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	Purpose
	Use this procedure to run the DES Active Class Registration report.

	Prerequisites
	· Must be assigned the Agency Administrator, Report Administrator or Advanced Report Administrator.
[image: C:\Users\janetp\AppData\Local\Microsoft\Windows\Temporary Internet Files\Content.IE5\WNJC4PB5\MC900434750[1].png]Data is updated nightly so records updated within the day will not be reflected until the following day.

	Website Address
	· http://lms.des.wa.gov/ 




Procedure
	1. 
	[bookmark: _GoBack]Access the following website, http://lms.des.wa.gov/.

	2. 
	Click [image: ] tab.


	3. 
	From the Systems Report menu, select Advanced Reporting.

	4. 
	In the Repository field, search for ‘DES Active Class Registration‘.
[image: ]


	5. 
	Click on the title of the report.
[image: ]

	6. 
	The report will automatically run based on previous criteria.  
a) To change the report criteria click on Options [image: ] in the upper right corner.
b) Change the Registration Dates.
c) Enter the Username.
d) Click Apply to refresh then OK .
[image: ]
Note: This report displays all possible fields so don’t be alarmed if your report contains blank data.  Every agency is different.

	7. 
	You have the option to Export the report results.   Click on Export  [image: ]then As Excel.

[image: ]

	8. 
	The Excel dialog box will appear and click OK to open up the spreadsheet.

The Excel Spreadsheet will open.
[image: ]


	9. 
	You have completed this process.
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