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1. From the CUES Learning Portal Home Page, navigate to the left column 
on the home page, click on “Groups," and then find your credit union’s 
group. 

 

 
 
 

2. In your group page, click the "insights" tab. 
 
 
 

3. Click "Downloadable Reports". 
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4. Click "Generate Report". 
 

 

5. From the pop-up window, select report type 
"Completed Content", followed by your desired 
date range. Finally, select "Generate Report" 

Note: Reports can be run for any time period. The max the report 
will run is 90 days. For example, Jan 1, 2022 – March 31, 2022. If you 
need a full year’s report, you can do so using 90-day increments. 
Note: Depending on the size/date range of the report, it can take 
anywhere from a few minutes to a few hours to generate. 
Please make sure you refresh the page during this time to 
check for completion. Once the report is ready, you’ll see a 
notification marker on the bell icon on the top right of CUES 
Learning Portal. 

 
 

 
 
 

6. Now click on "Download" for the report you'd like to view. The report will be downloaded via 
Excel, you can review and filter data as needed, see next page for report field titles and 
descriptions. 
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