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Before You Start: This report will give you a list of all Users who have a completion for an 
Item as well as the last date of completion. 

1. Log in to the LMS. 

 

2. Select the Reports tab. 

3. In the Search field, enter Item 
Status. Click Submit. 

 
 

4. Click on the Item Status Legacy 
report. 
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5. Uncheck the Mask User ID box. 
Click the User filter

 

. 

6. 

Enter the first 3 digits of your Org 
Code in the Organizations field 
and click Submit criteria.  
 
Tip: If you do not have the 
Organizations field, scroll down to the 
bottom and use the Add/Remove 
Criteria to add it to your search page. 
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7. You are returned to the Run 
Report page. Click the Item filter. 

8. 
Enter the Item ID and click Submit 
Criteria. 
 
Tip: Item IDs are case sensitive and 
must be entered in ALL CAPS. 
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9. You are returned to the Run 
Report page. Click Run Report. 

10. 
The report will show you who has 
a completion for this item and the 
completion date. 

9 

10 

 


