
FROM BURTON SERVICES, INC.

HOW DO I...

QUICK REFERENCE GUIDE

•   View a participant’s course status?
•   Retrieve a participant’s completion certificate?
•   Generate a report of everyone that has completed the course this month?
•   Measure my program?
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LOGIN

CLIENT DASHBOARD

CLIENT DASHBOARD OPTIONS

Use your assigned 
Username and Password 

to login to your client 
dashboard.

Program AnalyticsCompletion ReportsSearch / View Users

Based on unique program configurations, dashboard layout may vary.
Some options may not be available on all dashboards.

LOGIN
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SEARCH/VIEW USERS

SEARCH FOR PARTICIPANT BY

Username First and/or Last Name Jurisdiction SUBMIT
Click SUBMIT 

to search

Search Results

3



VIEW CURRENT
COURSE STATUS

USER0123

From Search Results, 
click any assigned 

course name.

Not Started – Course purchased but not started
In Progress – Course started, not complete
Completed – Course has been completed

COURSE STATUS IN POP UP WINDOW

View Participant Course Status
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USER0123

Retrieve Participant Completion Certificate

VIEW COMPLETION 
CERTIFICATE

From Search Results, 
click any assigned 

course name.

If the participant has completed the 
course, click DOWNLOAD for a copy of 

their completion certificate.

DOWNLOAD IN POP UP WINDOW

EXAMPLE
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COMPLETION REPORTS

SELECT COURSE(S)
Select a course, multiple 

courses, or select all 
courses for report

DATE RANGE
Enter report 

start date and 
end date

SUBMIT
Click SUBMIT 

to search

SEARCH REPORT DOWNLOAD REPORT

Report Results
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PROGRAM ANALYTICS

Report Results

SELECT COURSE(S)
Select a course, multiple 

courses, or select all courses 
for course analytics

DATE RANGE
Enter report 

start date and 
end date

RUN ANALYTIC REPORTS
Click RUN ANALYTIC 

REPORTS to generate reports 
by course

VIEW/DOWNLOAD REPORT
Click to view or download 
each report by course or 

download all reports

EXAMPLE REPORT
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