Emelozment Ontario Partners’ Gatewaz

Creating LBS Activity Report in a PDF Format

This document will show you how to create the PDF file in your LBS-IMS Agency
Client Application.
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1. Inthe LBS Agency Application, click on Reports menu.
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2. Choose Standard Reports.

E LBS - Agency Reports

Flease, select a Report:

Report Mame 3 l Report ID I Version I
LBS Activity Report LBS-RO01-01 Summary
Learner Training Support Report LBS-R005
Training Support Summary Report LBES-RO20

Report Description:

| BS Activity Report

—Report Criteria
Start Date [01/04/2010 ~| 4
End Date | «|  april2010 I
Site Mame I
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3. On the LBS-Agency Reports Screen, ensure that LBS Activity Report is chosen.
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4. Enter your start date.

Note: Your start date should always be the beginning of the fiscal year you are submitting
the data on. In this example we chose April 1, 2010.

Flease, select 3 Report:

Report Mame I Report ID I Version I
LBS Activity Report LBS-RO01 -01 Summary
Learner Training Support Report LBS-RO05
Training Support Summary Report LBS-R.020
Report Description:
LBS Activity Report

—Report Criteria
Start Date | 04/01/2010 ~
End Date |10/31/2010  ~|
Site Mame |+l octoberzo10 _»|

2/ 27 B M I 1 2
3 4 5 6 7 8
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17 -18 19 2n 2123 35
74 .75 25 27 28 29 30
3 1 2 3 4 5 &
T aToday: 03/11/2011

Clear | Preview I
I
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5. Your end date should always be the month you are reporting on, which normally
is the previous month. In this example we chose October 31, 2010.

E/ LBS - Agency Reports

Flease, s=lect a Repart:
Report Mame Report ID Version |
LBS Activity Report LBS-R001 -01 Summary
Learner Training Support Feport LBS-RO05
LES-RD20

Training Support Summary Report

Report Description:

| BS Activity Report

Report Criteria
Start Date |04/01/2010 |
End Date [10/31/2010 |

Site Name -l 6

Clear | Preview | Fi

Note: Make sure you create a PDF File for each of your sites.

6. Choose your Site Name. In this example we chose Upcot.

7. Click on the Preview button.

The Activity report will then open.
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Preview l 8

8. From the top left hand corner choose Export (the Envelope Icon).

The export diagram box will appear, the Format should be kept as PDF.
The Destination selected should be “Disk file” (which means Hard Drive).

Export (%]

9 [
Farmat:
0k
|.-'1'-.|:r|:||:|at Format [POF] j _
. Cancel
D estination;
|Disk file |

9. Click on the OK button.

In the Export option Dialogue box, keep “All” checked for Page Range.

Export Options @

Fage Range
Al

" Page Range:

Frorm: | To:
10 OF. | Cancel |

10. Click on the OK button.
Once you have saved the file, remember the location that you have saved it in, as you will
be using this file to upload it to the ministry.

For this instruction please refer to the document (Submitting LBS Activity Reports to the
Ministry).
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