Create a Custom Report
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1. From the My Data menu, select My Reports.
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2. Select +New Custom Report.
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3. Select the type of report you want to generate. (i.e., Usage Reports)
4. Select Next.
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Create new custom report

Select type of report

Usage reports
View overall and detailed usage by user or career cluster

From the Build Your Report drop-down menu, select the type of report.

Select a Date Range.

Select Add Filter to add filters (license, grade, group) to your report.

You can add as many filters as you need. You can also Remove filters as needed.

Enter a Report Name.

Select Run Once to run the report now and not save it.

Select Run and Add to my Reports to generate the report immediately and save it for future

use.
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