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LEARNING MANAGEMENT SYSTEM (LMS)

RUNNING THE HHS ENROLLMENT SNAPSHOT
REPORT

This report delivers the roster details for offerings of a given Owner, Course or
Domain in a specified date range — the date range cannot exceed one (1) year.

1. Log into the LMS.

2. Click the Admin icon.
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Figure 1 — Admin icon
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3. Click the Reports link in the left navigation menu.
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Figure 2 — Reports link
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Name
field

4.

Enter HHS Enrollment Snapshot in the Name field and click the Search
button.

\

Reports

Reports contain data that you can use for analysis and decision-making. They can be printed or exported
(hover over the Actions link for options).

$ Category -Select One- -
—
Report Template &)

Configure | Save Search Query
Search

Search

_~ button

Reports

5.

Figure 3 — Name field and Search button

Click the Actions link for the HHS Enroliment Snapshot Report.

Reports

Reports contain data that you can use for analysis and decision-making. They can be printed or exported (hover
over the Actions link for options).

Name HHS Enrollment Snapshot Category -Select One- -
—
Repaort Template &)
Configure | Save Search Query
Search
Reports Print | Export | Modify Table
Name Report Template  Description Engine Type Actions
This report returns a snapshot of
roster details for offerings of a given
HHS OWner, course or domain in a given
Enraliment HHS Enrollment date range. ** Mote: One of the Managed Actiond
Snapshot Snapshot Report following parameters shall also be  Report o
Report required: Offering Owner, Course

ID, Domain. The Date range notto
exceed one year.

Actions
L link

Figure 4 — Actions link
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6. Click the Execute link on the Actions activity menu.

Reports

Reports contain data that you can use for analysis and decision-making. They can be printed or exported (hover
over the Actions link for options).

MName HHS Enrollment Snapshot Category -Select One- hd
—
Report Template |
Configure | Save Search Query
Search .
Actions
Reports Print | Export | Modify T/ =™
Execute
Subscribe
Name Report Template  Description Engine Type Acti
This report returns a snapshot of
roster details for offerings of a given
HHS owWner, course or domain in a given
Enrollment HHS Enroliment date range. ** Mote: One of the Managed Actions
Snapshot Snapshot Report following parameters shall also be  Report o
Repart required: Offering Owner, Course

ID, Domain. The Date range notto
exceed one year.

Execute

/ link

Figure 5 — Execute link on the Actions activity menu

In addition to the mandatory From Date and To Date fields, you must
populate either the Offering Owner, Course ID, or Domain fields. Use the

respective pick icons to select the Offering Owner, Course 1D, or Domain. In

this example, the Domain field will be used — click the Domain pick icon. Offering
Owner
_— pick
Report Parameters - HHS Enrollment Snapshot Repao icon
Select one of the following: |E’|'
Offering Owner —
- Course
Course ID & < ID pick
Domain I_EI' icon
From Date* .@l
To Date® El

Generate Report Cancel

Domain
pick

I

icon

Figure 6 — Offering Owner, Course 1D, and Domain pick icons
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8. Click the Search button.

Select
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Select Domain
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Close
Figure 7 — Search button
9. Click the Select checkbox to select the Domain.
Select Domain
Mame
Search
Domains Print | Export
Select Name Parents
| cc Global = HHS = MIH
NJ CIT Global = HHS = MIH
| HHS Common Global = HHS
] MNIAID Global = HHS = MIH
] MIH Global = HHS
| MIH Commaon Global = HHS = NIH
] MNIHTC Global = HHS = MIH
] OR3S_ORF Global = HHS = MIH
Close

Figure 8 — Select checkbox
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10. Enter the From Date and To Date in the appropriate fields in MM/DDD/YYYY
format. Alternately, you can use the From Date and To Date pick icons to
select the date. The date range cannot exceed one (1) year.

Report Parameters - HHS Enrollment Snapshot Report
«
Course 1D &J From Date
Domain HHS Commen I  pick icon
From Date* ,@
To Date® E
\_ To Date
Generate Report Cancel pick icon

Figure 9 — From Date and To Date pick icons

11.Click the Generate Report button.

Report Parameters - HHS Enrollment Snapshot Report Generate

Report
g;;erli::];%ewonf;r:e following: & button
Course ID |§|.

Domain HHS Common €
From Date” 01/01/2011 ‘@
To Date® 01/01/2012 =

Generate Report Cancel

Figure 10 — Generate Report button
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Print
this
report
icon

12.To print the report, click the Print this report icon.
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Figure 11 — Print this report icon

13.Click the Export button on the Print to PDF message box.

Print to PDF

=

Page Range:
(@) All Pages
() Select Pages

Frl::urn:|

|TDZ|

(7) Print to PDF:

Export
button

The viewer must export to PDF to print
Choose the Print oplion from the PDF reader
application once the document is opened.
Mote: You must have a PDF reader installed to

print. {eg. Adobe Reader)

/

Figure 12 — Export button
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14.Depending on the amount of data in the report, it could take up to five minutes
for the LMS to export the report data into a pdf file. A notification bar will
display at the bottom of the screen in the Internet Explorer browser when the

pdf has been created. Click the Open button on the notification bar to open Open
the pdf file in Adobe Reader/Acrobat. / button
«—
Do you want to open or save CrystalViewer.pdf from Ims.learning.hhs.gov? Open Save hd Cancel

Figure 13 — Open button

15. Print the file from Adobe Reader/Acrobat.

If you experience trouble with this process, please submit a helpdesk ticket
at: http://intrahr.od.nih.gov/helpdeskform.htm
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