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Overview 
CheckPT has reports available on the Reports tab on the navigation bar. The reports can be viewed 
on your screen, printed, or exported to a file. This guide provides instructions for accessing these 
reports. 

 

 

 

Note: To access all reporting functionality, use the most current browser version. 
 

Available Reports 
There are 4 reports available for Provider and Division Users: Application Report, Registry Result 
Report, Roster Report, and User Account List Report.  

Report Name Description 

Application Report A list of applications for a specified timeframe for your agency. The report 
details the following for each application: application ID, provider name, 
applicant name, SSN (last 4 digits), application date, application status, 
application status reason, withdrawal reason (if applicable), and date 
fingerprints taken.  

Registry Results Report A list of all registry checks for all applicants for your agency during the 
specified timeframe. The report details the following for each registry 
check: provider name, applicant name, SSN (last 4 digits), application ID, 
registry name, username of the person who checked the registry, date the 
registry was checked, registry result, and if it was an auto-match registry 
(as applicable).  

Roster Report A complete list of your current employees. For each employee, the report 
details the following information: application ID, provider name, employee 
last name, employee first name, position, employment status, provisional 
hire date, permanent hire date, and determination.  

User Account List Report A list of user accounts for your agency. The report details the following 
information for each user: date the account was created, last login date, 
the number of days since last login, date of last password change, status 
of account (active or inactive, enabled/disabled/locked), date the End User 
License Agreement (EULA) was accepted, user type, name of person who 
created the account, user role(s), and associated provider(s). 
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Generating Reports 
Select the report you want to run by clicking on the 
hyperlink for the report.  

 

 

 

 

 

Each report has different filters, like start and end dates and provider name. Some filtering options 
are required for the report to generate; others are optional. To preview a report, select your filter 
options and select “View Report”.  

 

 

 
The first page of the report displays.  
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Report Preview Buttons 
The table below explains the buttons and fields in the report preview toolbar. You can download and print 
the reports using your browser’s download and print functions 

 

 

 

 

This Button/Field… Allows you to… 

 

View the first page of the report. 

 

View the last page of the report. 

 

View the next page of the report. 

 

View the previous page of the report. 

 

Search for an item, such as an applicant name, in the body of the report. 
You can use “Next” to move to the next occurrence of your search.  

 

Export your report to one of the following formats: Word, Excel, 
PowerPoint, PDF, TIFF File, MHTML (web archive), CSV (comma 
delimited), XML file with report data, or Data feed. 

 

Refresh the data in the report preview. 

 



 

CheckPT Reports User Guide Page 6 of 7 
Version 01 | 01/10/2025 

Sample Reports 

Application Report 
 

Registry Results Report 
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Roster Report 

 

User Account List Report 
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