How to Generate a Report

1. Select Reports on the left navigation menu

2. Choose the correct report from the list
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3. Enter report start and end dates

4. Click “Run Report” on the top right

Download this report's template

1 DateRange

Run FORM ON PROGRESS AND EXCELLENCE IN REAPPOINTMENT, PROMOTION OR TENURE ACTION 4
Start Date ’ 1172024 m‘
End Date ’ 12/31/2026 | ‘ 3

2 Whom to Include

3 File Format @

Groups to Include All groups selected

# Change Selection

[0 Users must be enrolled in all selected groups to be in this report.

Individuals to Include  All Individuals selected

# Change Selection

I

Include These Accounts Enabled Only

File Format Microsoft Word (.doc) v

Changes made to the Microsoft Word document will not be reflected in the system.

Page Size Letter v

*Your report will appear in your downloads folder.



