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  –	
  Transcript	
  Status	
  
1. Select	
  REPORTS>STANDARD	
  REPORTS>TRAINING>	
  TRANSCRIPT	
  STATUS	
  REPORT	
  

THIS	
  SEARCH	
  WILL	
  PRODUCE	
  RESULTS	
  FOR	
  ALL	
  TRAINING,	
  ALL	
  STATUSES,	
  AT	
  YOUR	
  FACILITY.	
  

	
  
	
  
	
  

2. The	
  report	
  title	
  will	
  drop	
  in	
  queue	
  under	
  PROCESSED	
  REPORTS	
  at	
  the	
  bottom	
  of	
  the	
  page,	
  once	
  it	
  has	
  finished	
  

processing	
  you	
  will	
  see	
  the	
  EXCEL	
  icon	
   under	
  the	
  OUTPUT	
  column;	
  it	
  is	
  then	
  ready	
  for	
  download.	
  

Select desired date  

Select your facility from 
the ORG unit search 

Training Type is ALL to get data 
results for all items completed, 
leave Training Title blank for all 
training to be included in the 
results 

Check COMPLETION DATE, 
RECURRING TRAINING, 

ORGANIZATIONAL UNITS 

Name your report, Select PROCESS REPORT 


