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STEP 1

Log in to LEO and click on "SuccessFactors."
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STEP 2

Click on "Learning Administration.”
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STEP 3

Click on "Reports.”

STEP 4

Home

> Manage User Learning
> Learning Activities

> Content

> People

> System Administration

> References

N
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Hi LACI, welcome to |

Search for the "Online Item Status Report." Then, click the plus to expand.
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STEP 5

Select the "Online Item Status (CSV)" for an Excel spreadsheet.
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Click the filter icon on the Item ID.

Run Online Item Status (CSV)
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Report Destination: Local File v

Report Format: CSV v

CSV Report Delimiter: Comma() W

Case sensitive search: ® Yes O No
User: ‘ Exact v
Item: Exact v Type:|

ID:
Initial Date From: ]
(MM/DD/YYYY) i
Initial Date To: ]
(MM/DD/YYYY) i -

Last Access Date From: m

(MM/IDD/YYYY)

Last Access Date To: m ]
(MM/IDD/YYYY)

Completed Date From: m =
(MMIDD/YYYY) L
Completed Date To: m /7
(MM/IDD/YYYY) B —

Run Report

Schedule Job

Save Report

Reset

User Man
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STEP 7
Type "2023."

Create Filter

sEaivil

Case sensitive search:
Search All Locales:
Item Types:

Item ID:

Revision Date:
(MM/DD/YYYY)

Revision Number:
Item Title:
Item Status:

Item Classification:

Online Settings:

Programs:

Orders Enabled:

Add/Remove Criteria ©

STEP 8
Click "Not Active."

Searvin

Case sensitive search:

Search All Locales:

Item Types:

Item ID:

Revision Date:
(MM/DD/YYYY)

Revision Number:

Item Title:
Item Status:

Search

O Yes ® No
O Yes @ No

[Contains _

[ Contains v |

|

\ Contains hd \

[Contains v [2023

@ Active O NotActive O Both
P
[Conians v -

() Has online content

[ Contains v |

O Yes O No @ Both

Search

O Yes ® No
O Yes ® No

[Contains

[ Contains

| I

\ Contains v \

Item Classification:

Online Settings:

Programs:

Orders Enabled:

Add/Remove Criteria ©

(] Has online content

[ Contains v |

O Yes O No ® Both

Submit Criteria

Submit Criteria

Search

Search

Submit Criteria

Submit Criteria

Reset

Reset
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STEP 9
Click "Search."
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STEP 10

Select the box next to "SCS CPTP Continuing Education 2023."
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| contains v

[ Contains v

[ Contains ~ |[2023

O Active @ NotActive O Both

[ contains v e

() Has online content

[ Contains v i 1}
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Create Filter
Online Item Status (CSV) @

AL Submit Filter

Select Item from List

As you select entities to include in your filter, they will appear in the Filter List. Select Submit Filter when ready to submit the filter
and retum to your base search criteria

<< Search Again

Add to Filter Reset

Select All/ Deselect All

ltem ID Title Sgla
SELF 1285 (Rev 1- 4/4/2023 03:00 PM  SCS CPTP Continuing Education 2023
US/Central)

Setect Al Ngglgal

Add to Filter Reset
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STEP 1
Click "Add to Filter."
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As you select enfities o include in your filter, they will appear in the Filter List. Select Submit Filter when ready to submit the filter

and retum to your base search criteria
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Item ID Title
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Add to Filter Reset

STEP 12
Click "Submit Filter."
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Title Select
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Select All | Deselect All

Add to Filter Reset
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STEP 13

Enter the dates for the performance year.

> Learning Activities

> Content

> People

> System Administration
> References

Reports

Preferences

STEP 14

Click "Run Report."
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Report Destination:
Report Format:

CSV Report Delimiter:

Case sensitive search:
User:

Item:

Initial Date From:

(MM/DDAYYYY)

Initial Date To:
(MM/DDAYYYY)

Last Access Date From:
(MM/DDAYYYY)

Last Access Date To:
(MM/DD/YYYY)

Completed Date From:
(MM/DDAYYYY)

Completed Date To:
(MM/DDIYYYY)
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i |

Completed Date From: .
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Completed Date To:
(MM/DD/YYYY)
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STEP 15

Report will download automatically to the location designated for

downloads.
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