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	Instructor Notes
	Running an Incomplete Mandatory Training Report

	
	The deadline for mandatory training is approaching. You want to create a report listing all of the users in your agency that have not yet completed their required training. 

	
	Step
	Activity
	View

	
	1. 
	Select the Reports menu option.
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	2. 
	From the bottom of the left menu, select System Admin
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	3. 
	From the System Admin reports, select Custom Reports. 
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	4. 
	In the Report Name field, change the drop down list to Contains.
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	5. 
	Enter the word Incomplete in the Report Name text box. 
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	By searching for the word incomplete contained in the title, only those reports that will publish incomplete status will be listed.
	6. 
	Click Search.
	[image: image6.png]




	
	7. 
	In the search results table, click the magnifying glass icon of the report you wish to use. 
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	8. 
	Review the comments section to be sure you have the correct report. 
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	9. 
	Click Run
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	10. 
	Accept the default title or edit the title to reflect your agency name. 
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	11. 
	Select Browser or Local File for the Report Destination.
Note: Choose Local File to save the report in a CSV format (Excel compatible).
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	12. 
	Click the Domain Filter by criteria icon to select your Domain.

Note: It is important to choose the domain by filter rather than typing the name to ensure all areas are included in your report.
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	13. 
	On the Create Filter tab, enter the specific domain name in the Domain ID box. 
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	14. 
	Click Submit Criteria.
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	15. 
	Click Run Report.
Note: The Domain field now indicates that the criteria have been specified.
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	16. 
	Wait while your report is generated. When complete, it will appear on the screen, or you will see a download prompt. 
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	17. 
	Click Save to save the file to your computer. 
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	18. 
	Specify a file location for the report.
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	19. 
	Click Save.

Note: You can now launch Excel and open the file.
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