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Standard	
  Report	
  –	
  Training	
  Hours	
  (User	
  Total)	
  
	
  

1. After	
  logging	
  on	
  to	
  the	
  LMS	
  through	
  BEACON,	
  click	
  the	
  REPORTS	
  tab	
  and	
  select	
  STANDARD	
  REPORTS	
  
	
  

2. Select	
  TRAINING,	
  select	
  report	
  type	
  TRAINING	
  HOURS
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3. Select	
  the	
  following	
  report	
  criteria	
  fields:	
  
	
  

• Select	
  date	
  (Reminder:	
  	
  LMS	
  live	
  date	
  was	
  09-­‐01-­‐13)	
  
• Select	
  “USER”	
  from	
  User	
  Criteria	
  drop	
  down	
  box,	
  search	
  user	
  by	
  name,	
  select	
  user,	
  select	
  DONE	
  

Note:	
  	
  You	
  can	
  select	
  more	
  than	
  one	
  user	
  at	
  a	
  time.	
  
• Training	
  Type:	
  	
  ALL,	
  Provider:	
  ALL	
  
• Remove	
  all	
  selections,	
  only	
  select	
  Group	
  Type:	
  	
  SUMMARIZE	
  BY	
  USER,	
  Status:	
  	
  COMPLETED,	
  COMPLETED	
  

EQUIVALENT	
  
• Select	
  Output:	
  	
  EXPORT	
  TO	
  EXCEL	
  

	
  

	
  
	
  


