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Standard	
  Report:	
  User	
  Training	
  Hours	
  
1. Select	
  Standard	
  Reports/Training/Training	
  Hours	
  Report	
  

	
  

	
  
	
  
	
  
	
  
	
  

Remember	
  the	
  training	
  year	
  is	
  7/1	
  to	
  6/30	
  

Select	
  your	
  facility	
  or	
  region	
  or	
  other	
  desired	
  criteria	
  

Training	
  Type	
  to	
  “All”,	
  Select	
  Recurring	
  
Training,	
  Summarize	
  by	
  User,	
  Check	
  
status	
  as	
  needed	
  –	
  always	
  check	
  
“Completed	
  (Equivalent)	
  

Export	
  to	
  Excel	
  


