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How to run EPT Competency Reports

Once a permission has been given to a user, the user can then run reports on Essential Practices

Training (EPT) dates for staff from iLearn for the Service Centre(s) in their region.
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User Competency Reports - EPT
Is limited to selecting all users that have on or more of the following

* EPT - Challenging Behaviour and Protective Actions
* EPT-CPR

= EPT - Fire Safety Training

« EPT - First Aid

= EPT - Manual Tasks

B

Select ‘Reports’ from the left menu.

Click the ‘Select Report’ button under
the ‘User Competency Reports — EPT’
option

This report option is specifically
designed to generate user reports for
the following EPT competencies:

e EPT - Challenging Behaviour and
Protective Actions

e EPT-CPR

e EPT — Fire Safety Training
 EPT - First Aid

e EPT — Manual Tasks
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Select one or more work units / AS&RS
Service Centre(s) to report on.

€ Back to Reports TIPS
Hold down the CTRL key to choose more
User Competency Reports - EPT than ene work unit
Competencies Criteria Select the Report ‘Status’ type.
EPT - Challenging Behaviour and Protective Actions status E TIPS
EPT. CPR Latest Dates i « Current - Report on all current
Current EPT competencies only
EPT - Fire Safety Training Expired . .
EPT - First Aid L atest Dates * Expired - Report on all expired
EPT - Manual Tasks All EPT competencies only
: : e Latest Dates - Report on all Five EPT
Display Options E competencies and return the latest
Work Unit(s) date for each
B User « All - Report on all EPT
[DCCSDS] 01.6.1.7_Inala Child Safety Service Centre . @ Position competencies received regardless of
[DCCSDS] 01.6.1.8_Mt Gravatt Child Safety Service Centre g Organisation currency
[DCCSDS] 01.6.1.9_0ffice of the Regional Director - CS BNE — 5 Org Unit The report type ‘Latest Dates’ should
[DCCSDS] 01.6.1.10_Placement and Service Support - BNE H = y : prove the most useful as this report will
[DCCSDS] 01.6.1.10.1_Placement Services Unit - BNE 3 YEEE Un ) return results for all users across the
[DCCSDS] 01.6.1.10.2_Regional Intake Service - BNE [# Work Unit (Lowest) five EPT competencies and return the
[DCCSDS] 01.6.1.11_Stones Corner Child Safety Service Cer @ Competency latest date for each, or a blank field
[DCCSDS] 01.6.2_Disability and Community Services - BNE = ’ e e e odlsis
[DCCSDS] 01.6.2.1_Accommodation Support and Respite S i :
[DCCSDS] 01.6.2.1.1_Mt Gravatt AS&RS Service Centre (B [¥ Expires
¥ Rating
91 Notes Select the ‘Display Options’ to include in
Run Report ﬂ the report.

Click ‘Run Report’.
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When the report has finished running,
the results will display on screen.

Report Running

To export the results to Microsoft Excel,
scroll down to locate the Microsoft Excel
Version button.

— Click ‘Microsoft Excel Version’.
EPT - First Aid DisplayOptiDnS
EPT - Manual Tasks
User
. TIPS
Work Unit(s) Position -
Organisation If nothing appears after clicking the
[DCCSDS] 01.6.2.1.1_Mt Gravatt AS&RS Service Centre = Org Unit Excel button, you may have Excel open
[DCCSDS] 01.6.2.1.2_Nundah AS&RS Service Centre Waork Unit {All) already. Navigate to your open Excel
[DCCSDS] 01.6.2.1.3_Oxley A AS&RS Service Centre . . .
[DCCSDS] 01.6.2.1.4_Oxley B AS&RS Service Centre il Work Unit (Lowest) application and you_s_hOUId SEE A i
[DCCSDS] 01.6.2.1.5_Wacol AS&RS and SRS Direct Suppo’ Competency screen message waiting for you to
[DCCSDS] 01.6.2.4_Disability and Community Services - DC. Received continue.
[DCCSDS] 01.6.2.4.1_Community Services and Child Safe’ )
- . Expires
[DCCSDS] 01.6.2.4.2_Disability and Community Care Con
[DCCSDS] 01.6.2.4.9_Statewide Contract Management Rating
[DCCSDS] 01.6.2.4.3_Disability and Community Care Spe - Notes
Run Report
i22 Microsoft Excel Version P
755 records found
5 sec execution time Scroll down
to see more
Work 1
Unit
User Position Organisation  Org Unit  Work Unit (All) (Lowest) Competency B
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:er'wmuwslntemet Explorer — ﬂ‘ J‘l £ 1L Cornct ]l alea Chilel ©afrniv Cormsien Camtee =TT T o
- (; B 01 1 | Microsoft Excel L
Gafl| What do you want to do with . ‘ , .
ld §| Competency_Report_EPT_20150721_063540xIs? 01 Click Open to open the file.
)| ee2n2ke o Thefileyou are trying to open,
G :fop;:“t't‘”’g:zz &’;:‘j;ufam . i/ l \, ‘'Competency_Report_EPT_20150721_063540.xls, is in a different format
Ly ‘ ' T than specified by the file extension. Verify that the file is not corrupted
and is from a trusted source before opening the file. Do you want to
3 Open open the file now?
The file won't be saved automatically. '
2 S . ..
e If you get a warning screen advising that
3 Saveas B e the file is in a different format, just click
\ J ‘Yes’ to continue and open the file.
@ 98B Competency_Report EPT_20150710/031327(1]Xl5 [Read-Only]™ Microsoft Excel = o) e
“ Home | Inset  Pagelayout  Formulas  Data  Review  View  Developer @ 0 og B
: ] The Report should now appear in
iy — | - = | 1 gealnsert » . ;
B li Calbr - f ) =gy [ Genenl N = Wy ;Dm' # Jj Microsoft Excel. You can apply a simple
Pate . (B s - | &-A- =[E]= == B S % o % Condlional Fomat M o ] 0% Find& | Quick | Auto filter to the header row by selecting
-7 Fomating s Tabe - S~ | [EAFomt~ | 2° ety Rrok Row 1 and clicking Sort & Filter > Filter.
Clipboard Font ¥ Alignment Number Styles Cells Al SotaAtoz |
Al M £ | User %l satZtoa A
[ CustomSort.. | .4l
A | B C D :J—E
W=  Filter -
1 User Position Organisation Org Unit . -
2 |Staff Member 1 Residential Care Officer Communities, Child Safety and Disability Services 0105 Region - Brisha j Filter (Ctrl+Shift+L)
3 Staff Member 1 Residential Care Officer Communities, Child Safety and Disability Services ~ 01.05 Region - Brisba ‘=”_ Enable filtering of the selected cells.
4 Staff Member 1 Residential Care Officer Communities, Child Safety and Disability Services ~ 01.05 Region - Brisbane [DC!
— s - \ A ) . . Once filtering is tuned on, click the
5 |Staff Member 1 Residential Care Officer Communities, Child Safety and Disability Services ~ 01.05 Region - Brisbane [DCCY | "= = | n headerto
6 |Staff Member 1 Residential Care Officer Communities, Child Safety and Disability Services  01.05 Region - Brisbane [DCCSI choose a filter for the column.
7 |Staff Member 2 Residential Care Officer Communities, Child Safety and Disability Services ~ 01.05 Region - Brishane [DCCS
o . » ) S . ) ) le Press F1 for more help.
8 Staff Member 2 Residential Care Officer Communities, Child Safety and Disability Services  01.05 Region - Brisbane [DCCS_—;
Q  Ctaff Mamhar Dacidantial Cara Officar Cammunitiae Child Safaty and Dicahility Saniicrac 01 05 Dagian . Rrichans [NCCSNSINT £21 Aren | I
Then you can select individual staff
B 1 D t ; - members viathe filter and view their EPT
1 Position v Org Unit v Work Unit (Lowest) - Competency " Received |"|  Expires ~ competencies.
7 Staff Member 2 Residential Care Officer  01.05 Region - Brishane Mt Gravatt AS&RS Service Centre EPT - CPR 11/02/2015  11/02/2016
8 Staff Member 2 Residential Care Officer  01.05 Region - Brishane Mt Gravatt AS&RS Service Centre EPT - Challenging Behaviour and Protective Actions 11/02/2015  11/02/2017
9 Staff Member 2 Residential Care Officer  01.05 Region - Brishane Mt Gravatt AS&RS Service Centre EPT - Fire Safety Training 5/03/2014 5/03/2016 Save report as requ ired
10 Staff Member 2 Residential Care Officer  01.05 Region - Brishane Mt Gravatt AS&RS Service Centre EPT - First Aid 4/12/2013 4/12/2016 IH )
11 Staff Member 2 Residential Care Officer  01.05 Region - Brishane Mt Gravatt AS&RS Service Centre EPT - Manual Tasks 11/02/2015  11/02/2017
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