
JOB AID Using the Reports Tab in Saba

From the menu in Saba, click on Reports.
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Select your role to view course status for your employees:
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Not everyone has the Reports tab in Saba. 
See descriptions in Step 2 for who has 
access to these reports.
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Managers: See Step 3 for next steps.

Alternate Managers: See Step 4 for next steps.

Organization Managers: See Step 5 for next steps.

3 MANAGERS

a.	 You will see a report like the one below.

b.	 For more information about the report, see the instructions on the left.
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4 ALTERNATE MANAGERS

a.	 Person Organization Name: Select the organization(s) you would like to report on.

b.	 Person Status: Open dropdown menu and select Active, Leave, Paid Leave.

c.	 Is Terminated: Leave as No.

d.	 Optional: Search for Course ID and/or enter in Completed Courses on Date.

e.	 Click Run.
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4 ORGANIZATION MANAGERS

a.	 Is Organization Manager: Leave as Yes.

b.	 Organization Manager Organization Name: Select the organization(s) you would like to report on.

c.	 Is Terminated: Leave as No.

d.	 Course Activity Status: Leave as is.

e.	 Optional: Search for Course ID, Course Title, and/or Completed Course Date Marked Complete.

f.	 Click Run.
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5 TROUBLESHOOTING

Error on Manager Report
If you see the message below and are a manager, submit an AskHR ticket to the CED Tech Team.

Error on Org Manager Report
If you see the message below and are a manager, select the departments on the 
Alternative Manager Report.

If you are not a Manager or an Organization Manager in Saba, but still have another Admin 
role, you can access reports via the Analytics page (Admin Home > Analytics Admin).                           
Use the “Course Not Completed by Department - User Report”

If you need assistance, please submit a request via AskHR: https://mymuhealth.org/askhr

Select CED > Support > Other Issue

https://mymuhealth.org/askhr

