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Community College

How to Use Insight Reports

1. Please open your preferred web browser and go to the following URL:
https://laguardia.xendirect.com/login
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a. Ifyou do not have credentials please contact your program manager as they will provide
credentials for you to login via e-mail.

2. Once logged select Insight on the left side menu
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3. The left side will display a list of available reports according to your program.

[ Reports + §8 Dashboards +

All 2 ¢ Sortby Report Name I 8
XEWDIRECT REPORTS

ACTION

Courses About 1o End. Uit of the Courne Sections Wt end within the (s parameters. Includos aumerous highlights to quickly identify mpartan. By x >
Course= About 1o Slan List of the Courte Sectians that start within the vabuo of the Glier parameters. Includes nemerous highlights 16 quickly ida rmatad By, D Xt
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Attendance Missing List of Cliont Daily Attendance records missing based on dates.

Extra Attendance Listof Clien Daily Attendance records on dates net scheduled. Grouped by Client
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a. Ifyou do not have access to a report please contact your program manager or director
for access.

4. You may need to scroll on the left side list to see your respective program.
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Visualizations XENDIRECT REPORTS v
Local Reports. ASTION
ABS Courses About to End List of the Course Sections that end within the filter parameters. Includes numerous highlights to quickly identi..  C >
L
ACE Enrollment
Blrons woel Bredii. Courses About to Start List of the Course Sections that start within the value of the filter parameters. Includes numerous highlights to .. Created By >
Last Edited: 06/
CAPP
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CIET
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Extra Attendance List of Client Daily Attendance records on dates not scheduled. Grouped by Client >
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No Attendance List of Clients with no Daily Attendance records. ev] Xenegrade >
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a. Ifyou do not have access to a report please contact your program manager or director
for access.



5. Select the report from the list.
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Reports v Templates >
Visualizations PNDTRECTREPORTS
Local Reports: ACHEN
ABS Courses About to End List of the Course Sections that end within the filter parameters. Includes numerous highlights to quickly identi... >
ACE Enrollment
Bursar and Busin Courses About to Start List of the Course Sections that start within the value of the filter parameters. Includes numerous highlights to ... >
Last Edited
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6. The report will display all registrations by default.
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Courses About to End PreviewRecords | 1000
Filters a © ApplyFitter [ Clear Fitter
Course Date End Course Status

Courses About to End

Report Generated: User. Organization:

08/01/2023 02:11:21 PM LaGuardia CC

InSight Menu »> Action > Courses About to End
List of the Course Sections that end within the filter parameters. Includes numerous highlights to quickly identify important information.

Report Filter Info:

1 Course Date End = This Week
2 Course Status = Completed, Offered

Monday, July 31,2023

Envolle Selences
Pl Due.
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a. Please note that some reports may take time load due to the amount of information the
report is trying to display.



7. Inorder to narrow down results you will need to use the preselected filters and expand using
the three dots under the main filters to expand and access additional reports.

Filters a & Apply Filter lear Filter

ActivityType Course Start Date Program Group Session

Enroliment Status

ACE Scholarships

ACE Scholarships Applications

ACE Medical i (EMT) ACE Scholarship - Paramedic

T .T05.... T05... | AcCI TH.... | AC T1.0...

StwdentName D Email MobilePhone

Abigail Aadams CE100000 hkartal@lagce cuny.edy (410) 484-8790 Did Not Enroll
Adam Bolender CE105816 adamjbolender@gmail] (631) 680-8859 Completed-Satisfacto

Adonis Taylor CE127877 adonistaylor@gmail.co{ {929) 508-4387 Completed-Satisfacto

Aldo Almanzar CE124405 cruzroyal24@gmail.cor| (347) 898-3870 Enrolled/Active

Alejandra Avalos CE121513 alejasaltl@gmail.com. | (929) 413-7125 Completed-Satisfactor

Allen Liu CE137102 alleniivallenliu3tdg@gm| (917) 615-3033 Enrolled/Active

a. Ifyourequire additional filters please check with your program manager or director in
order for them to review and request them.

8. Depending on the filters listed you will need to use check boxes, drop down list or type the
information depending on the criteria in order to select or deselect data that you would to see
or omit.

Filters a © Apply Fitter [l Clear Filter

ActivityType - Equals (Checkbox} Course Start Dte Program Group. Session

O Ay 1
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8 Application
Course

Filters D e

ActivityType Course Start Date - Less Than Days Old Program Group| Session

Enrollment Status 2

Catherine Luna CENg263 catherine.luna38@qma (917) 292-1850 Completed-Satisfactor:

Cesar Mejia Cesar Mej{ CE121211 cesamejia29@gmail.cd (646) 934-2687 Completed-Satisfactor

Chamanjit Minhas CE124494 chamanjit minhas@gmq (917) 291-5344 Enrolled/Active

Filters [ | = sovyriter

ActivityType Course Start Date Program Group - Equals (Selection) - Multiple Selection ‘Session
Enrollment Status Bele
= * AL
Catherine Luna CEN18263 catherine luna38@qma| (917) 202-1850 Completed-Satisfactor, IBLANG
[NULL]
Cesar Mejia Cesar Mej| CE121211 cesamejia29@gmail.co| (646) 934-2687 Completed:Satisfacto ACE Scholarships
Chamaniit Minhas CE124494 chamanjit minhas@gmq (917) 291-5344 Emergency Medical Technician (EMT) Activs

Paramedic Original




9. Once you have used the filters needed you can press Apply Filter to display the results and Clear
Filter to reset the filters, but you will need to press Apply Filter to confirm the reset.

Filters a & Apply Filter Clear Filter

ActivityType Course Start Date Program Group Session
Enroliment Status
“es
ACE Scholarships
ACE Schafarships Appiicatins
ACE Medical i (EMT) ACE Scholarship - Paramedic
T .T05.... T05... | ACI T1... | AC TI0...

StwdentName D Email MobilePhone

Abigail Aadams CE100000 hkartal@lagce cuny.edy (410) 484-8790 Did Not Enroll
Adam Bolender CE105816 adamjbolender@gmail] (631) 680-8859 Completed-Satisfacto

Adonis Taylor CE127877 adonistaylor@gmail.co{ {929) 508-4387 Completed-Satisfacto

Aldo Almanzar CE124405 cruzroyal24@gmail.cor| (347) 898-3870 Enrolled/Active

Alejandra Avalos CE121513 alejasaltl@gmail.com. | (929) 413-7125 Completed-Satisfactor

Allen Liu CE137102 alleniivallenliu3tdg@gm| (917) 615-3033 Enrolled/Active

10. When the results display you will be able to Print, Email or Export the report as needed.

[H\deHEadevE«FDu?er] [ Subscribe ][ Print ][ Email ][ Export = ][ Edit~ ][ Save ][ Cancel ][ Close ]

>re Hospital Enrollment for Program Groups Preview Records | All
Filters D e
ActivityType Course Start Date Program Group Session

Enrollment Status

ven
ACE Scholarships
ACE Scholarships Applications
ACE Scholarship - Emergency Medical (EMT) ACE Scholarship - Paramedic
ACI 2 10N ACI LT05.... TOS... ... AC . T1.0...
Stucariame o Emai MobiePhone
Abigail Aadams CE100000 hkartal@lagee cuny.edy (410} 484-8790 Did Not Enroll
Adam Bolender CE105816. adamjbolender@gmail] (631) 680-8859 Completed-Satisfacton

For further info, please visit the Xendirect Knowledge Base page:

https://xenegrade.kayako.com/article/556-insight-online-tutorials




