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COMPLETION REPORT 

This report will give you a record of anyone with CBLs/Classes completed for specified time. 
 
**If you are not getting the results you are searching for, be sure to check your filters.** 

 
Step 1 
 

Access NetLearning - Admin via Beacon Health 
System Intranet 

 
Employee > NetLearning (Admin) 

  
Step 2 
 

Log into NetLearning using your Employee Number 
and Password. 
 
If you experience issues logging in, please contact the 
HelpDesk at 574-647-7254. 
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Step 3 Hover your cursor over the Reports icon and then 
hover over the Learner-> Select Enrollments & 
Completions. 
 
(This can also be located under the Reports Tab if 
you are in under any other cards in NetLearning-
Admin) 
 
 

  
Step 4 Under Report Options in first window pane, select the 

Course Group, and then select Be a Beacon.  You 
may need to use the scroll bar to locate Be a Beacon. 

 

 
Step 5 Set the following settings: 

 
*Set Date Range (01/01/2015 to 12/31/2015) 
*Check Include all selected learners 
*Uncheck Show only those who have … 
*Include all enrollments and completions 

 

 
Step 6 Select the following under Output Options: 

 
*Select Layout – List 
*Page Break – Organization 
*Select Level – Detail 
*Include – Summaries 

 
Step 7 Click on the drop down to expand Available Learners. 
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Under the Available Learners, select the Department 
you want to run the report for. You can click in the box 
and start typing in the department number, or click on 
the arrow and select from the drop down menu. 
 
 
 
 
 
Click FILTER to bring back all learners in that 
department. 
 
 
 

 
 

  
Step 8 If you want to run a report for everyone in the 

Department, choose the top box above the learners to 
choose ALL learners. 
 
Click Add to List at the bottom of this portion to move 
learners to Selected Learners. 
 
(Repeat Steps 7 & 8 to add more departments if 
necessary) 

 

 
Step 9 Click on Run Report at the very bottom of the page.  

 
Format: Option to run to Excel or other formats. 

 
 

 

 


