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RUNNING THE NIH ALL APPROVERS BY AAO
REPORT

This QRG provides instructions for generating the NIH All Approvers by AAO
Report. This report creates a list of all Learners and their Approvers — the
Learner's Managers, Alternate Managers, and Additional Approver for Orders
(AAO) for a specified AAO. This report is important for verifying the approval
chains for a specific AAO.

1. Log on to the LMS.

2. Click the Admin icon. Admin

icon

HHS Learning Portal

N Y The Joy of Learning Enabled Through Access! | 1 o I8 | EHIH LearningAdmin

Figure 1 — Admin icon
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Reports
link

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 NIH All Approvers by AAO 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).
Search

\
$ Category -Select One- -

—
Report Template &)

Configure | Save Search Query
Search

Reports

Figure 3 — Name field and Search button

5. Click the Actions link for the NIH All Approvers by AAO 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 MNIH All Approvers by AAO Category -Select One- -
—
Report Template &)
Configure | Save Search Query i
Search AC“OnS
" link
Reports Print | Export | Modify Table
Name Report Template Description Engine Type Actions
NI Al This report returns all the learners
Appfovers by MIH All Approvers by inan org and lists their Manager,  Managed Actions
) AAD Report Additional Approver on Orders Repart a
AAD Report
and Alternate Manager(s).

Figure 4 — Actions link

TS91-A: Running the NIH All Approvers by AAO Report
March 2016 Page 3 of 8



6. Click the Execute link on the Actions activity menu.

7.

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

Name NIH All Approvers by AAD Category -Select One- -

Report Template |§|'

Configure | Save Search Query Actions

Search
Email
Execute

Reports Print | Export | Modify T Subscribe

Name Report Template Description Engine Type Acti

NI Al This report returns all the learners

: MIH All Approvers by inan org and lists their Manager,  Managed _—
':igrgjrsorfy AAD Report Additional Approver on Orders Report Actions
) P and Alternate Manager(s).
Figure 5 — Execute link on the Actions activity menu
Click the Additional Approver On Order (AAO) pick icon.
Additional
Report Parameters - NIH ALl Approvers by AAO Report Approver
— On Order
Additional Approver On Order |E|/ _(AAO) pick
o Icon

(AAO)"

Generate Report Cancel

Figure 6 — Additional Approver On Order (AAO) pick icon
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Last
Name
field

8. Enter the last name of an AAO in the Last Name field and click the Search

button.

Search Person, Internal

~

\PBD“EK Internal [~
LastName

Usermame
Organization
Domain
Security Roles -Select One-

Terminated Before

People

Supervisors: you can easily display all of your staff by entering your login ID into the "Manager" field, clicking
the Magnifying Glass graphic, and then clicking the " Search™ button.

First Name
Person 1D

—
Manager (&)

—
Location &
Person Type -Select One- E
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Include All Suborganizations ]
Search
Close

Search

/ button

Figure 7 — Last Name field and Search button
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9. Click the Select checkbox to select the AAO.

Search Person, Internal

Supervisors: you can easily display all of your staff by entering your legin 1D into the "Manager™ field, clicking
the Magnifying Glass graphic, and then clicking the "Search” button.

Population® Internal El First Mame
Last Mame Approver Person ID
Username Manager |E|
Organization & Location )
Domain |E| Person Type -Select One- E|
Security Roles -Select One- E Terminated After @
Terminated Before @ Include All Suborganizations [~
Search
Select
checkbox People Print | Export

Showing 1 out of 1 results

\ﬁlec‘t First N\ame Last Name |Username Person Type PersonlD Organization Location Manager

=] Additional Approver APPROVERDO 00420382  HMAM OLEUNG

Close

Figure 8 — Select checkbox

10.Click the Generate Report button.

Report Parameters - NIH ALl Approvers by AAO Report P Sggg:?te

button
Additional Approver On Order APPROVERD1 |E"|
(AADY T
Generate Report Cancel

Figure 9 — Generate Report button
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11.To print the report, click the Print this report icon.

@ 3| TgGroupTree | 4 4 [1 Jr1 b b fl00% |- |dh
P\ report ‘
m NIH All Approvers by AAO Report

AAO HHS ID:
Pri nt AAO Org Name:
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th IS Last Name First N: HHS ID Org N Py Stah Manager (HHS ID} Additi | Appi Alts te Manager (HHS ID)
rep O rt Orders (HHS ID}
icon Figure 10 — Print this report icon

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

Print to PDF o

Page Range:
(@) All Pages

() Select Pages
From :| | To :|

(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) k_é

Figure 11 — Export button
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13.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 12 — Open button

14.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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