How to download your class list into an excel file

1. Login toyour account (EMP .....)
2. Click on “Student Status” — either button works

¢ Q search wa 9 ¥ a& e =

< www.passporttosafety.com.au/admin/inde/php
&) Most Visited @) Getting Started ' Suggested Site Web Slice Gallery

Welcome, Meegan's

Passport to Safety Australia Edit my profile

o

Logout

=

Home Student Status

Welcome to your Class console

Student Status

=

+ View Progress/Reporjp

To download the whole class leave the “Course” dropdown left on “All”. You can also run reports by

course or status (not started, in progress, completed).

Click on “generate”
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All of the names in the class will appear at the bottom of the screen. Click on “Excel Version” and
you will get the option to open or save the document as an excel file.
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Your search has produced 4 results. To view a student's profile click on their PIN.

Meegan's 00010003 Hairdressing 1Feb2016 Not Started nla
Meegan's 00010002 Hespitality 1Feb 2016 Not Started nla
Meegan's 00010001 Teen Challenge 1Feb2016 Not Started nla

Meegan's 00010000 Safety 101 1Feb 2016 Not Started nla




