Overview:

8.9 HRMS Step by Step Guide
Comprehensive Learning Report (Training)

The Comprehensive Learning Report is designed to provide training data completion
(and non-completion) for the university’s employees and POIs.

Users running this report are restricted to the departments or nodes within their row-level
security. When attempting to run the report by selecting parameters outside your
security profile, the report will not produce any data. Setting up the run control
parameters can provide a dynamic reporting tool that allows for easy tracking and
analyzing of employee and POI training records. This report may include the following
parameters:

for your entire campus or campus subgroup (node on the HR Tree)
for a specific employee group(s)

for one or more departments

for a particular job code

for employees and POls in your department

for one, multiple, or all HRMS courses; all in the same report

for selected training date ranges

Report output includes all of the following:

Course #, Course Session #, Course Title

Completion Date, Grade (Score)

Employee ID, Record #, Type, Job Start Date

Employee Name, Email Address, Phone #

Campus, Department ID, Department Description (Name)
Position #

Job Code, Job Code Description

Supervisor EmplID, Name, Email

POI Type, POI Effective Date

For a complete list of reports and reviews available in PeopleSoft 8.9, go to the 8.9HRMS Report and
Review Resource Guide. The screen shots used in this guide may not be representative of your access.

AcCcess:

08/27/09

If you currently have access to HRMS, then you have access to this report based on the
Role(s) assigned you (ex: Inquiry, Payroll Personnel Liaison). If you do not have access
to HRMS, you may request access to the training Role titled Inquiry Enterprise
Learning Training Reporting, which provides training data only (no personal data or job
data). There are no prerequisite trainings required to obtain access for this Role.
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1. Navigate to Reports
and Reviews

Search:

® ﬁ Reports and Reviews

I My Favorites
o i 4R Reports and Revieves

> Auditing ﬁ Auditing ﬁ Classified Staff Reports ﬁ Financial Aid Reports

e Reports and

I» Classified Staff Reports Audting Classified Staff Reports Financial Aid Reports
R 1 [ Financial Aid Reports FElpersonnel Actions Auct E] Classifier Staff Seniority [0t Campus Work Study Report
eVleWS [ Funding and Suspense FETime Entry Audit I Save Pay End Date Elvvork Study Report
b Joh Information
1 Payroll and Time ﬁ Funding and Suspense ﬁ Job Information ﬁ Payroll and Time Collection
. ~ .. Collection Funding and Suspense Joks Information Payroll and Time Callection
L4 ( :I |Ck O n Tr al n | n g I Personal Information FlEmplovee Job Data - Fund Dist = Beneits with No Earnings [ElEmployes Compensation
> Position =IFuneing Distribution - DeptiD =l Contract Pay FLeave Accrual
EIFuning Distrisdion - Poshlo ElEmplovees onLeave of Absence ElLcave Balance - Termed EE
< b Training 3 More... 17 More B hore..,
Personal Information Pasition ﬁ Recruiting
g \BN””:‘”E Adrninistration Personal Information Postion Recruiting
IS Cir: ! ; - Elcampus Box Table = Activelnactive Postions [ElCandidate Listing
b pc loct ElEmergency Contacts = Active Position History [l.Joh Requisition Information
ime Collection FlEmplovee Bithdays ' Compenseted Ahsences Report
i Payroll for North America o oIS

> Workforce Development
[» Grganizational Development ﬁ Training

> Enterprise Leaming Training
[» Wirkfarce Manitaring = Admin Training

[ Set Up HRMS =l Student Training History

[ Tree Manager Elfeview Training Summary.

[ Reporting Tools ElComprehensive Learning Report

I PeopleTools

2. Training Reports are @1 Training

[ My Favarites

d |S p I ayed = Reports and Reviews Training

[> Auditing . . _ - — 3
I Glassified Staf Reparts E Adrmin Training E Student T(a_ Histol E R_mnew Ti n Summal
> Finansial &id Repors Course Attendances Status Student Training Histary Displays all training courses studert ha:

taken

H [> Funding and Suspense
« Click on b Jab Infarmation
. [> Payroll and Time
Comprehensive Callecion

= Comprehensive | earning Report
Comprehensive Learning Report

. [> Personal Information
Learning Report D postion I
[+ Recruiting
- T I¥]

- Admi Training
— Etudent Training History
— Review Training

— Comprehensive
Learning Repart

3. Comp Learning Menu =

Search: j
Report search page [ ®
1 [ hily F it i
displays B T Comp Learning Report

b Auditing Enter any information you have and click Search. Leave fields blank for a list of all value

[ Classified Staff Reports
I Financial Aid Reports | Find an Existing Value || Add a Mew Value |

b4 C“Ck on ﬂ [ Funding and_Suspense
to find an existing L JI2d (G D Search by: Run Control ID begins with |

[+ Payrall and Time
Collection
run control ID _
I Personal Information Search | advanced Search

value you have b Position
[ Recruiting

already set up < Training Find an Existing Value | Add a New Value

— Adrnin Trainitg

— Student Training History

— Review Training
Summary
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4. Search Results Comp Learning Report

d |splay Enter any information you have and click Search. Leave fields hlank for a list of all values.
e Click on an | Find an Existing Value || Add a New Value |
existing Run

Search by: Run Control ID hegins wi
Control ID or ¥- Run Control I bagins with|SH|

create a new ID
Search ad qd5 h
« To create a new __zearch | asvanced search

ID, Click on Add @ | secarch Results

New Value tab igw Al First (1| 140f4 || Last
» Adding separate |
“new” run control H0020 English
) =H English
ID’s for your

different repetitive
reporting needs
can save you
some time

5. Add a New Value Comp Learning Report

page displays
( Eind an Existing Value |/ Add a New Value |

e Enter a new Run

Control ID, Run Control ID: Thg|
Note: Spaces
are not valid Al

« Clickon . #dd |
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6. Comprehensive
Learning Report
Run Control
parameters page
displays

Note: If your row-
level security is not
set at a high level of
access for your
entire campus or for
campus subgroups,
bypass the
Campus and
Campus

Subgroup fields

Select
[ Include POIs  jf

desired

Select

' All Courses | only if
report output is to
‘search’ all courses
that are recorded in
HRMS (currently
there are over 300
courses; be patient)

Note: If ‘All
Courses’ is
selected, EEs and
POls who have not
completed the
course(s) will not
appear on report

In the Date Range
box you may
choose to enter
From and To
Dates to limit the
time parameters for
your report (Leave
blank unless
specific training
dates ranges are
required)

08/27/09

| Comp Learning Report |

Run Control ID: Tnyg 1 Eeport Manager Process wonitor
Limit report as needed iy%hs:elecﬁun criteria
campus:| 4 ~| Jobh Q
Code:
EmplID:
p Q v
Campus Subgroup: C, Description:
[ Include POIs [ ANl Courses (Will not include non-completion data)

Select date range for course end date {leave blank for all)

From Date: # End Date:

Personnel Groups (leave hlank for all groups):

=

Personnel Group:

Department (leave hlank for all departments):
QL

Course {(Must Choose atleast one course, or all courses):

Q

Running 8.9 Comprehensive Learning Report

Run

Finel First 1cf1 Last

(#[=]

Finel First 1cf1 Last

(#[=]

Find  First L0 10 1 " Last

=]
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7. Comp Lng Rpt Run || vemmw eoammynepuy |
Control page

displays, cont. Run Control ID: Tng Report Manager  Process Monitor Run
® Enter a ‘] o b Limnit report as needed hy adding each selection criteria
COd.e’ onIy i Campus: j Joh Q ¢ 2
running for Code:
specific job code EmplID: o¢— 3
or Campus Subgroup: ), Description:
[ Include POIs [ All Courses (Will not include non-completion data)

e Enter an EMPLID
or POI ID, only if
running for one
person

Select date range for course end date (leave blank for all)

From Date: 5 End Date: 5

e Results delivered
are based on row
level security

e Use drop down

Personnel Groups (leave hlank for all groups): i i

arrow to select ps ( groups) Find  First /4 of 1 " Last

Personnel -] [=]

Group(s), if Personnel Group: < 4

desired
° geleCt ( ) i Department {leave blank for all departments): Find Fir=t 1 f 1 Last

epartment(s), |
. ’ 4

desired Q S [+ [=]
e Select Course(s),

if ‘All Courses’ Course {Must Choose atleast one course, or all courses): Find Fir=t 1 f 1 Last

has not previously Q< 5 [=]
been selected.
Enter (add) as
many courses as
desired

e Click

Additional information for 1 — 6 (above):

1. Campus — This field is used to look at all transactions for a single campus and may be used in conjunction with a
Campus Subgroup to further narrow the output

2. Job Code — This parameter is used to limit the report results to a single job code. If additional parameters are not
used the report will return results for every relevant transaction for that job code within row-level security

3. EmplID — This parameter is used to limit the report results to a single employee ID or POI ID

4. Personnel Groups — This parameter is used to limit the report results to a Personnel Group (job code series)
within row-level security

5. Department - This parameter is used to limit the report results to a single department. If additional parameters are
not used the report will return results for every relevant transaction within department row-level security

6. Course(s) — This parameter is used to find the output for specific course(s). Enter as many courses as desired
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8. Process Scheduler
Request page
displays

e Enter PSUNX in the
Server Name

e Verify the report
Type is Web

e Verify the Format is
CSsv

e Note: This report is
not available in PDF
format

. click — %l ang

your report begins to
process

9. Comprehensive
Learning Report
parameters page re-
displays so you can
enter new
parameters and run
another report while
you wait for the first
report process to
complete

» Click on Report
Manager to access
the report(s) you
have requested to
be run

8/31/2009

Process Scheduler Request

User ID: RO0148 Run Control ID: Thng

0441512008 B
A:06:28PM

Run Date:
Run Time:

Server Name:
Resetto Current DatelTime |

T |

|web  -| |cev  ~| Distribution

Recurrence:

Time Zone: xQ
Process List

v Comprehensive Learning Report TRMNOTZCU S0OR Report

QK Cancel

| Comp Learning Report |

Run Control ID: Run

Thy Frocess Monitor

Eeport Manader

Job Q
Code:

Frocess Instance 353460

Limit report as needed by adding each selection criteria

Hetterna, Sharon A

Campus:

EmpliD; 117858 Q

Q Description:
[ All Courses (Will not include non-completion data)

Campus Subgroup:
[ Include POIs

Select date range for course end date {leave hlank for all)

From Date: # End Date: Bl

Personnel Groups ({leave blank for all groups): Find First \° /1 of 1" Last
= (=l
Personnel Group:

Department {leave blank for all departments): Find First \" /1 of 1" Last

Q =]

Course (Must Choose atleast one course, or all courses): Find First 1% 4 of 1 L% Last

=]

FODOO! QU Figcal Code of Ethics-WER
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10.Report Manager
page displays your [

List || Ewxplorer | Administration || Archives |

Report List View Reports For
User ID: Type: | j Last: 1| Days | Refresh
e The report link will Status: ~| Folder:| _=| Instance: to:

not dlsplay unt”. the Report List Customize | Find | View &l | B Fest (19009 M Last
process status Is ‘ ‘ ‘ ‘

Posted

Comma
e Click Refresh | - 207999 353460 Comprehensive Learning Report gggggﬁf delimite Posted Detdils
o (*.csy)

until the report is
Posted

mAarma

e Click on the report ) _
Description to open | Pléase Note: Large Campus-wide reports for a number of courses being run

the completed at one time may take up to 15 to 30+ minutes to display due to size of the file
Comprehensive that is created based on the request.

Learning Report. (If
a new window does

not open, hold down
the Ctrl key and

click again)
11. Comprehensive a1 - 7 | Comprehensive Leamning Report
Learnlng Report ] trn072cu_353460.c5v [Read-Only) =
displays (in CSV A : 2 D L - !
1 |Comprehensive Learning Report  TRMOTZCU
format) 2 |all Courses Completed Befare 441572009
3 |Course Title Session Completion Date Grade Emplid Empl Red EE Job Start Date Employee Name
4 |Fooooi Fiscal Code of Ethics WEB 1 2/27/3006 200 117858 i 3/1/2001 Hettema, Sharon &
» Print the report (you 5
may want to do
some formatting
R 1 bl K I M 14 o
first) :
2
or 3 EmployeeMame  Email Address FPhone Empl Type Campus Deptid Department Description
° Save the report to : Hettema, Sharan & shari.hettema@cusys.edu 303/735-0744 EMP 5 51000 Payroll & Benefit Services

Excel and then
manipulate the data
to meet your needs, 5 B R 5 T U v W
and format the
report for printing

Position # Jobcode Jobcode Description Supervisor Emplid Supervisor Mame Supervisor Email POI Effective Date POl Type
508212 HEG3IXM General Professional 111 113109 Affleck, Lisa C lisa affleck@cusys.edu

[, I S TR

Note: Row 3 usually
displays the actual
column field labels.

Running Comprehensive Learning Report complete; continue for Formatting Tips
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Formatting the Comprehensive Learning Report to meet your Reporting needs: This
HRMS Comprehensive Learning Report was designed to produce a spreadsheet of data fields, based upon parameters
you set when you ran the report, that delivers all appointment/job records for employees and POls with currently active
appointments and/or CU affiliations. It will not include terminated appointments for employees or employees on any
type of leave. Please Note: For purposes of this document, when it says ‘employee or employees,’ this will include the
explanation for persons of interest/affiliates (POIs) as well.

The primary uses envisioned for this Comprehensive Learning Report include the following:

1. To produce a training completion report for a course or group of courses, so that managers, directors, vice
chancellors, or vice presidents can ascertain which employees in their departments or campus have completed
required training courses by a specific date. The report of training completions can then be sorted by department,
by supervisor, or any number of fields offered in the data produced.

e Using the employee names and e-mail addresses delivered in the report, a recognition e-mail may be easily
generated by the manager, director, or Chancellor for their campus thanking each employee directly for
completing the required training in a timely manner.

2. To produce a training non-completion report for a course or group of courses, so that managers, directors, vice
chancellors, or vice presidents can ascertain which employees have not completed required training courses by a

specific date.

e Using the employee names and e-mail addresses delivered in the report, a direct e-mail may be easily
generated by the manager, director, or Chancellor for their campus reminding each employee to complete the
required training by a specific date.

e The report also produces the supervisor names and e-mail addresses for each non-compliant employee, so
that a 2™ level of reminders may be sent out to the supervisors of employee’s who have not completed
required training. Those supervisors may then choose to deliver an e-mail or verbal reminder to their
employees, or they may deal with the training course non-completion as a performance deficiency issue for

the employee.

Excel Report Formatting Options:

To run an accurate compliance completion or non-completion report, there are three formatting options in Excel that you
may find helpful to simplify your data, display your data, and make your reports as accurate as possible. The
Comprehensive Learning Report was designed to serve a number of possible reporting purposes, and thus delivers many
different data fields that you may or may not find useful to manipulate the data for the report you want to produce. Thus
you must make some decisions first about the delivered data fields that are useful to you each time you choose to utilize
the report, based upon the outcome you wish to achieve.

1. Hiding or deleting
fields from the
delivered report in
Excel

2. Remove duplicate
values (employees
who have multiple
records [rows] of
data) from the
delivered report in
Excel

8/31/2009

You may choose to keep only those fields you need for the report you are trying to produce,
S0 you may want to hide or delete some of the delivered fields (columns) of data.
e To do this, highlight the column for the data field you wish to hide or delete; use your
mouse right-click to quickly hide or delete a column of data you do not need in your
report

The Comprehensive Learning Report is designed to pick up and include all active
appointments for an employee. Thus, you may have individuals in your department (or
campus if you are running a campus-wide report), that have more than one appointment, job
or affiliation in HRMS, and thus will show a number of repeated data rows for each course
they have completed. If you are trying to determine/count the actual number of people in
your department or campus that have completed a specific course, you will want to remove
any duplicate employee records for that course, so that you show and count an employee
having completed a course only once. Example: The Denver campus Training department
needed an accurate count of the number of Denver Campus employees who had completed
the Sexual Harassment web course that was required by their Chancellor.

To remove duplicate values:

When you remove duplicate values, only the values in the range of cells are affected. Any
other values outside the range of selected cells are not altered or removed. Caution:

because you are permanently deleting data, it is a good idea to copy the original data to
another worksheet or workbook before removing duplicate values.
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1. The Comprehensive Learning Report delivers all employees who have and have
not completed a course

e To produce a list of all employees who have completed a training course, first
sort the data by course completion date. This will result in all employees who
have a course completion date to sort to the top of the spreadsheet

‘-’;1 Add Level X Delete Level 53 Copy Level r Options... ¥ My data has headers
Column | Sort On | Order |
sertey [completenDate 7] [values | |ReietEOEEsE T -

Cancel
F

e Then delete all rows of data at the bottom of the report that show no completion
date. These people have not completed the course and need to be removed
from the spreadsheet. Accomplish this by highlighting the first row of data with
no completion day then scroll to the bottom of the spreadsheet to the last row of
data, hold down the Shift key and click on the last row with no completion data
and this will “select” and highlight all of the rows you wish to delete from the
spreadsheet for the report of course completions you wish to produce

« Next, sort the employees with a completion date by their name. Click on the
upper left corner box that will highlight the whole spreadsheet. Then go to Data
and select Sort and sort by Employee Name. Scroll through your remaining data
to see if you have a number of duplicate rows for individual employees. Note: It
may help to look for Employee Records other than “0”

sort 2%

4] Add Level X Delete Level = Copy Level i3 Options... ¥ My data has headers
Column | Sort On I Order |
Sort by IEmpIDyee Name j |\u'a\ues j Atz =

Cencel |
7

4
(Oa) 9 - 5 2009 6.7 ClReport for SubGroup DO018-Dean of Arts & Sciences-Sexual Harassment Web-Caurse xisx - Mierosaft Excel - =X
Home Insert Page Layout Formulas Data Review Wiew Add-Ins Acrobat @ - = x
B cal== = Koy oy e (2
Arial N -0 - (= =x=l®| 3 Dat: - ]
[ 5 |2 varow o) (-] S |[pate B B o Sl AZ? )
Paste (B2 u-E-| A== = a4~ ([ 8 - % o |[%8 %8| Conditional Format Cell || . . Sort& Find&
- 7 U9 & [ ES | 00 >0l Formatting - as Table = Styles + || [ Format ~ | (2~ Fitter~ Select =
Clipboard Font ) Alignment ) Number [} Styles Cells Editing
| [SE] - | 4/20/2009 ¥
& D E F G H 1 J K L M N o i
Completion Empl Empl Position Job
1 Date Grade Emplid Red Employee Name Email Address Type Campus Deptid Department Description # code Jobcode Description
2 4HE/2009 81 202625 O Abeys MichaelPaul  michaelabeyla@uodenver.et EMP 3 30101 CLAS-Medern Language 881756 1102 Associaie Professor
> 4123/2009 88 123125 0  Albeck, David Scott david. albeck@ucdenver.edu. EMP 3 30110 CLAS-Psychology 350668 1102 Asscciae Professor
4 4192009 83 130484 0  Akot, Linda Scakes inda.akot@ucdenverady | EMP 3 30101 CLAS-Modern Language 350122 1104 Senor Instrucior
5 41972009 88 130494 2 A inda.aicot@ucdenver.edu | EMP 3 lodern Language 350332 1105 Instrucior
3 Ar732008) 75 146560 0 Eizaben Sandin  elzatet alen@ucdenvered EMP 3 sychoigy 350133 1103 AsstProfessar
7 4123/2009 75 146560 1  Alen, Eizabeth Sandn eizabeth alen@uodenvered EMP 3 30110 CLAS-Psychology 680869 1103 Asst Professor
8 1M5/2009 94 121034 1 Anderson, BretA bretanderson@ucdenver.ed EMP 3 30095 CLAS-Communicaion 621363 1419 Leciurer
9 GM4/2009 100 107566 O  Anderson, Larry Gene larry.anderson@ucdenvered EMP 3 30084 CLAS-Chemistry 350100 1101 Prokessor
10 Bi4/200 100 107568 1 Anderson, Larry Gene larry.anderson@uodenver.e EMP 3 30084 CLAS-Chemisiry 870799 1101 Prokessor
1 4/20/2000] 4] 193301] 0 [Anderson, MarkR. EMP 3 30094|CLAS-Chemistry [_672176]  1101]Professor k
12| amopope|  o4] 193301| 1 |Anderson, MarkR EMP | 3 | 30094[CLAS-Chemisiry | 601001] _ 1101|Professor
13 04| 153001 2 [Anderson WarkR |mark anderson@ucdenver e] 3 3508221435 Chair
14 GW4/2008 100 200545 0  Anthamasen, Peter J per anhamazen@uodenvel EMP 3 30102 CLAS-Geography 562197 1103 AssiProfessar

Note: If you have employees who also have a duplicate row that is a “POI” record,
you may want to delete the POI record row by hand (manually) prior to removing
other duplicates, since it is probably best to maintain employee rows rather than POI
rows for reporting purposes on a course completion report
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e Select the range of cells on your spreadsheet for which you wish to remove
duplicate values, or you may select the whole spreadsheet from which to remove

duplicate values

2. Onthe Data tab, in the Data Tools group, click the Remove Duplicates

/ D_"' H ¥) - 5 2009 6-7 CLReport for SubGroup DO018-Dean of Arts & Sciences-Sexual Harassment Web-Coursexlsx - Microsoft Excel —
Home Insert Page Layout Farmul iew View Add-Ins Acrobat 'Q - 7 X
% ’ z == —_ = i - 3 - =
£y ﬁ ‘Jﬂ_ﬂ Connections %l E I? { 7% E‘g ﬂ Data Validation = Group E
= | propertie i+ Reapply === [Fi Consolidate <4 Ungroup = ~=
Get External | Refresh ll Sort Fifter . Textto | Remove . o
Data = All~ == Edit Links 4 '_{) Advanced || Columns Duplicates (5P What-If Analysis ~ iu Subtotal
Connections Sort & Filter Data Tools Qutline £l

e Clicking on the Remove Duplicates will bring up a display box. Under
Columns, you will need to select one or more columns prior to running the
Remove Duplicates process. The range of cells will contain many columns and
you will want to select only a few columns, so you should click Unselect All, and
then under Columns, select only those columns that will show the same data for
the duplicates you wish to suppress

Remove Duplicates 2=l
To delete duplicate values, select one or more columns that contain
duplicates.

§§ Select All | EE Unselect All | ' My data has headers

Columns |
¥ Course

[V Tite

[V Completion Date

¥ Grade

¥ Emplid

™ Empl Red

¥ Employes Name

[~ Email Address

[~ Empl Type

I Campus

™ Deptid

I Department Description

[~ ob code
[~ Jobcode Description
[ POI Effective Date
™ POIType

OK I Cancel

3. Click OK

4. A message is displayed indicating how many duplicate values were removed and
how many unique values remain, or if no duplicate values were found and removed

Microsoft Office Excel |

\lj) 850 duplicate walues found and removed; 213 unique values remain,

5. Click OK. If done correctly, you data should now display only one value for each
employee who has completed the required training course
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3. Formatting a report | Click in upper left corner to highlight all data in your resulting spreadsheet that displays
to print out or course completions

display using Page Select the Page Layout tab at top of page, and click on bottom right of Page Setup box to

(Em) 9 - = 2009 6.7 CLReport for SubGroup DO018-Dean of Arts & Sciences-Sexual Harassment Web-Course xlsx - Mierosoft Excel -=3
Home nsrt Page Layout Formulas Data Review View Add-Ins Acrobat @ - =
= [ms = T =il = = S ==

j B cotors f S lj ‘3 = 2l il Width: Automatic Gridlines | Headings 1 = L LJE« EIJ
[alFonts ~ =) J 31| Hetgnt: Automatic ~ | ¥ View | ¥ View 3

Themes Margins Orientation Size  Print Breaks Background Print = Br £ndto Selection Align Group Rotats

- [©]Etreats ~ ) & P e Scale: 100% 5 Print Print || Front- Back Bane i

Themes Page Setup ) cale to Fit || SheetOptions & Arrange

Page | Margins I Header /Fooker | Sheet |

Orientation
" Portrait -
Scaling

¢ adjustto:  [100 = % normal size

& Fit ko: |1 5‘ page(s) wide by I?S E‘ Lall

Paper size: ILetter (8.5x11in.) j

Print guality: ILDW j

Fitst page number: I.ﬂ\uto

Brint. .. | Prink Previeﬂl Options. .. |

oK I Cancel |

On the Page box, choose Landscape orientation. For Scaling, select Fit To: 1 page wide by
approx 50 (pages) tall. Note: May need more or less depending on size of your report

Page Margins |Header,|'F00ter | Sheet I

Top: Header:
L = oz &
Lefk: Right:

Biokkorn: Fooker:
= ==
Zenter on page
[~ wertically
Prink. .. | Prink Presview | Qpkions. . |

oK I Cancel |

Set the left and right margins to .07. Set the top and bottom margins to 1.0
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On the Header/Footer tab, choose an appropriate header from the drop down arrow, or type
in a custom header as needed

Page | Margins ~ Header/Fooker I Sheet |

Header:

{none)

(none)

Page 1

Page 1of 7

D0018 Course Completions
ial, 67,

mor

[ Different odd and even pages
[ Different First page
[V Scale with document
¥ align with page margins
Prink... | Prink Preview | Cpkions. .. I

[0]4 I Cancel I

For the footer choose a page numbering format

21

Page | Margins ~ Header/Footer I Sheet |

2009 &-7 CLReport for SubGroup D0018-Dean of Arts & Sciences-Sexual Harassment Web-Course. xlsx

Header:
2009 6-7 CLReport for SubGroup DO018-Dean of Arts & Sciences-Sexual Harassment Web-Course.xIs:j

Custom Header, .. Cuskorn Fooker, .

Eooter!

Page 1 of 7

-
{none;) “
Fage 1 I

D0018 Course Completions
Confidential, 6472009, Page 1
2009 -7 CLReport For SubGroup DO018-Dean of Arts & Sciences-Sexual Harassment Web-Course, xlsx 'l

[ Different first page
[V Scale with document

v align with page margins

Brint. .. | Prink Previeﬂl Options. .. I

oK I Cancel |
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Click on the Sheet tab:

For Rows to repeat at top: choose your spreadsheet column-labels header row to repeat at

the top of each printed page

If you wish, choose gridlines and row and column headings to display on your report

Page Setup

Page | IMargins | Header|Footer Sheet I

Il

Print area: I

[

Print titles

Rows to repeat at bop: |$1:$1

Colurnns ko repeat at left: I

il e

Prink

v Gridlines Comments: I(None)

[~ Black and white
[ Draft guality
v

Cell errors as: Idisplayed

Led e

Page order

& Dawn, then over
" ower, then down

il il
(1M [ la)
e R

Print... | Prink Previeml Dptions. .. |

=1

Cancel I

Then you can check Print Preview under the Print option to see what your report sheets will

look like when printed. Also you can check to see how many pages your report will produce

_4';. Mext Page @

Print  Page Zoom | Close Print
Setup Show Margins Preview

Print Zoom Preview

5 2009 6-7 CLReport for SubGroup DO018-Dean of Arts & Scienc. M — & X

@

EREREREERE R

v

Bt

Preview: Page 1 of 5 | Zoomln 100 6

END OF COMPREHENSIVE LEARNING REPORT — Example of a course completions report

format
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