HOW TO RUN INDIVIDUALIZED REPORTS IN HS 1

This How-To will cover running a progress report on individual staff in HealthStream

1). The best method for finding information individual staff in HS is the Assignment Completion - Drill-Through option.

Q\HEALTH

4

USA Children's and Women's | Administrator X Merts(8) 588 Apps uSteMap (@) Help CIID
People Courses Simulation Education Reports Tools Services My Profile
Request Manager Control Centers & Data Visualizations Data Exports |*ﬁ3\7\ﬂ
Manage Requests Resuscitation Performance Student Demographic Export
HealthStream.
People Reports ) Dashboards
Discipline Listing Education Reports Import Management Dashboard Get support.
Enterprise Student Listing Assignment Completion - Drill-Through Ask questions.
Assignment Completion - Schedulable Share knowledge.

Expiring Administrator Extract
Expiring Certification

Expiring Resuscitation Credentials
Expiring License

Instructor Resume

NRP Instructor/Student Listing
Role Features

Role Utilization

Student and Group Transcript
Student Assignment Completion
Student Group

Student Listing

Course Reports
Annotations
Course Development Status
Course Listing
Evaluation Structure
Expiring Courses

Assignment Structure Report

Class Contacts

Class Grading Status by Administrator
Class Grading Status by Course
Class Registration Status

Class Roster and Sign-In Sheet
Completion Data Export

Course Activity

Course Certificates

Course Completion - Drill-Through
Course Completion - Schedulable
Delinquent/Past Due - Drill-Through

Delinquent/Past Due - Schedulable
Enterprise Assignment Completion
Enterprise Course Activity
Evaluation Scores by Course
Enterprise Learning Progress
Eailed Courses

Check out the Community =3

Ens your organization
is up-to-date.

Click here for more details

© WEBINAR m

From Paper to

Pixel: The Digital
Checklist =

2). After selecting this, you'll be presented with a number of options for the report output. “Completion Method”
focuses on what the staff members have completed, whereas “Status Method” focuses on independent assignments.
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(UStatus Method - based on Due Date Range

The report will display Search for Courses, Curricula or Equivalents with a due date in the date range. The status

of all selected students will be displayed for each course assigned

@ Completion Method - based on Completion Date Range

( Exit Report

The report will display Search for Courses, Curricula or Equivalents that were completed in the date range. Incomplete
students will be shown as Not Yet Due, Exempt, Past Due, or Delinquent.
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HOW TO RUN INDIVIDUALIZED REPORTS IN HS 2

3). After selecting what assignments/courses you are interested in reviewing status of and then inputting the staff
members to be included in the report (you can add them by department, individual J#s/names, or creating a group),
you'll select the details of what’s included in the report and sorting options.

Students: % [JReport on All Active Students
Select a Student Group  Search For Students
Cselect Al
On Leave Students: Include © Exclude
Report Format: @HTML OXLS ©cCsv OPDF
Display Options 8 Group by Department

Include Student User ID

Uinclude Student Department
Include Job Title

Include Status By Department Layer

Score Mot Yet Due As: @ Not Yet Due O Completed On Time O Delinguent O Not Scored

Display Criteria: COSummary ® Detailed Appendix

Sort Detail Pages By: ®Name O Status Remember, to get individuals' data, you'll

Sort Order: ®Ascending O Descending wart to have this selected. Alsa, keep in
mind - HS refers to all being assigned

Show Basic Options.. courses as "students"

4). Upon clicking the Continue button at the bottom left, the report will run and open the results in a separate tab within
the browser. Click on this tab to view and be sure to select View Completion Grid to view individuals’ data.

( % - Assignment Completion Report - Drill-Through

REPORT GENERATED: Jul 24, 2023, 11:24 am ET

View Ren Settings
View Report Settings
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Summary (Based on Completion Date)
Completion Date Range: |an 01, 2023 through Jul 24, 2023
Data as of: Jul 24, 2023 1:00am ET
Report Generated: Jul 24, 2023, 11:24 am ET

Scores Unigue 5tudents Involved: 9
Total Completed: 92.19%
On Time: 48.44% View Completion Grid »
Late: 43.73%
Failed 0.00%

This is the option for viewing

Not Yet Due: 0.00% individual data.
Past Due: 7.81%
Delinquent: 0.00%
Total: 100.00%
Exempt: 0
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Report Description: Completion Method
This report displays all assignments completed in the date range. Incomplete assignments that intersect the date range (that is, the assignment go-live date falls before

or during the date range and the end date falls during or after the date range) are zlso displayed in the lower layers of the report. The Completion Grid presents
detailed status for all selected students. NOTE: If an assigned course was completed outside the date range specified, it will not be included in this report.
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5). Clicking the View Completion Grid begins the report generation for individual data; keep in mind, this process often
takes a while to complete — if the system seems “stuck,” give it a moment to process. This report should give you a
detailed report as shown below:

on: Completion Methoc

This report displays all assignments completed in the date range. Incomplete assignments that intersect the date range (that is, the assignment go-live date falls before
or during the date range and the end date falls during or after the date range) are also displayed in the lower layers of the report. The Completion Grid presents
detailed status for all selected students. NOTE: If an assigned learning items and/or assessments was completed outside the date range specified, it will not be included in
this report.

REPORT TOTALS

HEALTH

ALL DEPARTMENTS 87.50% 100.00% 28.89% 100.00% 100.00% 100.00% 50.00% 100.00% 100.00% 100.00% 100.00% 87.50%
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STATUS CHEET SHEET:
Past Due — this assignment has been assigned, the “student” has not completed it, and the due date has passed

Completed on Time — the assignment was assigned and completed before the due date (if there are multiple lines, it
means that the assignment was assigned by more than one group assignment — it will show up this way in the report, but
should not appear as more than one assignment in the students’ To Do lists)

Completed Late — the assignment was assigned and completed, but was completed after the due date of the assignment

Not Assigned — this student would not have been assigned the course — this is usually due to groups that are based on
job title and/or department





