment Report tab and you can see the list of learners enrolled to the session. 
 

 
 
 
Report Template: 
 
Open the Manual Drop-In report template saved here: \\172.18.100.10\wem$\WEST Drop In 21-
22\WEST Centre Resources\Virtual Classroom Resources\WEST AdminClientAdvisor\How Tos for 
SmarterU and Collaborate. 
 

 
 
Make sure to save your own copy and do not overwrite the temple. 
 

file://///172.18.100.10/wem$/WEST%20Drop%20In%2021-22/WEST%20Centre%20Resources/Virtual%20Classroom%20Resources/WEST%20AdminClientAdvisor/How%20Tos%20for%20SmarterU%20and%20Collaborate
file://///172.18.100.10/wem$/WEST%20Drop%20In%2021-22/WEST%20Centre%20Resources/Virtual%20Classroom%20Resources/WEST%20AdminClientAdvisor/How%20Tos%20for%20SmarterU%20and%20Collaborate
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From the Enrollment Report click on the name of the learner and a new tab will open showing the User 
Summary. In this example we will use Ahmed, Zuhayb. 
 

 
 

 
 
Scroll down to the Custom Fields and copy the details to the Manual Drop in Report that you saved 
earlier. 
 

 
 
Repeat the steps on this page until you have copied the details from all the learners from your centre. 
 
 
If you encounter any issue with the report, please send an email to adminforonline@esmanitoba.ca  

mailto:adminforonline@esmanitoba.ca

