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Delinquency – Schedulable Report

To 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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Reqired Fields are marked with a #

RequestName:*  [Delinquency/Past Due - Schedulable - Created Mar. 23 2(

Emal Address: [LGORGEE @hihs.org
Mitiple email addresses must be separated by seri-colons.
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Note: quarters are defined as calendar quarters.

Schedule Start Date: [03/23/2007 63
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Note: Schedled tasks are processed rightly between Mright and 8 AM ET.

Save Cancel




Please 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 the Delinquency – Schedulable report.
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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 assignment due dates.

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

· Click on Search for Students and either check the box next to each name or click on select Check All Current Search Results.  

· Select Excel-Compatible if you would like it exported in an Excel file. 

· Click Continue.
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Your report(s) will look similar to the following report.  If you would like to export the report to Excel, click on Export, click on Save and choose where you would like the report saved, then name your report.
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If you would like to schedule the report (automatically runs for you), select Schedule this Report.


Select your criteria and then click Save.
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