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STEP 1

Log in to LEO and click on "SuccessFactors."

STEP 2

Click on "Learning Administration."
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STEP 3

Click on "Reports."

STEP 4

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.

STEP 6

Click the Dlter icon on the Item I7.
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STEP y

T0pe "2823."

STEP N

Click "vot Acti9e."
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STEP b

Click "Search."

STEP 18

Select the wox next to "SCS CPTP Continuing Education 2823."

6 of 9



STEP 11

Click "Add to Filter."

STEP 12

Click "Suwmit Filter."
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STEP 13

Enter the dates for the performance 0ear.

STEP 14

Click "Run Report."
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STEP 15

Report 6ill do6nload automaticall0 to the location designated for
 do6nloads.
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