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To run a I-Click Report

To run a 1-Click Report

1. Logon at
http://www.igainstitute.com/.

ONLINE TRAINING BEST PRACTICES
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Y an

\3 g Orientation
Who? Managers, owners, and online
training coordinators.
Why? Plan and implernent an online
training prograrm.
How? Call 1.500.321.5442.

DETAILS

OMLINE TRAINING

2. Enter your username and
password.
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3. Select a course list.
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To run a I-Click Report

4. Click the Tools link.

Grades Position

Enrolled Courses

LS English

Enrolled Courses

-+

5. Click the Download Report link.
You will have the option to Open

The report details the person who
enrolled in the course, the date of
the enrollment and the completion
or drop date.

or Save the report in Excel format.

Report Mame

Stare Manager Report:
1-Click Report (12 months)

Store Manager Report:
Business Unit Employees

Store Manager Report:
Business Unit Information

Store Manager Report:
Employee Business Units

Store Manager Report:
Employee Information

Store Manager Report:

Package Courses

Diovwenload Repol

Read Description
and Yiew Report
Read Description
and View Report
Read Descrigption
and Yiew Report
Read Description
and Yiew Report

Read Description
and “iew Report
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