
Proxy hour collection 
for Learner Web 

The proxy hour equivalent and 
passing percentage is built 
into the software for each 
section of each plan. 

All you need to do is run the 
reports. 

 First, log in to the admin page, 
expand the region you need, 
and click on Reports. 

 



• Select all plans 

• Choose a date range  

• Choose Log Timestamp 

• Click Generate Report 

In the reporting screen: 

• Name your report 

• Choose Step Status Report 



Login and Name tells 
you who earned the 
hours 

And the Seat Time 
Equivalent tells you 

how much. You’ll 
need the total! 

Then download the 
resulting Excel 
spreadsheet. It will 
look basically like 
this. Each row 
represents one 
step status change 
for one learner.  

A Step Status of 
Completed tells you 
that they earned them 

The Step Completed 
Timestamp tells you 
when 



After you have your spreadsheet, you can 
organize the information however you find 
easiest. Sorting by Step Status is a good way to 
start. You can also use the SUM function to add 
up the totals for each learner, or use pivot tables 
to get a summary. 


