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Study Leader Tab 
Reports 
 
This reference guide is an overview of Reports within the Study Leader Tab. These reports are covered within this document: 
 

 Overview Report 
 Response Report 
 Tasks Report 

 Issues Report 
 Action Items Report 
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Overview Report 

 Overview Report  

1. Select a Section to drill into the 

question level. 

  

2. Click any values within the 

Questions, Responses, Response 

Tasks, Issues, Action Items, and 

Inspection Vulnerabilities to 

open the Response Dialog. 

 

Note: for information about the 

Response Dialog menu, please 

review the training tutorials on 

the Response Dialog. 
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Response Report 

 Response Report  

1.  Select Response Report. 

 

Note: Question rows are color 

coordinated to indicate the 

amount of preparation that 

should take place before an 

inspection: 

 Red: at all times 

 White: regularly updated 

 Blue: at time of inspection  

   
 

2.  Select the Status menu to filter 

the Response Report. 
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Tasks Report 

 Tasks Report  

1.  Select Tasks Report. 

 

 

 

 

   

 

2.  Select the Tasks menu to filter 

the Tasks Report. 
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Issues Report 

 Issues Report  

1.  Select Tasks Report. 

 

 

 

 

   

 

2.  Select the Issues menu to filter 

the Issues Report. 

 

Note: The    icon indicates all 

issues are complete. The numeral 

in the Issues column represents 

the number of incomplete issues. 
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Action Items Report 

 Action Items Report  

1.  Select Action Items Report. 

 

 

 

 

   

 

2.  Select the Action Items menu to 

filter the Action Items Report. 
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Export Report 

 Export Report  

1.  Select Download Excel Report in 

the upper right-hand corner of 

any report. 

 

 

 

 

   
 


