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Find the Department

From the main SG Training Web Page go to My
Group Account

Perform a department search by entering search
criteria, e.g. department code or cost center. NB!
Please remember to put in % before the org. code
and cost center to ensure seeing every

employee, e.g. %HR ORG&DEV

Click the Search button

> My Group Account

Last Name:
First name:
GID:

Department:

Generate the report

Select Uploaded certificate status in Generate
report section

Wait for the webpage to load

Generate report: +/

[ Uploaded Certificate Status v

Create Report

Read the Purpose of the report to make sure
of your choice

Set the timespan

Select the relevant filter status from the
dropdown menu, e.g. select rejected, if you want
to see the certificates, that have been rejected in
the select timespan

Click create report

Consider following timespan
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Filter Status

Download the XLS File

Click on the download as xIs-file if needed

Then either choose to Open or Save file

[s¢ download as xis-File

Open Save 24




