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Creating Assignment Groups 
The reason you want to create student groups is to make it easier to assign education to a group of 
people all at the same time. I recommend setting up your groups based on how you typically assign 
education. For example: you may want individual groups for RNs, NAs, UCs, ITAs if you assign 
specific education to them (please think about the monthly CBLs you will be pushing out to them). 

1. Sign in to myCHU Administrator page 

 

 

2. Click on the People tab 
 
 
 
 
 
 
 
 
 
 
 
 

3. Click on Add a Student Group 
In this section you may create specific groups as you desire. Potential opportunities could 
be groups such as: RNs on 5N at MHB, NAs on  , UC on  , etc. You want to be specific in 
your naming so you may easily identify your group. 
a. Enter the name of your student group (include Site and Department location) 
b. Student Group type – I would recommend you use the 

“Profile radial dial” – this will allow for the system to 
automatically add new hires and subtract terminations 
into your group. If you select “Profile” you will be 
requiring all current and new hires in the job codes in 
your department to complete any assigned education 
going forward. 

c. Student Group Type – Individual – this is a one-time 
snapshot of the current people that you add. New hires 
will not be added to this group. If this is a onetime 
requirement (what most of the monthly CBLs are) – 
make sure you create an Individual Student Group Type.   

d. Notes – not required 
e. Click on continue 
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You are now on the “Select Students to Include” page. 

4a. You will get a new screen where you may confirm your GL code. 
 

 
DON’T CHANGE ANYTHING IN ANY OF THE OTHER BOXES 
 
4b. Make sure you click on “Save” on the bottom of the page. 

 
You will now see a listing of ALL associates within your GL department. Go through the list and put a 
check in the box of anyone you want to exclude. For example, if I only wanted RNs in the group, I 
would exclude anyone in the dept. who was not a RN. In the screenshot below, I excluded people 
who were not Clinical Educators.  
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4c. Click on “Save”. You will get a notification that your group with the exclusions incorporated 
have been saved 

 

4D. Click on “Save” 
 

Congratulations, you have successfully created a group to making assigning of education quicker. 
 

If you want to verify that your group is really in the system and set up the way you want, you may 
easily check this. 

1. Click on the my Administrator page, click on the People Tab 
2. Click on “Manage Student Groups” 

  
3. You will get the screenshot below:  

 
 
 
 
  
 
 
 
 
 
 
 
 
 

I find the easiest way to find my groups is to enter my name in the “Administrator Last 
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Name” section, then hit search. 
A listing of all the groups I have developed are listed at the bottom of the page. I can click 
on the group name to see who is a member of the group. I may also complete the options 
listed to the right of the name. 

 

 
As you can see, the group I just created (RNs on MHB 5MW test test test) is readily available for 
me to use. 
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Assigning CBLs to a Group 
Using groups to assign CBLs will make it easier for you to make assignments and decrease the amount of time 
spent on this activity.  Since you have assigned the education, you will be able to track on your My Team tab if 
they are completing the required education on time. 

1. Sign on to myCHU Administrator 
2. Select the “Education” tab 
3. Select “Add a Group Assignment” 

 

You will be doing multiple actions once you open the “Add a Group Assignment” page.  

Create a title for the assignment that is clear to you. For the monthly CBLs I recommend you develop a consistent naming 
convention that also includes the site and department location. A description is not required but can be helpful. 

 

 

 

 

 

 

 

 

 

 

 

4. Select the education you wish to assign 
a. You can add multiple learnings to the whole group at the same time.  You may type in the name 

of the CBL or you may search for it.  I think searching is easier – you decide for yourself.   
b. Select the items you want to be completed by clicking “Search Learning Items”. In this example, I 

am searching for hand hygiene.  Even though I didn’t use the full title, I received multiple choices 
related to this topic.     
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Select the education you want included by check marking the box in front of the course and then click on 
“Select”. 

 

To add an additional CBL: 

Once you click on the “Select” icon, you will be brought back to the “Add a Group Assignment” tab.  Follow 
the process above (Search Learning Items, search for the name of the CBL you want added, put a checkmark 
in the box in front of the desired education and click on Select).  You may do this multiple times as needed. 

Example of multiple CBLs to be pushed out to associates to be completed: 
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Once you have selected all of the education you want to assign to your group, it is now time to select the 
Target Audience. 

5. Select your Target Audience  
a. Typically, you will search for your previously developed student group.   

i. If you don’t yet have a group and want to build one, click on the ”Create a Student 
Group” hyperlink and build it (you may review the “Creating Assignment Groups, if you 
like, as a reference).  

b. You could select your previously created student group and assign the CBL to all of the people 
assigned to that group all at once. 

 
The following material will be displayed: 

 

 
 

There are multiple ways to search for your group – do what works best for you.  Some choices: 
A. Type in the Student Group Name (must match your group’s name) 
B. Put your name in the “Administrator Last Name section” (I think this is the easiest way as you will see all 

the groups that you have developed) 
C. Search using the Alphabetical hyperlink 

Use any of those methods and then click the “Search” icon 

In this example, I search by the administrator (my) name.   

Your group will be displayed at the bottom of the page.  Put a checkmark in the box in front of the name and 
then click on “Select” 
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Selecting the Dates and Settings 

You will now be selecting the date the education will be sent out (the system defaults to the next day, not the 
current day so be careful to select the date you want this pushed out) as well as the due date. 

 

6. Assignment Type – typically pick “One-Time Assignment” 
7. Go-Live Date – this is the date the education will be pushed to your team.  Use the “Fixed: Go Live on” 
8. Due Date: This would typically be the end of the month the education is assigned.  You may reference 

the CBL announcement sheet for due dates 
9. End Date (optional) – (Not Recommended).  If you choose this associates would NOT be able to 

complete the assignment past the due date 
This is an example of a completed form: 
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Creating One-Time Individual Assignments 
 

1. Sign in to myCHU Administrator page 

 
 

2. Click on the People Tab 
 

 
 
 



Page | 11  

3. Click on Manage Students 

Search for the student you want to create an assignment for and bring up their information page. Click on 
Assignments. 

 

 
 

 
 

4. On the right side of the page click on Add Individual Assignment 
 

 
    

5. Type Assignment Name, which appears in search results for reports, no description necessary, and search for 
Learning Items that are to be included in this assignment.  
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6. This will be a One-Time Assignment. The Go-Live Date will be when the assignment drops to the user’s To-Do List. 
Use a fixed Due Date for when the assignment must be completed by. If an End Date is inserted, the user will no 
longer be able to complete the assignment after this date. Enter an Effective Date to account for the users’ 
completion of the Learning Items prior to the Go-Live Date. For Example, if the user completed the assignment 30 
days prior to the new assignment being added, they will be given credit for completing the newest assignment. 
Click Save. The Assignment will show up on the user’s To-Do List when the Go-Live Date comes up. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
Note: End Date - This will prevent satisfaction of this assignment 
after this date. If the student has never clicked on the course, it will 
be removed from their To-Do List. If the student clicked on the 
course and is In Progress Status, it will move from Assigned to their 
Elective Learning. The student may un-enroll from the course. 

 

Avoiding Duplicate Assignments 
Expand the Assignment Window 
You will want to make sure that you do not re-assign this education to anyone that may have already 
completed the learning prior to your assignment. Students may have already completed the assignment by 
self-enrolling or the education may have been assigned by the Learning Management System (LMS) 
Administrator. If you do re-assign the education, the CBL will appear on their To Do tab even though they 
have already completed it. 

Under the “Expand the Assignment Window > Effective Date” enter a past date so that any past completions 
will fulfill the completion requirements of your assignment.  

In this example, entering 1/3/2020 will apply the completions to anyone that completed the learning prior 
to 1/3/2020 and give them credit for course completion. They will not be assigned this specific education 
again under your specific Group Assignment. 
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As you scroll down the page, you will see the default response if someone fails a course is set to 
“Automatically reassign the course”.  This is the recommended selection. 

 

Verify all of your settings. Once an assignment goes “live” the settings cannot be edited!  

Click on “Save”.   

It will take a little bit of time for the education to be pushed out – don’t be surprised by the blue message 
telling you the request is in progress.   

Once it is sent, you will get a message that the assignment process was completed. 

 

Congratulations, you have now successfully “pushed” education out to your desired team.  Because it has been 
assigned to your associates, you will now be able to track completion status from your “My Team” tab.   
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Note: This is NOT the MyTeam Dashboard 

Assigning/Registering Individuals to Live Classes 
This tool will be beneficial to managers/supervisors who assign students to classes. 

1. You must log in as Administrator 
 
 
 
 
 
 
 
 
 
 
 

2. Go to the Education Tab and select Manage Classes 
 

 
 
 

3. Search the class you’re assigning under Class Name and un-check Class Affiliation (in this 
example, Catholic Health System - Org Level) 
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A list of classes that are available for you to Register students in is displayed. Select the appropriate class date 
and time. Click Register on the right.  

 
 

 
4. Search for the individual you’re assigning. 

 

5. Select the appropriate individual and click Continue 

 
6. Make sure to verify that you are signing up the correct individual to the correct class.  

7. Once completed, click Register. 
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Checking Class Registration 
 
This will show you how to check a specific class, the number of registrants, and all who have enrolled in this 
class. This report typically is used by educators, managers/supervisors. 
 
Sign in to myCHU as an Administrator. 

1. Click on “Education” tab 
2. Click on “Manage Classes” under the Class Management section 

 

 

3. You can approach the next step in either of 2 ways- The First Way 
3-1.Enter date of class 

 
 
 
 
 
 
 
 

 
If the Class Affiliation box is checked: uncheck it. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 

a. Click on the green “Search” button 

 
 

b. Find the class in which you want to know the registration for. Click on “Manage 
Registrations” as shown above 
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c. You will now see a list of the people who are registered. 

***Please be careful. Your access level allows you to have access to dropping a person from the class. 
DO NOT drop a person (you will need explicit approval to do this). 

3-2 The Second Way: to run report by class name-enter class name and click on search 
 
 
 
 
 
 

If the Class Affiliation box is checked: uncheck it. 
 

 
 
 
 
 
 
 
 
 
 
 

4b. Of all the classes being offered, FIND the date in which you are interested in and click 
“Manage Registrations” 

 
 
 

 
 
 
 
 
 

You will get the same information as by going in by date of class. 
 
Note: If you want to assess if you will need to request to have another class session added (due to class 
enrollment), you may want to search by class as you will see the # registered for multiple sessions by easily 
toggling into different class sessions. 
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Unassigning Education 
**To unassign education you need to have Admin rights 

Click to go directly to a page. 

Contents 
Adminisrator Login ................................................................................................................................................................ 19 

Using the People Tab ............................................................................................................................................................ 19 

Searching for a Student ......................................................................................................................................................... 20 

Student Management Tabs: Assignments, My Learning, My Transcript .............................................................................. 20 

Assignments ...................................................................................................................................................................... 20 

My Learning ...................................................................................................................................................................... 21 

My Transcript .................................................................................................................................................................... 21 

Removing Education ............................................................................................................................................................. 22 

(1) Grant an Exemption ..................................................................................................................................................... 22 

(2) End an Assignment ...................................................................................................................................................... 23 

End Date ............................................................................................................................................................................ 24 

Unenroll ............................................................................................................................................................................ 25 

 

Administrator Login 
Login to HealthStream > Select Administrator. 

 

 

 

 

You can unassign education in two different ways. You can search for the assignment under the Education tab or search 
for a person that was assigned the education under the People tab. Using the Education tab is much faster if you need to 
remove an assignment for a whole group of people and you know the assignment name. The People tab is used if you 
need to remove an assignment for an individual or do not know the assignment name.  

Using the People Tab 
Select the People Tab. 
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Searching for a Student 
Select Manage Students (under the Student Management Tab) 

 

Enter the search criteria in the Last name field. Alternatively, if you know their User ID, you can type in their AD (Active 
Directory) account in the User ID(s) field. You can enter multiple User ID(s) underneath each other if you want to search 
for multiple people.  

NOTE: If you leave all search fields blank, you will be provided everyone that you have admin permission to view. If you 
need to view a Termed employee, select the Status > Inactive or All. 

Click Search. 

 

A list of students meeting the search criteria will be displayed. Click on the desired student to view. 

 

Student Management Tabs: Assignments, My Learning, My Transcript 
 

 

Assignments 
Displays education that has been assigned to the student. Assignments will display here even after the student has 
completed the education. Note: you can filter the assignments by changing the Status and Go-Live Date. 
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My Learning 
Displays Assigned Learning, Elective Learning, Upcoming Classes (enrolled Live Class Sessions), Choose a Class (still needs 
to enroll into a Live Class Session), and Upcoming Assignments. This is what appears on a student’s To Do tab. 

Note: Once education has been successfully completed the course will drop from My Learning and move to My Transcript. 
Education may still appear on My Learning even if it appears on My Transcript IF the student was assigned multiple times 
in Assignments and the Effective Date setting was not properly used. 

 

My Transcript 
All successfully completed courses will appear in My Transcripts. You can modify the Date Range criteria to narrow your 
display and even search for a specific course. You can use the Customize & Print option to Print or Export (as PDF, CSV, or 
Excel) the educational history. Note: Successfully completed courses appearing on My Transcript remain on Assignments 
tab but drop from My Learning (except in cases of duplicate assignments).   
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Remove Education 
WARNING: Unassigning education may have negative unintended consequences. Use with caution. You can only unassign 
education if you are the assignment creator or you have been granted upper level admin right access to edit all 
assignments.  

Verify that you really want to unassign the education. Was the student mistakenly assigned education that they didn’t 
need or were they assigned education multiple times? 

If they were required to complete a course, you may need to verify that they have successfully completed at least one 
instance of the education under My Transcript prior to unassigning education.  

 

Click on My Learning to verify that the course that you would like to remove is displayed under Assigned Learning. This 
signifies that the course still needs to be completed on the Student’s To Do tab. Take note of the course name listed under 
Assigned Learning that you would like to remove. 

Note: You or the student can directly unenroll any courses listed under Elective Learning without removing the 
assignment. 

 

Click Assignments tab and locate the course name under Item Name that was listed under the My Learning tab that you 
would like to remove. The course might be listed in more than one assignment. Make sure you select the correct one. 

You have two options: 

(1) Grant an Exemption 
You can Grant an Exemption for the assignment. This will cease any overdue alerts but note that they will show up as non-
compliant on any non-completion reports. This may be appropriate in cases where you want to remove this assignment 
for this individual student only.  

Locate the correct course (listed under Item Name) and assignment (listed under In the Assignment) that you want to 
remove. Under Options column, click Grant an Exemption.  
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Select the option to Exempt, enter a comment, and click Save. The course will now drop from their My Learning (To Do 
tab). If the option to Exempt is grayed out, check the Status. They may have already completed the course and you can’t 
Exempt them.  

 

(2) End an Assignment 
You can end the assignment. This is a good option if you want to remove the assignment from a whole student group of 
people. Click on the appropriate assignment name that contains the course that you would like removed.  
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You will receive a caution warning popup. Click Continue to the Group Assignment. 

 

Review the list of courses under the Learning Items. These will be ALL of the courses that will be removed.  

Review the list under the Target Audience. These will be ALL of the people that the courses will be removed from. Click on 
each Target Audience to view the people in each group. 

Optional: Click on Assignment-Wide Exemptions to view a list of people exempted from the assignment. Click Exemptions 
next to each Learning Item course to view a list of people exempted from each individual course. 

 

Optional: Click Add Students to Exempt if you would like to add more students to exempt from an assignment/course. This 
may be a better option than ending the assignment for everyone. 

 

End Date 
Scroll down to End Date Optional. Enter today’s date. 

This will prevent satisfaction of this assignment after this date. If the student has never clicked on the course, it will be 
removed from their My Learning (To Do) tab. If the student clicked on the course and is In Progress Status, it will move 
from Assigned to their Elective Learning. 

Click Save. 



Page | 25  

 

Go to My Learning tab and verify the course(s) are no longer under Assigned Learning. They may have moved to Elective 
Learning. Elective Learning do not generate overdue alerts. Students can unenroll themselves from Elective Learning.  

Unenroll 
Best practice is to unenroll the student from the course(s) that you have ended. Click My Learning tab. Click the desired 
course to remove under Elective Learning. 

 

Click Un-enroll. The course is now removed from their My Learning (To Do) tab. Students can also un-enroll themselves 
from Elective Learning. Verify the course has been removed from their My Learning tab. 
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Reports: Running Course Completions and Reoccurring Reports 
**Need Admin rights to run these reports 

 
This report is to obtain course completion results on people who have taken courses in HealthStream (HS). 
These directions are for people who do NOT have access to MyTeam dashboard and will be running this 
report directly through their Administrator log in. 

You may run this as a 1 time report - OR – you may schedule reports to occur at specific times. 

Important Notes: The data from this report will: 

• NOT include completions that have been done today. If you need to know if someone has completed 
a Learning Activity, as of today, you can check an individual’s transcript 

• Course Completion – Schedulable Reports will display students that have been Exempted as having NOT 
completed the course. You may want to run the Assignment Completion – Schedulable Report which allows 
the filtering by Completion Status. 

• Include completions ONLY done in HS, therefore, if you want a listing of all course completions that 
include both NetLearning and HS you will need to run transcripts on an individual (student) or a Student 
Group Transcript 

**You must log in as Administrator 
 

Part A: Running a Course Completion Report 
1. Select Reports Tab 
2. Select Course Completion – Schedulable (screen below will appear) *Please note your screen may have 

different listings underneath the Education Reports than the one shown below. 

 
 

Once you select Course Completion – Schedulable the screen below will show up: 
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On this page you will tailor this report using the following data if applicable: 

a. Sort By: default is on “Department, Student, Learning” 
b. Students to Include: default is “All Selected Students” (this displays BOTH Completions and 

Incompletions) 
c. You can change to one of the other options to filter the report to either Completions or Incompletes 

only 
d. Learning to Include: default is “All Learning” 
e. Completion Date Range: select from the drop down, customize the date or keep as the default 

“Current Year” 
f. Under Learning- you will want to Select an Assignment or Search for Courses, Curricula, or 

Equivalents (browse for a course). When searching for courses this will include Curricula or 
Equivalents, both live classes, and CBLs. Once you search for the course a few options that meet your 
criteria will appear; check off the one you are looking for then press the “Select” button 
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Once you clicked on the “Select” button and the report has been run the Course Completion – 
Schedulable window will come up and the name of the class will appear in the Learning box 

 
 
 
 
 
 
 
 
 
 
 
 
 

a. Next you will want to ensure the Students box is completed. You can either Search for Students, Select a 
Student Group, or report on all active students 

b. Display Options: Include Student User ID - include student USER ID in this report whenever possible 
c. Format Options on this page will give you the option of “Include Page Breaks” or “Do Not Include Page 

Breaks.” Page breaks will allow for you to print/export by department if wanted. Do Not Include Page 
Breaks if you want a smaller size (number of pages) in your report 

d. Then click the “Continue” button and Completion Report – Schedulable will then open in a new tab. You 
can then export it as PDF or into an Excel document  where you can format/sort it to fit your needs. 
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Scheduling a Report 
 

Part B: Reoccurring Reports/Scheduling an Automatic and or Reoccurring Run of a Report 

1. After you have run the report go back to the previous tab 
  
 
 
 
 
 
 
 
 
 
 

2. The “Schedule this report” option will now come up;  

 
 

3. this will show the parameters on how you would run your report 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

a. Request Name-here you can change the name of this report to whatever best describes your report 
b. Email Address-you can add multiple people here to receive this report if needed 
c. Report Format-HTML, Excel, PDF, etc. 
d. Select Frequency of this report 
e. Schedule Start Date and End Date (ensure you are in the correct year) 
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4. You can manage/edit/delete your report at any time by doing the following: 

a. Go to your Reports tab 
b. Then Request Manager 
c. Then Manage Requests 

Note: 

Verify the Completion Date Range of the Report that you ran.  

 

If you have selected a static date range, (1/1/2020 – 1/31/20), you will always receive the Scheduled 
Report containing data from that date range. If you select a dynamic date range, (Current Year), you will 
receive a report containing current data. 

Scheduled tasks are processed nightly between Midnight and 8:00am ET. The actual Report may not be 
received until later in the day. Please keep that in mind when you are setting your parameters of when 
you want to receive your report. Note: Reports will not contain today’s completions. 

 
Education Reports Resource: 
The following reports are available from the Education Reports section of the Reports tab. These reports generally support 
features and information relative to the Education tab: 
https://www.healthstream.com/hlchelp/AdministratorDefault/AdminTopics/Reports/Education_Reports_Concept/Educat
ion_Reports_Concept.htm 

 

https://www.healthstream.com/hlchelp/AdministratorDefault/AdminTopics/Reports/Education_Reports_Concept/Education_Reports_Concept.htm
https://www.healthstream.com/hlchelp/AdministratorDefault/AdminTopics/Reports/Education_Reports_Concept/Education_Reports_Concept.htm
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Reports: Running Student Transcripts 
 
Important Note: these transcripts include everything from 2015 onward. For transcript information that is needed prior to 
2015, please contact Clinical Education for directions on how to obtain that information. 
 
MyTeam Dashboard 
The fastest way to run a transcript on a direct supervisee is to use the MyTeam dashboard. MyTeam displays all direct 
supervisees of record as recorded in the HRIS system (Lawson). The Supervisor record is imported and cannot be changed 
in HealthStream. If you do not have direct reports, you will not have the MyTeam dashboard. 
 
Login as a Student/Manager (NOT Administrator).  

 

 
Click MyTeam tab.  
Click the desired associate tile listed under Employees. 

 

 
 
Click Completions tab > select desired Date Range. You can now view their transcript. 
If desired, click Print. You will have the option to Print or Export (PDF, CSV, Excel) the data. 
 
The Widgets is a central location to view items that are expiring or overdue. Click the three vertical dots 
to change the Expiring within dates. You can also Send message directly to their CHS email address. Click 
Return to MyTeam to view the dashboard. 
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Administrator Reports: Running Individual Transcripts From People Tab 
This report provides directions on how to run associate/student transcripts in HealthStream 
(HS) when you don’t have access to the “MyTeam” tab. 

 
 

Login to HealthStream (HS) Select-Adminstrator 

1- Select the People Tab 
2- Select Manage Students (under the Student Management Tab) 

 

The Student Management/Manage Students screen will appear 
 

You can now search 1 of 2 ways: 
Search 1-In the Last: box you can leave the box empty and just click Enter on your keyboard. 
You can also just click Search. This will provide you a list of all the associates/students you 
have the rights to view from your login. 
Search 2- In the Last: box you enter the last name of the associate/student you are searching for. 

 

At this time a listing of individuals with the last name you entered appear. Select the 
correct individual. 

 
1- Once selected the General Information screen appears on the individual and you 

will select the “My Transcript” shown below 
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2- Then the next page will come up where you can select a Date Range, Include 

Self-Entered Learning Events, and Customize & Print the transcript. 

 
3- You can repeat this procedure and obtain multiple transcripts. 

 
NOTE: You can view more information by clicking Assignments (view all assignments) and My Learning (all assigned 
learning Not Yet Started or still In Progress will appear here – once completed, it will no longer appear here but will be 
moved to My Transcript). 
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Administrator Reports: Running Multiple Transcripts From Reports Tab 

 

These directions are for people who do NOT have access to MyTeam dashboard.  
Login to HealthStream (HS) Select-Adminstrator 

 
1- Select Reports Tab 
2- Then under People Reports select “Student and Group Transcript” 

 

3- After clicking “Student and Group Transcript” you will see the following page: 

 
On this page you will need to: 
Identify your parameters by: 

a. Report View: either option of Completion Date or Completion Name 
b. Date Range: select your own custom dates, or leave default range of “Last 12 Months” 
c. “Select a Student Group” if you have previously created a group or “Search for 

Students” –you can enter as many students as you would like in this search by 
repeatedly selecting the Search for Students and entering additional names 
each time 
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Below shows searching for a student individually. 
4- Once you select “Search for Students” the box below will appear and you will have 

to fill in the following information: 
a. Students Last Name* or if you just put the cursor in the “Last” box shown and 

click Search a listing of all the students in your area/department will show up 
b. Students First Name (if you fill this out it will filter more) 
c. Middle name not needed 
d. Then you have the option to check mark the status (typically leave as the default “active”) 
e. Then you can just click Enter on your keyboard after the last name has been 

entered or scroll to the bottom of the page and click “Search” 
 

The next page that will come up after your search is the listing of student(s) that fit your 
search criteria by last name, etc. Select the correct associate/student name then select 
“Continue.” 
This will bring you back to your previous view and this time: 
a. Student Criteria Selected will be checked off as shown below and you can, 
b. Filter for more data by using the Show Additional Options 

Once you have completed this page just click the green “Continue” button and your 
student(s) transcript report sheet will appear. You can now export your report and tailor it 
to your specific parameters by exporting it as either a PDF, CSV or Excel document. 
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