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Job Aid
Generating the Learning Hours Report
for Learners and Supervisors


Audience:  DHScovery Learners and Supervisors
Overview:  The DHScovery reporting system contains standard reports allowing supervisors and employees to monitor training progress.  Each report gives options for grouping, sorting, and providing multiple output formats.   Reports can be saved to a file, generated in a browser window, or run in the background.
Objective:  Some of the DHS components have established annual employee training goals requiring the completion of a certain number of training hours annually.  This job aid shows employees and supervisors how to run the Learning Hours report to track their progress towards annual training goals.
If you need help at any point, the DHScovery Help Desk can be reached 24x7 by calling 888.898.8204 or by emailing help@plateau.com.

Login
	Step
	Action
	Screen Shot

	1
	Open the web browser and enter https://dhscovery.dhs.gov/plateau/user/login.do 
Review the warning.

Click on the GO link located at the bottom of warning message to access the DHScovery User login page.
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	2
	Enter your User ID and Password.  Click the Login button.
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Enter your Username and P
, then click lc

User ID:

Password:

*You must be approved DHS personnel to access this system.







Running the Learning Hours Report
	Step
	Action
	Screen Shot

	1
	Click the Reports tab.  Click Learning Hours
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	2
	The system responds by displaying the report parameters page.  

Update the Report Title, Report Header, and Report Footer as required.  

If you are a Supervisor, you will see the User radio button.  This button lets supervisors define the population for inclusion in the report. 

· Self – include only your own training in the report.
· Direct Subordinates – include training activity for your direct-reports in the report.
· All Subordinates – include training activities for your direct-reports and their direct-reports.
· All – include all training activities to which you have system access.
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	3
	Choose the appropriate Report Destination.

· Browser – this is the default value and will display the report in a popup page on-line

· Local File – choose this value to save the report to the local drive
	

	4
	Choose the appropriate Report Format

· XML – this format is used when reports will be published to a web page

· CSV – this format is used when reports will be run to and reported out via a spreadsheet (Excel, Lotus, etc.)

· HTML – this format is the default value and used to run the report to a popup page on-line

· PDF – this format opens the report in an Adobe Acrobat reader format.
	

	5
	The Mask User ID checkbox is turned on.  This means that the learner user ids will not show on the report output.  If you want the user ids to display, uncheck the box.
	

	6
	The Page Break Between Records is defaulted to not checked.  If you wish to have each record print out, or display on a different page, place a check in this box.
	

	7
	The checkboxes to Include External Events and those Events Without Hours are turned on.  External events are defined as training taken outside DHScovery without a corresponding SF-182 in DHScovery.  If you do not wish to have one or both of these items included in the report, uncheck the checkbox.
	

	8
	The Completed Date From and Completed Date To are parameters allowing the user to limit report output to courses completed during a specific time period.  For example, supplying a from date of the beginning of the fiscal year and a through date of the end of the fiscal year ensures the report only displays training completed in the current fiscal year.
	

	9
	The report will sort and subtotal differently based on the value selected in the Group By box.  For example, grouping by User displays training courses and hours for that user.

If you choose to group by Organization, the report will sort and group by organization totaling the hours for the entire organization not individual users.
	

	10
	Click the Run Report button.  Based on the Report Destination and Report Format choice, a popup page will display showing the report.
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Learning Hours

User ID: treeess User Name: TRUITT, PETER
Items
Total
Item Completion Scheduled Credit CPE Course
Item ID Description  Date Location Length Hours Hours Length
TRNG 115955_eng (Rev  Building and 12/18/2007 7.00 0.00 000 510
9/1/2006 02:00 PM Modifying Web  02:00 PM
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FrontPage 2002 York
Total Total Total Total
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