Assignment Completion — Schedulable Report

To begin, access HealthStream as an Administrator:

‘http://henryfordconnect.com/university

Enter your Username (six digit employee number) and enter your Password
(last four of your SSN) then click on Login.

3 = e UNIVE

. ".... (e
IRIARE] Uiiversity | HAnESlS som.__nanty e :

g University Anncuncements

I ahnut LI Imuersty

JHow [a LoD inkd HEHS

WUniversily
SR 0] =
Logir
J Institute for Managemeant <
Giudies UFernan
d Yursing specttum Usemame
Requent Fom passond
3 ~ursing S poctrum

3 Adinins Lralur Luy 1o

Loin

Select your Affiliation (if required).
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Click on Proceed with Login after Affiliation is selected.


http://henryfordconnect.com/university

You will then be logged in as an Administrator for your area.
Click on the Reports tab.
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Select Assignment Completion — Schedulable.
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Select your reporting criteria.

Select your Sort option, Date range, and Search for Course. Please note:
the date range must include the due dates for the assigned courses.
Click on Search for a Course and either click on Search or enter the name
of the course.

Click on Search for Students to select your students for reporting.

Select Excel-Compatible if you would like it exported to an Excel file.
Click Continue.
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NOTE:

Assignment Completion - Schedulable Report .CSV Option

Excel option has been replaced with a direct .CSV export option. CSV (comma separate values)
files are raw data files that can be easily imported into Excel and other applications.

NOTE: The Assignment Completion Report displays completion activity tied to specific
assignment criteria and is based on the assignment due date.

Select CSV (comma-separated values) and click Export.
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Click Save to save the report to your desktop or home drive.
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Name your Report and click Open when saving is complete.
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Make any modifications needed and Save as an Excel file.
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If you would like to schedule the report (automatically runs for you), select
Schedule this Report.
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Select your criteria and then click Save.
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