
USAGE STATISTICS

      1.	 From your home page, look 
	 for the Assessments Box click 
	 Usage Statistics.

Click to view video: https://vimeo.com/772119599/b16f4b8ffc

      2.	 On the next page you will see two calendars.  The top will allow you to select the Beginning Date of your
	 search,	the bottom will allow you to select the Ending Date.

Use the left and right arrows located in the header 
to scroll by month.

Use the red left and right arrows to scroll by year.

Click any number to select the Beginning Date.

Use the same process to select your Ending Date.

    3.	 The Group by function allows you to sort by Product or Account.
	 Products are the different assessments your account uses.
	 Accounts will sort by the usage of main account and each 
	 of your sub-accounts

    4.	 Once you have entered your beginning and ending dates, 
	 click the Search button and scroll down to view your results. 
	 Note that in the products view usage is listed according to the 
	 type of report.  In the account view, usage is listed by account.

    5.	 To download these results, 
	 as a comma-separated values 
	 document copatable with Excel, 
	 click the Export as .csv button.


