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Introduction

As an administrator, you will need to confirm that your users have completed their
assigned or elective courses in the LMS. This user guide will provide you with the
information about how to run the most common reports.

The three reports that will be highlighted are:

1. Student and Group Transcript — this report generates one or more student

transcripts
2. Assignment Completion — this report tracks student status toward the completion

of assigned learning only.
3. Course Completion — this report determines which students have completed a

course, including assigned and elective learning.

The next section reviews how to schedule these reports and how to view these
reports. Finally we will review how to access the online Help function within the LMS.

If you have any questions, please email Imsadmin@ohiohealth.com. A member of our
team will be happy to help you with any questions.
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Student and Group Transcript Report
The Student and Group Transcript report generates one or more student transcripts.
To create the report

1. On the Reports tab, click Student and Group Transcript
Report

Brigham Young University | Students and Intarng

People | Courses

Education

Request Manager Education Reports
Manage Requests Assignment Completion - Dril-Through

Assignment Completion - Schedulable
(Class Contacts
Class Grading Status by Administrator
Class Grading Status by Course
Class Reqgistration Status

1 Class Roster and Sign-In Sheet

Completion Data Export

People Reports
Discipline Listing
Expiring License

Instructor Resume
Role Features

Course Activity
Course Certificates

2. In Report View, click Completion Date or Completion Name

3. In the Date Range list, select the range of dates you want to use in the report.
You can select the date range from the list, or enter the dates in the From and
Through boxes. The default is the Last 12 Months.

Tip: You can also click @ to select the date.

4. In Students, select the Report on All Active Students check box if you want
the report to include all active students.

5. In Completions to Include, click All, Assigned only, Elective only, or
Learning Events only.

6. Click Show Additional Options if you wish to further define your report.
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7. Click Continue. The report will open in a new

window.

Erigham Young University | Students and Interns | Administrator M=y 10 2010 11:24 AM ET "

My Profile Elste Mep = Discuss @Heb
Reports

Student and Group Transcript & Exit Report

2 Report View: ® Completion Date O Completion Name (Alphabetical)
3 DateRange: ® |Last 12 Months v
OR: O From: Bl Through: Gl
Students:

4 O Report on Al Active Students
Select a Student Group  Search For Students

5 Completions To Include: @Al O Assigned only - O Elective only O Learning Events only
6 Show Additional Options...

7 o]

For many, this may be the only report that you use. You can schedule this to

automatically run. Please see the section on Scheduled Reports, pages 15-17, to learn
more about how to schedule your reports and how to view scheduled reports.
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Assignment Completion Report

This report is available in two formats: Drill-Through and Schedulable. The Drill-Through
report will provide a grid of progress towards assigned courses only. The Schedulable
report also provides progress towards assigned courses; however it is in a list format.
Both reports can be scheduled.

To create the Drill-Through Report

1. On the Reports tab, click Assignment Completion — Drill
Through
t:rl

Erigham Young University | Students and Interns L2 =
People | Courses | Education ‘

Request Manager
Manage Requests

2. In Report Method, select:
a. Status Method based on Due Date Range - looks for completions in the
due date range selected later
b. Completion Method based on Completion Date Range - looks for
completions regardless of the due date
3. In Report Focus, click Courses, Departments, or Completion Grid Only.
Departments allow you to also get to a course focus report or completion grid.
4. In the Due Date Range list, select the range of dates that you want to use in the
report. You can select the date range from the list, or enter the months in the
From and Through boxes. The default is the Last 12 Months.
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5. In Learning, select the Report on All Courses Assigned to Students Selected
check box if you want the report to include all available courses.

Brigham Young University | Students and Interns | Administrator

May 10 2010 11:38 AM ET

= Reports )
@™ CxiRe

Assignment Completion - Drill-Through

Report Method:  (® Status Method - based on Due Date Range
The report wil display Courses with a due date in the date range. The status
2 of all selected students wil be displayed for each course assigned.

O Completion Method - based on Completion Date Range
The report wil display Courses that were completed in the date range. Incomplete
students wil be shown as Mot Yet Due, Exempt, Past Due, or Delinquent.

3 Report Focus: ® Courses O Departments O Completion Grid Only
4 Due Date Range: (| Last 12 Months v
OR: O From: T Through: 7
5 O Report on All Assigniments for Students <
Learning: Select an Assignment  Search for ¢

6. In Students, select the Report on All Active Students check box if you want
the report to include all students.

7. In Display Options, select Group by Department.

8. Click Show Additional Options if you wish to further define your report.

9. Click Continue. The report appears in a new window.

Students: 6 CJreport on Al Active Students

Select a Student Group  Search For Students

"/ Display Options: [ Group by Department

Show Additional Opftions... 8

9
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You can schedule this to automatically run. Please see the section on Scheduled
Reports, pages 15-17, to learn more about how to schedule your reports and how to
view scheduled reports.
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Assignment Completion Report
To create the Schedulable Report

1. On the Reports tab, click Assignment Completion — Schedulable

Erigham Young University | Students and Interns
People | Courses Services | My Profile

Education

Request Manager Education Reports

Manage Requests e e = ) N R0 ) N
_ L ) @nmen: Completion - Schedulable
1

2. In the Sort By list, select how you want the report data sorted. The default is
Department, Student, Item, which is most commonly used.

3. In the Due Date Range list, select the range of dates that you want to use in the
report. You can select the date range from the list, or enter the months in the
From and Through boxes. The default is Current Year. The most commonly
used is Last 12 Months.

4. In Learning, select the Select All check box if you want the report to include all
available courses.

5. In Students, select the Select All check box if you want the report to include all

students.
Brigham Young University | Studsnts and Intzrns | Administrator May 10 2010 11:53 AM ET
b Reports @ Ext Report
. = Xit Repo
Assignment Completion - Schedulable S
2 Sort By Department, Student, ltem
3 Due Date Range: ® |Last 12 Months »

OR: O From: B Through: En

4 [JReport on Al Assignments for Students Selected
Learning: Select an Assignment  Search for Courses
O select Al

5 [ Report on All Active Students
Students: Select a Student Group  Search For Students

9
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6. In Display Options, select the Include Student User 1D check box if you want
to include the students’ user IDs in the report.

7. In Format Options, select whether or not you want to include page breaks.

8. Click Continue. The report appears in a new window.

6 Display Options: Oinclude Student User ID
"/ Format Options: ®Include Page Breaks (O Do Not Include Page Breaks

8 [Carinee ]

You can schedule this to automatically run. Please see the section on Scheduled
Reports, pages 15-17, to learn more about how to schedule your reports and how to
view scheduled reports.

10
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Course Completion Report

This report is available in two formats: Drill-Through and Schedulable. Both reports
determine which students in the selected criteria have a) completed any of the courses
selected, or b) not completed any the courses selected, or c) show all students
regardless of completion status. The difference is the format that it is delivered. The
Drill-Through report allows you to click for further about a certain course or student. The
Schedulable report is in a list format.

To create the Drill-Through Report

1. On the Reports tab, click Course Completion Drill-Through.

Brigham Young University | Students and Interng Qr 1
People | Courses m Tools | Services | My Profile

Request Manager Education Reports
Manage Requests Assignment Completion - Dril-Through
Assignment Completion - Schedulable
People Reports Class Contacts

Discipling Listing
Expiring License
Instructor Resume

Class Grading Status by Administrator
Class Grading Status by Course

Class Reqistration Status

Class Roster and Sign-In Sheet
Completion Data Export

Role Features

Role Utilization

Student and Group Transcript
Student Assignment Completion
Student Group

Student Listing

2. In Students to Include, select Show all students selected, Show only those
with completions, or Show only those with completions. The most commonly
used is Show all students selected.

3. In Learning to Include, select All Learning, Assigned Learning only, or
Elective Learning only. The most commonly used is All Learning.

4. In the Completion Date Range list, select the range of dates that you want to
use in the report, or enter the months in the From and Through boxes. The
default is Last 12 Months.

5. In Learning, select Report on All Learning check box if you want the report to
include all available courses.

Course Activity

11
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6. In Students, select the Report on All Active Students check box if you want
the report to include all active students.

Brigham Young University | Students and Interns | Administrator May 10 2010 12:35 PM ET E—
Courses EISte Mzp = Discuss € e
) Reports & Exit Report
Course Completion Drill-Through =
2 Students to Include: @ all Selected Students O Students with Completions only O Incomplete Students onby
3 Learning to Include: @ Al Learning O Assigned Learning only O Elective Learning only
4 Completion Date Range: (@ | Last 12 Months »
OR: O From; B Through: 5
Learning: 5 [OReport on Al Learning
Select an Assignment  Search for Courses
1 select Al
Students: 6 [ Report on All Active Students
7. In Report Size, select Complete Report.
8. In Presentation, select Standard Report.
9. In Display Criteria, select Summary.
10. In Display Options, select the Include Student User ID check box.
11. In Sort Departmental Detail By, select Student Name.
12. In Sort Learning Detail By, select Student Name.
13. Click Continue. The report appears in a new window.
7 Report Size: @ Complete Report O Summary Only
8 Presentation: @ standard Report O Data Tables Only
9 Display Criteria: ® summary O Detalled Appendix
Display Options: include Student User ID 10
Sort Department Detail By: @ Student Name O Job Title O Completion Date 11
Sort Learning Detall By: @ student Name O Completion Date 12

You can schedule this to automatically run. Please see the section on Scheduled
Reports, pages 15-17, to learn more about how to schedule your reports and how to
view scheduled reports.

12
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Course Completion Report
To create the Schedulable Report

1. On the Reports tab, click Course Completion Schedulable.

<

Erigham Young University | Studants and Intern 1

s or

Request Manager Education Reports
Manage Requests Assignment Completion - Dril-Through
Assignment Completion - Schedulable
People Reports Class Contacts

Discipline Listing
Expiring License
Instructor Besume

Class Grading Status by Administrator
Class Grading Status by Course

Class Reqistration Status

Class Roster and Sign-In Sheet
Completion Data Export

Role Features

Role Utilization

Student and Group Transcript
Student Assignment Completion
Student Group

Student Listing

Course Activity

Course Certificates

Course Complet

Course Completion - Schedulable

2. In the Report Order list, select the Report Order. The most commonly used is
Department, Student, Course.

3. In Students to Include, select Show all students selected, Show only those
with completions, or Show only those with completions. The most commonly
used is Show all students selected.

4. In Completion Types, select All Courses, Assigned only, or Elective and
Enrolled only. The most commonly used is All Courses.

5. In the Completion Date Range list, select the range of dates that you want to
use in the report, or enter the months in the From and Through boxes. The
default is Last 12 Months.

6. In Course, select the Report on All Courses check box if you want the report to
include all available courses.

13
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7. In Students, select the Report on All Active Students check box if you want
the report to include all active students.

May 102010 12:51 PM ET

Brigham Young University | Students and Interns | Administrator

EISte Map = Discuss € Help
-] Reports @™ Exit Report
R Xit Repo
Course Completion - Schedulable S
2 Report Order: Department, Student. Course |+
3 Students to Include: @ pll selected Students O Students with completions only O Incomplete Students only
4 Completions Types: ® Al Courses O Assigned only O Elective and Enrolled onby
Completion Date Range: @ |Last 12 Months *
5 OR: O From: Bl  Through: En
Courses: 6 [Jreport on Al Courses
Select Courses and Students from an Assignment Search for Courses
O select Al
Students: 7 O report on All Active Students

8. In Display Options, select the Include Student User ID check box if you want

to include the students’ user IDs in the report.
9. In Format Options, select the Include Page Break after each group check

box if you want to include page breaks.
10. Click Continue. The report appears in a new window.

8 Display Options: O include student User 1D

9 Format Options: [¥]Include Page Break after each group

10 [oarine |

You can schedule this to automatically run. Please see the section on Scheduled
Reports, pages 15-17, to learn more about how to schedule your reports and how to
view scheduled reports.

14
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Scheduled Reports
These reports can be scheduled to run at a specified interval.
To schedule a report

1. Create the report and click Continue to generate it.

2. The report opens in a new window. Confirm that you have received the desired
reports.

3. Return to the window that you created the report.

4. Click Schedule this Report.

Brigham Young University | Students and Interns | Administrator May 10 2010 1:04 PM ET “

My Profile Ed Site Map = Discuss &3 Help

b Reports 4
Course Completion - Schedulable

Schedule this report <@ Exit Report

5. In the Request Name box, the name defaults to the name of the report and the
date and time it was created. You may want to change this to a more familiar
name.

6. In the E-mail Address box, change the address that appears or add additional
addressed separated by semicolons.

7. In the Report Format list, select the desired format. The most commonly used is
HTML 4.0.

8. Choose how frequently the report will run (Daily, Weekly, Monthly, or
Quarterly).

Erigham Young University | Students and Interns | Administretor May 10 2010 1205 PM ET

My Protile Bl ste tap = Discuss @ Hep

Scheduling . heduled
Course Completion - Schedulable - Created May. 10 2010 01:05:15 < Retumn to Scheduled
PM Tasks

Required Fields are marked with a *
Request Name:# Completion Report
Email Address: LIMSAdmin@ohiohealth com
Multiple email addresses must be separated by semi-colons.
Report Format: # HTINL 4.0 hd

Choose whether to run this scheduled task daity, weekly, monthly or quarterty.
O Daity
@ Weekly
O sun FEMon [ Tue O wed I Thu [ Frild sat
O Monthly
O 1st day of month
O Last day of month
O specific day of month
O Quarterhy

15



9. Select the Schedule Start Date and Schedule End Date. The default is only one
month.
10. Click Save.

9 Schedule Start Date: [05/10/2010 B =«

Schedule End Date: [06/09/2010 B
Mote: Scheduled tasks are processed nighthy between Midnight and 8 AM ET.

10 l Save ] ’ Cancel

To view your scheduled reports

1. On the Reports tab, click Manage Requests.
L1

Brigham Young University | Students and Interns

Reports

People Education Tools
Student Management Assignment Management
Mznzage Students Manzge Group Assignments Institution Management
Manage Departments
Student Group Management Class Management Mznzage Job Titles
Manage Student Groups Mznzge Clzsses .
Services
Courses Other Learning Event Management Course Library
Course Management Manage Learning Events Products and Services
Manzge Coudrses Ahout Us
Reports Search Online Help
fequest Manager User Guides
Manzge Reguests
My Profile
2. On the Requests link, click View to view it.
Brigham Young University | Studznts and Interns | Administrator May 10 2010 1:12 PM ET m

) Request Manager

=% Manage Scheduled Reports and Tasks @ Return to Reports
chEduIEd Tasks
Results per page: |25 ¥ 1 Record(s)

Request Name Status Type Last Updated Expires
0 Completion Report Completed Report 5/10/2010 1:12 PM 5,#24,"2

16



3. On the Scheduled Tasks link, click on the name of the schedule to:

a. Delete the schedule

b. Click Run Now to create this report at any time

c. Edit to change the frequency that it runs

Brigham Young University | Students and Interns | Administrator

| People | Courses | Education | My Profile

+w ) Request Manager

=3 Manage Scheduled Reports and Tasks
Requests | Scheduled Tasks
Results per page: |25 ¥

Schedule Name

O Completion Report 3

EBrigham Young University | Students and Interns | Administrator

Schedule Manager
i27° Manage Scheduled Reports and Tasks

Schedule Information

Description: Completion Report
Format: HTML 4.0
Runs: Weekly - on Mon

MNext Run Date: 5/10/2010
Create Date: 5/10/2010 1:11 PM
Last Update Date: 5/10/2010 1:11 PM

Delete completed requests when deleting this schedule

Delete Schedule 3a

My Profile

May 102010 1:13 pM ET

Ed Site Map = Discuss @ Help

4; Return to Reports

1 Record(s)
Next Run Last Updated
5/10/2010 5/10/2010 1:11 PM

May 102010 x4 pr =7
Ed site Map = Discuss € He

42 Return to Scheduled Tasks

3cC
3b l Run Mow ” Edit ]

17
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Online Help

The context-sensitive online Help system includes Help topics that provide step-
by-step instructions and reference information. Help can be accessed by clicking

the Help icon © Hebp in the upper right-hand corner of any page. Depending on
which page you are on when you access the Help, a topic relevant to where you
are will display.

When accessing Help from the Help icon, you must click the Show link in the
upper left-hand corner to display the main Help functions and the Help navigation
tree.

é - [B]x]

-4 hitkp: / fenaney, healthstream, comfHLCHelp/administrator/Reports/Education_Reportsfassignment_ %

:

Contents

The Contents tab presents the online Help system grouped in a series of books in
an outline format. Clicking a book opens it to reveal all topics it contains. Clicking
a topic displays it in the right-hand panel of the Help system. Clicking a book again
will close it in order to collapse all of the topics back into the book.

Index

The Index tab contains a list of clickable keywords. Clicking a keyword displays all
topics that contain the selected keyword. You may also search for a keyword by
typing it into the Type in the keyword to find box (or typing a portion of the
keyword). As you type, the closest matching keyword is highlighted. Clicking a
topic displays it in the right-hand panel of the help system.

Search

The Search tab enables entering search terms into the Type in the word(s) to
search for: box and pressing Enter. A list of matching topics appears beneath the
Search field. Clicking a topic displays it in the right-hand panel of the help
system.

Glossary

The Glossary tab contains a list of words, each accompanied by the definition.
Clicking a word displays its definition at the bottom of the Glossary panel.

18



Print

The Print tab enables printing the current topic that is displayed in the Help
system. Click Print to bring up the Print window.

/1 o Administrator - Windows Internet Expi--er

& hktp: | fwven hizalthstream, com/HLCHelpfadminiskratar administy dgr, htm# R eports/Education_Reports/assignment_Completion_-_Drill-Through_Repaort, htm

: Elndex @ search aGlomy aPrint
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