
*In order to successfully download the Standard Report, please make sure your Excel is not in 

“Protected View.” If your Excel is in “Protected View” the report may not download and give you an 

error message that the file is corrupt. To take Excel out of “Protect View,” please follow the below 

directions:  

- Open the Excel Application  

- Click on File > Options 

- Select Trust Center and press the Trust center settings button 

- Pick Protected View  

- Uncheck all the options under Protected View and confirm by pressing OK 

 

1. To run a report on your users login and click on “Standard Reports” under the Reports tab. 

 

 

 

 

 

 

 

 

 

 

 

 



2. Click on the “Training” button. 

 

 

3. Click on “Online Training Status.” 

 

 

 

 

 



4. You do NOT have to fill out any of the report criteria. Click on Export to Excel and it will 

download an excel spreadsheet with you report.  

 


