[image: image1.png]@ select affiliation

(@ Administrator
€ HAPB - HAP Brokers

@ HFHSorg - Henry Ford Health System

™ Make this my default selection or this computer,

Proceed with Login

(@ HckSueant Copyiah © 20 Heaom, o, g s
w7109

OHLCWEBZS ATHLCWEEZS CILNKNOWN





Class Roster & Sign In Sheets Report

To begin, access HealthStream as an Administrator:

Click on the Internet to access the Henry home page http://henryfordconnect.com/university
Enter your Username (six digit employee number) and enter your Password (last four of your SSN) then click on Login.
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Select your Affiliation (if required).
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Click on Proceed with Login after Affiliation is selected.

You will then be logged in as an Administrator for your area.  

Click on the Reports tab.
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Select Class Roster and Sign-In Sheet.
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Click on Select a Class.
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Type in the exact class name, date and click on Search.
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Click on the Class name.
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Select your Display Options and click on Continue.

[image: image7.png]Reports <@ ExitReport
Class Sign In and Roster

Class Tite: oo Pensin Select a Class Edit Summary Information
Improvements Class
Print Crientation: @ Portrait: 8.5 x 11in € Landscape: 11x B.5n
Display Options: ™ Include User Id
™ Include Job Tite
I™ Include Department
SortBy: @ Last Name. © Department Name € User ID

Cantinue




Select PDF as your Export Format, click Export, then print.
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