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Job Aid: Running and Viewing Reports via Manager Dashboard
Purpose: Use this job aid to learn how to run and view reports via manager dashboard.
1) Log into the HHS Learning Portal, select Reports.  
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1) A reports menu screen will appear. In the name field and enter the name of the report you are looking for. 
2) Select search.
[image: image2.png]Reports

Reports contain data that you can use for analysis and decision-m aking. They can be printed or exported (hover over the Actions link for options).
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3) A list of available reports will automatically appear. Select the actions link for the desired report and then select execute.
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4) Some reports may have parameters. If required, choose the parameters that should appear on your report, and then select Generate Report. Please note- parameter fields in red represent fields that require an entry to proceed.
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5) You can export the report by selecting export, and then select the format for the report export. (for example- XLSX, PDF).
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6) You have reached the end of this job aid.
Job Aid: Running and Viewing Reports via Manager Dashboard
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