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1. Permit Reporting

2. Reporting on other 

Assessments

3. Infringement Reporting



Permit Reporting
1. From the dashboard, navigate to the Report tab, then select Skills

2. In Passport, permits are considered a ‘skill’. Select Assessments (Report Type) 

3. Select the Permit Assessments

4. Click Generate to create the report

Selecting Assessments:

Permit related Assessments are:

• Issue Stage 1 Permit

• Issue Stage 2 Permit

• Issue Stage 3 Permit

• Issue Restricted Licence Permit (Used 

for Restricted Licence Holders)

• Issue Exemption Permit

Saving a Report:

If you expect to run a report regularly, you 

can ‘Save Report’. When you next want to 

run the report, use the ‘Load Report’ 

function to run the report again.



Reporting on other Assessments
1. From the dashboard, navigate to the Report tab, then select Skills

2. In Passport, tests and driver logs are considered a ‘skill’. Select Assessments (Report Type) 

3. Select the desired assessments

4. Click Generate to create the report

Selecting Assessments:

Theory Test related Assessments are:

• Stage 1 Theory test

• Stage 2 Theory test

• Stage 3 Theory test

Practical related Assessments are:

• Stage 1 Driver Log

• Stage 2 Driving Assessment

• Suspension – 5-hour driver log

Saving a Report:

If you expect to run a report regularly, you 

can ‘Save Report’. When you next want to 

run the report, use the ‘Load Report’ 

function to run the report again.



Infringement Reporting
1. From the dashboard, navigate to the Report tab, then select Penalties

2. In Passport, infringements are called Penalties. Use Analysis for building graphics and Report for 

generating an excel report 

3. Select the date range and click Generate to produce the report
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