
 
 

How to run a completion report 
 
1. Log into the Online Record Book at www.onlinerecordbook.org 
2. Navigate to Reports and then click on RUN next to the Award Completion report. 

 
 

3. Select the date range you want the Award Completion report for – e.g. for all Awards completed this 
year select the date range 1 Jan till todays date and then click OK 

 
 

4. Once the report has run choose to export the report by clicking on the export icon fourth from the 
left: 

http://www.onlinerecordbook.org/


 

 
 

5. Choose your export format (Excel works best) and click OK 

 
 

6. The report will download to your computer.  Where you find this report will be vary based on your 
web browser.  

 
In google you will find it here 

 
 
 

7. You can now filter by Award level, date completed, etc.  
 


