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Accessing Reports

> Select a report from the “Report” main menu

[*Credentia oA 6

CNA365°

08  Course Completions X . .

Roster - Pass/Fail by Training Program » = Training Program Report >
Ed candidate Search
& Voucher

i Manage Users

IMPORTANT: Report data is currently updated daily at 12:30am EST. Any training program user assignments to a training program will be
applied at the next daily system update time. Report data will not be visible for the new assigned training program until after the daily update.
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Report Filtering & Sorting

Global Report Filters

> To apply exam date filter to all
graphs and tabular charts for a
report, apply global filter at the
top of the report

Exam Date

Global Filter

Y  State (Select) ~ Examdate (Select) Tralningprogramename (Select) v [ Schedule I‘fl
Roster - Pass/Fail by Training Program Roster - Pass/Fail by Training Program
Pass Vs. Fall (%) Pass Vs. Fall (candidates)
;. 100.00% . &
o (8]
£ 7500% oF £ 3K ®F
= 3
8 s000% er § = win
= =
3 2500% g K
0.00% 0
written/orals written/orals
Examlevel ~ Examlevel ~
Roster - Pass/Fail by Training Program Explore th
Candidate Detalls
State Papertestingid First Name Middle Name Last Name Candidate Id :"hl security Date of Birth Exam Date Progri
Isabella Marie Sisca 7 Xxx-xx-4144 09/12/2002 02/11/2022 EBA
Nurs
Exan
391386038 LaPortia M Thompson 8 xxx-xx-9094 04/19/1990 02/12/2022 E6A
Nurs
Exan
391386038 LaPortia M Thompson 8 xxx-xx-9094 04/19/1990 02/12/2022 EGA
Nurs
Exan
Penelope Badger x00c-xx-4107 03/19/1975 02/13/2022 E6A

PP L PP L LI 2P FP LI LIPIPEP PP rrrY
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Report Filtering & Sorting
Tabular Charts

Select a Filter for
Any Chart Column

> Hover over a column header on Candidate Details
a tabular chart to set a filter for

Explore i}

a speci fic data column State reperTesting Candidate Id First Name Middle Name Last Name :::::I.:y ; Date Of Birth :’::'::;‘: BamDate Lo
Time Bucket >
T Isabella Marie Sisca x0e-xx-4 144 09/12/2002 NNAAP Written Filter Online
. Sort >
> Click on a column header to
. . 391386038 8 LaPortia M Thompson xx-xx-9094 04/19/1990 NNAAP Skills Textwiapping > Test Cent
sort the report in ascending or —
d e S Ce n d I n g o rd e r 301386038 8 LaPortia M Thompson 00e-xx-9094 04/19/1990 NNAAP Written 02/12/2022 Test Cent
358 Penelope S Badger xxx-xx-4107 03/19/1975 NNAAP Written 02/13/2022 Online
402 Kelis irie banks Xxxx-1001 03/13/2003 NNAAP Wiitten 02/08/2022 Online
695 Jeanette Nicole Brooks xxx-xx-4833 05/12/1996 NNAAP Written 02/08/2022 Online
301278220 899 Cherelle : Carey xooexx-7074 03/15/1988 NNAAP Skills 01/22/2022 Test Cent
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Exporting Reports
Exporting Entire Report to PDF File

g

Y State(Select)~  Examdate (Select)~  Tralningprogramename (Select) ~ O Serare & °

@ Select report options icon at )

= Configure filters

top of report Roster - Pass/Fail by Training Program Roster - Pass/Fail by Training Program B Present
Pass Vs. Fall (%) Pass Vs. Fall (candidates)
4 Download as PDF
. 100.00% - . 4K Q
o ®F o Manage schedules
£ 7500% £ 3K
® Select “Download as PDF” - or 5 -
o 50 o
from menu 3 oo 2«
0.00% 0
written/orals written/orals
Examlevel ~ Examlevel ~

@® Select Visualizations option

Roster - Pass/Fail by Training Program
Candidate Detalls

® Select download button -
S AV el o SV el gV 8 ab GV o oV oV L' o) S o sV o &) SV s SV &

Download

Format

() Liveboard (®) Visualizations

Layout
(® Landscape

Portrait

More Settings ~

Visualizations

[ Al

Pass vs. Fall (candidates)
Pass vs. Fall (%)
Candidate Detalls
-
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Exporting Reports
Exporting a Tabular Chart

@ Select report options icon at
top of tabular chart

@ Select desired file export

format

* XLSX (Excel)

CSV

PDF

Candidate Details

9\

state Paper Testing Candidate 1d et Middle Name Last Name Jocal Date Of Birth Sxam Series
Id Name Security# Description
1100162491 851237 AHMED - LANGHORNE XXX-Xx-7765 09/13/1984 Nurse Aide Skills
Exam
1100162491 851237 AHMED - LANGHORNE XXX-Xx-7765 09/13/1984 Nurse Aide
Wiitten Exam
0910085314 722440 AICHATA - ALl Xxx-xx-6431 05/18/1992 Home Health
Aide Skills Exam
1101273776 1010431 ALANDA LASHON RUSHIN Xxx-xX-B466 01/13/1972 Nurse Aide Skills
Exam
4800205374 1009138 ALEXANDER = SHIAMGBOR Xxx-xx-5072 05/17/1979 Nurse Aide Skills
Exam
1100160101 849447 Alexandria - Woods XxX-XX- 1772 01/18/2000 Nurse Aide Skills
Exam
1100160101 849447 Alexandria - Woods Xxx-xx-1772 01/18/2000 Nurse Aide
Wiritten Exam
1009767 AMINATA - FOFANA *xx-xx-0835 08/11/1989 Nurse Aide

'S oV oF oV 4
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Written Exam

Explore il o

Pin
4 Download as CSV
4 Download as XLSX
4 Download as PDF
B Present
02/21/2022 Test Center
02/03/2022 Test Center
02/02/2022 Test Center
02/02/2022 Test Center
02/07/2022 Online
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Managing Report Schedules
Adding a Report Schedule

@ Select Schedule button at
top of report

@ Specify frequency of report
daily, weekly, monthly, etc.)
and at what time to generate
report

® Enter a name for your report

@ Enter description for your
report (optional)

® Specify type of report format
(CSV or PDF)

® Select “Schedule” button and
your report will be sent to
you via email based on your
frequency settings

Y State (Select)~  Examdate (Select)»  Trainingprogramename (Select) ~

Roster - Pass/Fail by Training Program
Pass Vs. Fall (%)

100.00%

% 75.00% L (‘gf 3K
3 50.00% er 3 x
g 25.00% S K
’ I Vo o7 o o

Add a schedule for Roster - Pass/Fail

Schedule
Repeats Dally = on  Everyday~ at 04~ : oo~ hours
utC K
Name™ I Pass/Fall Report
Description Enter description here (optional)

6— Type O csv

Configure Layout
PDF
® Options
+ Add condition

Gating condition ¥ Delete

* Required field
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0— (A Schedule

Roster - Pass/Fail by Training Program
Pass Vs. Fall (candidates)

4K

@ janderson@credentia.com

Add Recipients

Cancel

i}

®F
[ B

T &Y d

Schedule



Managing Report Schedules
Editing a Report Schedule

@ Select report options icon at
top of report

@ Select “Manage Schedules”
menu item

©® Select name of report to
open edit screen to change
your report settings

™

Y State(Select)~  Examdate (Select)y~  Trainingprogramename (Select) » G Soncse & ‘

= Configure filters
Roster - Pass/Fail by Training Program Roster - Pass/Fail by Training Program B Present

Pass Vs. Fall (%) Pass Vs. Fall (candidates)
1 Download as PDF
; 100.00% B ;4K

®F [} Manage schedules

5] G
= 7500% = 3K
3 =3
8 s0.00% eF 8 x i
3 3
g 2500% g K
0.00% 0

written/orals written/orals

P P N N N W

level

r S S NP VP NP S S ' S NP W

Q Search < 1= g
Name T Status Recipient Run History Created Author
Test training program report o
et dascripfion o || Paused 1 Recipient Run History a day ago Jeff Anderson
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