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Course Completion – Drill Down Report

The Course Completion – Drill Down report allows reporting on elective and assigned courses.

To begin, access HealthStream as an Administrator:

Click on the Internet to access the Henry home page http://henryfordconnect.com/university
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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 Course Completion – Drill Down.
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Select your reporting criteria.  

· Select your Students to include.

· Type in the Date range.  Students that have completed courses within the date range you enter will show up on the report.

· Click Search for Course.  After clicking on Search for a Course, either click on Search or enter the name of the course. 

· Click on Search for Students and select the students for reporting.

· Select your display options.

· Click Continue.
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After running the report, click on the link for a list of names of all that completed the course(s).
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If you would like to save the report:

· Select PDF as your Export Format.

· Click on Export.

· Click on Save and choose where you would like the report saved, then name your report.
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