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Run a User Report

1. Login with your administrator account.
2. Select the gear icon in the top right corner ( £ ).
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3. Select Reports from the left column.
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4. Find the User Personal Summary section.
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User Personal Summary Course Summary
View a user summary report and View a course summary report and
download it as a PDF. download it as a PDF.
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5. Type a user name in the field.

User Personal Summary

View a user summary report and
download it as a PDF.
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Can’t recall their username? You may also enter their name
(first or last) or their email address. As you type, the system -
automatically displays any usernames associated with that
information. Select the desired username when it appears. -
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6. Select the Generate button.
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User Personal Summary Course Summary
View a user summary report and View a course summary report and
download it as a PDF. download it as a PDF.
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7. The report appears.
The report is identical to the My Activities page, which every user can access from their Menu button.
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