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Log into LAB (Learning Across Broward) using the Clever (Single-Sign-On) portal.
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Click the Administration tab and then click Staff Dashboards.
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When presented with the Staff Dashboard window, choose Browse Staff by Site.

Include Inactive Users

~ Browse Staff by Site Group by Site
People in the following sites:

1. 48

4 Search only Primary Site

(+] 2 All My Sites

O |00 || N oy It AWM
ju}
u

Lo g MR
N 1 R
8 sum op e P
10. H—
11, o Se—

Click the box next to All My Sites and a list of your staff will appear.



GENERATING A COURSE COMPLETION REPORT

Click Course Completion Report tab to view who your staff has completed a particular

Course Completion Reporting

course.

Course Number: ‘ Use "" or a comma separated list for specific course numbers.
Course Title: ‘ ‘
Section Number: ‘ Use "" or a comma separated list for specific section numbers.
Section Title: ‘
Office: | - v
Section Start Date: Between i ‘ Reset and Reset
Section End Date: Between ‘ Reset and Reset

Not Registered

Status: Registered
Completed

oetts | [ summary |

Type the course title in the Course Title field. Uncheck Not Registered and then click
Details.

NOTE: You can type either the exact course title or, a partial course title in the Course Title

field.
Course Number: ‘ ‘ Use "" or a comma separated list for specific course numbers.
Section Number: ‘ ‘ Use "" or a comma separated list for specific section numbers.
Section Title: ‘ ‘
Office: | - 2
Section Start Date: Between Reset and ‘ ‘ Reset
Section End Date: Between &3 Reset and £ ‘ ‘ Reset
|| Not Registered
Status: Registered
Completed
1 Details ] Summary ]

NOTE: Clicking Summary will display the percentage of people on your staff who fall into
each of the Status categories.



Clicking Details will display a list of your staff members who have completed and/or registered
for a particular course. The Course Completion report opens in a different window.

NOTE: The last column indicates the person’s Status; Registered or Completed.

Date of Report: 04/09/2019 01:59:39 PM EDT Printer-friendly display
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Clicking Summary will display the percentage of people on your staff who fall into each of the
Status categories. Once Summary is clicked, the Summary report opens in a different window.
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