Run RM1 report by Learner Group for a HIPAA program

1) Login to reportmartl with SUNetID and password
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(2) Open “Training and Registration” folder.
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(3) Open “STARS Compliance Administrator” folder.

address @https:,l',l'reportmartl.stanFor dufworkspacefindex. jsp

Folders I% @ I % MName &

¥ sTARS Learner Daka (STR_TRO14h)
¥ 5TARS Load Errors (STR_TRO2E)
¥ sTARS Program Status (STR_TROO1) [}3

| i StanFord ReportMartl 9.3.1 PRD
+| ' Broadcast Messages

[ Help Resources
= Eﬂ Training and Registration
'_Li STARS Compliance Administrator
I 5TARS Human Resources
¥ 5TARS Instructor
I STARS Learner Information
a STARS Learning Administrator
I STARS STAP Accounting
¥ STARS STAP Administratar




(4)Double click on the report STARS Program Status (STR_TRO001).
(5) Some users will get the following popup window if the Web Client version you installed is not
match with the server version.

(6) Click “OK” button, it will open the RM1 “Program Status” Reporting client application like
below, there are 3 process options available to us.

For University Business Use Only

b Stanford University Reporting: Program Status

CONFIDENTIALITY AGREEMENT:

lunderstand and accept responsihility for complying with the Federal law and University policy cancerning the privacy
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Description: (Report Number STR_TR001)

This repatrt lists all learners with a specified program in their learning plan.

Instructions for Processing:
Click a process hutton helow to run the report.

Qrganization Leaner Group Frogram
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After processing, choose a Section button below to view a results section or to export the full results.

(7) To use “Process Query by Learner Group” option. Click on that button, the following window
will be opened. [Click and drag the triangle the arrow is pointing to resize the window]
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(8) Select the Learner Group first to run the report, in this example we select “OCG HIPAA
Awareness” group by highlighting the group name and clicking “OK” button.
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(9) After waiting for a while, the following “Select Program” window will be displayed.
e To run report on Awareness certification, highlight “HIPAA Awareness Certification”
program name then click “OK”.
e Torunreport on Fundamentals certification, highlight “HIPAA Fundamentals
Certification” program name then click “OK”.
e To run report on Advanced certification, highlight both “HIPAA Advanced Certification”
and “HIPAA Advanced Certification 302“ program name then click “OK”.
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(10) The following window will be displayed for us to chose the program status, meaning what
status you want to report for, if we want to get everyone who completed the program, we choose
“COMP” then click “OK” button. [If you want to run on multiple statuses, hold “Ctrl” key and use
your mouse to click (select) more statuses]. In this example, we run on “COMP” status.
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(11) Highlighting “COMP” then click “OK”, we will get the last option window to choose the
“Expiration Date”, please click on “Ignore” button.
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(12) Clicking “Ignore” button will start the report process, depends on the size of the Learning
Group, the processing time may vary but should not be too long. The indication of completion for
the process is that the “Result” button is becoming active.

Instructions for Processing:
Click a process buttan below to run the report.
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After processing, choose a Section hutton below to view a results section arto export the full
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(13) Clicking on “Result” button will bring up the result window like below.

Results Section:
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Burke, Melissa
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Schurman,Allison Ra
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on Date on Date

| 1 | OCG HIPAA Awareness Claus.Rachel HPAA-PRGM-0101  HIPAA Awareness Ce Completed 0a/24r2008 0ara1s2004 0groarzo08
| 2 | OCG HIPAA Avwareness Dutra,Susan D HPAA-PRGM-0101  HIPAA Awareness Ce Completed 0872672008 0era1r20049 0erze/2008
| 3 | OCGHIPAA Awareness FennerAlexander Mit HPASPRGM-0101  HIPAA Awareness Ce Completed 0872572008 08r31r2009 0591452008
| 4 | OCG HIPAA Awareness FennerThomas  HPAA-PRGM-0101  HIPAA Awareness Ce Completed 08724572008 08r31/2004 09rz3r2008
| 5 | OCG HIPAA Awareness LockhartAndrew R, HPASPRGM-0101  HIPAA Awareness Ce Completed 0872602008 0era1r2009 09162008
| & | OCG HIPAA Awareness Lozano,Mayra HPAA-PRGUWEOT01  HIPAA Awareness Ce Completed 08724572008 0873172004 0&rzarzo0s
| 7 | OCG HIPAA Awareness Moua Kahao HPAA-PRGM-0101  HIPAA Awareness Ce Completed 0872672008 0era1r20049 0erze/2008
| & |OCGHIPAAAwareness Reite Marina HPAA-PRGM-0101  HIPAA Awareness Ce Completed 0872572008 08r31r2009 0Brzar2008
| & | OCG HIPAA Awareness Rivas,Sania HPAA-PRGM-0101  HIPAA Awareness Ce Completed 08724572008 08r31/2004 0&rzar2008
| 10 | OCG HIPAA Awareness Stayn,Susan HPAA-PRGM-0101 HIPAA Avwvareness Ce Completed 08/25/2008 083152009 091812008
| 11 | OCG HIPAA Awareness Wiondward Linda L. HPAAPRGWM-0101  HIPAA Awareness Ce Completed 08724572008 0873172004 0&rz7r2008

12 | OCG HIPAA Awareness Yarber Sherrie HPAA-PRGM-0101 HIPAM Awareness Ce Completed 08/25/2008 08/31/2009 09°29/2008

We can see who has completed the “HIPAA Awareness Certification”, when they registered and
when they completed. The program status with blank means they might be in “Registered”,
“Inprogress”, “Incomplete” etc, other than “Completed”. We don’t know exactly.

It's better to run the report on ALL statuses, let's run the report again, in step 10 we choose
“Select ALL" for the program status, we will get everyone’s status in this learner group as shown
in the following report. If this time we still see blank row for someone, we know the person has not

registered for the program.
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QCG HIPAA Awareness SchurmanAllison Ra HPAA-PRG 01 HIPAA Awareness Ce Redistered 0952572008
OCG HIPAA Avwareness Burke Melissa HPAA-PRGM-0101 HIPAA Awareness Ce Mot Completed 08i25/2008
QCG HIPAA fAvwareness Chan,Daphne HPAL-PRGM-0101 HIPAS Awareness Ce Mot Completed 08/25/2008
QUG HIPAA Awareness DiBoise Sarah J. HPAA-PRGMWM-0101  HIPAA Awareness Ce Mot Completed 08r25/2008
QCG HIPAA Awareness Dunkley Patrick H HPAA-PRGM-0101 HIPAA Awareness Ce Mot Completed 08i25/2008
OCG HIPAA Awareness James.Ann M HPAA-PRGW-0101 HIPAA Awvareness Ce Mot Completed 08r25/2008
QCG HIPAA Awareness Sarabia,Tracy HPAA-PRGM-0101 HIPAA Awareness Ce Mot Completed 08425/2008
QCG HIPAA Awareness Schoenthaler Lauren HPAA-PRGH-0101 HIPAA Awareness Ce Mot Completed 082572008
QCG HIPAA Avwareness Sparling,Dwain Lelar HPAA-PRGM-0101 HIPAA Awareness Ce Mot Completed 08425/2008
QCG HIPAA fAvwareness Zurmwalt, Debra L HPALA-PRGM-0101 HIPAA Awareness Ce Mot Completed 08/25/2008
QOCG HIPAA Avwareness Claus Rachel HPAA-PRGH-0101 HIPAA Awareness Ce Completed 08i25/2008 08/31/2008 08/03/2008
QCG HIPAA fAvwareness Dutra,Susan D HPAL-PRGM-0101 HIPAA Awareness Ce Completed 08/25/2008 08r3142008 08f26/2008
QUG HIPAA Awareness FennerAlexander Wit HPAA-PRGWM-0101  HIPAA Awareness Ce Completed 08r25/2008 08r3152009 091452008
QCG HIPAA Awareness Fenner, Thomas'  HPAA-PRGM-0101 HIPAA Awareness Ce Completed 08i25/2008 08r3142008 08r23/2008
QUG HIPAA Awareness LockharAndrew R, HPAA-PRGMWM-0101  HIPAA Awareness Ce Completed 08r25/2008 08r3152009 091672008
QCG HIPAA Awareness Lozano, Mayra HPAA-PRGM-0101 HIPAA Awareness Ce Completed 08425/2008 08r3142008 08r28/2008
QCG HIPAA Awareness Moua,kKabao HPAA-PRGW-0101 HIPAA Awareness Ce Completed 082572008 083172009 08/26/2008
QCG HIPAA Avwareness Reite Marina HPALA-PRGM-0101 HIPAA Awareness Ce Completed 08425/2008 08r3142008 08r25/2008
QCG HIPAA Awareness Rivas,5onia HFAA-PRGW-0101 HIFAA Awareness Ce Completed 0812572008 08/31/2009 08/25/2008
QOCG HIPAA Avwareness Stayn,Susan HPAA-PRGH-0101 HIPAA Awareness Ce Completed 08i25/2008 08/31/2008 0882008
QCG HIPAA fAvwareness Woodward Linda L. HPAA-PRGM-0101 HIPAA Awareness Ce Completed 08/25/2008 08r3142008 08f27iz008
OCG HIPAA Avwareness Yarber Sherrie HPAA-PRGM-0101 HIPAA &Awareness Ce Completed 0825/2008 081312008 08/29/2008

Note: If you can not open the ReportMartl Client application, please file a helpsu ticket. Thanks!



